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VDE and VDE + Images Tutorial
Version 4.20

General Overview

Introduction

This manual consists of a series of demo’s which will allow you to accomplish two goals. First, you will
get some "hands on" experience with Viking Data Entry (VDE) for Windows. Second, you will learn how
easy it isto create and use data entry jobs with Viking Data Entry (VDE). After completing the tutorial you
will be on your way to becoming an accomplished VDE user.

Thetutorial isaseries of demos. Each demo goesinto more detail than the previous one. It is not
necessary to complete all of the demos at onetime. Y ou can easily interrupt at the end of ademo and re-
start at that point later. Some topics of concern to you may not be addressed initially. Eventually a
majority of topics and features are presented.

It isassumed in this manual that the programs have been properly installed on your computer and that you
have the appropriate keyboard template in place. Finally, we assume a modest familiarity with Windows.

Contact Viking Software Solutions at (918)491-6144 if you have any questions. We think we have the best
Customer Care Group in theindustry. Thisisyour opportunity to test an important part of our product.
Don't be shy, call us!

Notation Conventions Used in this Document

In general these conventions are followed. Characters that are to be keyed into the computer and menu
selections are shown in bold. (Example: key AB, select Forms Painter from the Develop menu.)

Specia Function Keys are shown in adifferent font and are bold, for example Record Back.

Selections can be activated from the menu bar by clicking with the mouse or simultaneously pressing Alt
and the underlined letter.

Use the Arrow Keys to highlight an item and press Enter or click the selection with your mouse.

This document refers to the Special Function Keys by their generic names, that is the name of the function
they perform. Place the Viking keyboard template on your keyboard. Thiswill help you locate the Special
Function Keys.

Viking Messages

If an error occurs a Viking Message will display describing the error. After you have read the Message,
you must clear it by pressing Enter or clicking RESET.

VDE and VDE+Images Tutorial Manual



4 General Overview

Installing VDE

Before you install VDE you need to plan whereto install it. The installation requires about 10MB of disk
space. However, all datafiles, databases, tables, etc. will be on the disk. Be certain that you have sufficient
space and proper access rights to the disk. All production datawill be placed in sub-directories under the
VDE installation directory.

VDE will run on Windows 95/98/ME/NT/2000. Y ou may install VDE on a shared network drive for
multiple users or on alocal drive for asingle user.

Installation consists of:
»  Loading the Files from the CD or diskettes

« VDElicenseinstallation
»  Executing VDE to test the installation

VDE and VDE+Images Tutorial Manual



General Overview

Loading the Files

1 Insert the CD or Disk 1. If Auto Run is enabled the set up program will be
executed. If Auto Run is not enabled, select the Run command from the
Windows Program Manager or from the Windows Start Menu and key
dev:\setup.exe and click OK. "dev" represents your CD or Floppy drive.

If you are initializing from a set of floppy disks your screen dialogs may have
adifferent appearance. At the end of this step go directly to step 5.

¥iking Data Entry Solutions k |

Software Installation

T hank pou far choozing Yiking for paur data enty salution.

\ This program will inztall the selected software onto your PC.
t'ou will be prompted for the package to install, a default
folder name, and a default group name.

The entire inztallation will take place in the zpecified folders
and our default zub-folders. The Windows folder and files
are not modified other than to add the specified Group Files.

Quit |

<Hack |

2. The Software Package Selections window appears.

Software Package Selections |

Select the package that you wizh to ingtall

™ ImagEntmy for Windows
K.ep from Images, Structured Documents

i+ PUDE Y mages for Windows
K.ep from Paper ar Images, Unstructured Documents

™ WDE AlmagEnty AP for Windows
Application Programmer |nterface for Visual C++

<Back | Hest: I (it

3. Select VDE+I mages for Windows.
4, Click on the Next> button.

VDE and VDE+Images Tutorial Manual



6 General Overview

5. TheVDE+Images|nstallation Directory window appears. Specify the name
of the VDE installation directory when the Install Destination window
appears. The directory will be created if it does not exist. All of the VDE files
and sub-directories will beinstalled in this directory. The default drive and
directory is C:\VDEPL US.

YDE +Images Installation Directory |

Specify the inztallation directory. Al files will be placed in thiz
directony or one of the zix sub-directones added toit. “iking
doesz not modify or add any files to the Windows directonies.
=8 The inzstallation will nomally be on a Hetwork, Server device
dezignated far vour applications. Mate that the default path
azsumes that the the installation iz on vour local dive.

6. The VDE Group Name window appears. Select the program group in which to
place the VDE Icons. The default group nameis VDE Plus. Select agroup
and click on the Next> button.

If you are installing from a set of floppy disks, click on the Finish> button to
continue the procedure.

YDE +Imagesz Group HName |

Default Group Hame
[VDE Plus

hcoessones 3
Adobe Acrobat 4.0

ATI Multimedia

Diitto Toolz

Entrppoint 90 LI

F wbrinnint Far WS ind s

Hext: (Lt |

VDE and VDE+Images Tutorial Manual



General Overview 7

Theinstall program displays the names of the files being copied and a
percentage bar indicating its progress. If you are installing from diskettes you
will be prompted to insert the requested diskette and click OK.

7. The Customer Care Plan dialog displays service information before the
installation is complete.

s

'our zoftware comes with a 90 day Customer Care Plan |
CCP ). *ou can extend vour plan with an annual
subzcription. The Customer Care Plan includes technical
support by phone, fax, or e-mail. ou get all software
releazes, and immediate patches. If you need technical
gupport, pou will be talking to the actual systems design and
development team.

Customer Care Plan

8. After the files have been installed, the I nstallation Completed window
appears.

Installation Completed h |

Final Thoughts

If wour are a first time wger, the Imagk nty Getting Started

sl manual or the YOE Tutarial will help guide pou through the
neceszan sheps to create vour own data entry jobs. 1F pou
do not have a manual, run Wordview. exe from 0:4anuals
and gelect and print Tutanial Doc or Getztart Doc.,

Viking support iz available Monday - Friday from 8:00 arm until
B:00 prn Central Standard Time., Our e-mail addrezs iz
"techizvikingsoft, com'',

'ou may inztall zhartoutz on client machines using the VDE
tazk MWSETLR or the ImagEntm tazk MWISETUP.

Click OK to complete the installation.

VDE and VDE+Images Tutorial Manual



8 General Overview

NOTE: The VDE program group created by the installation contains five icons. License, Manual, NetW Users,
Uninstall, and VDE Plus.

VYDE-+ for Windows.

Used to update your License.

Used to unlock Hetwork
Licensed user slots.

On-line manual.

Used to remove YDE + from
your system.

rlnztall

License Installation

1. Afterinstallation is complete, select Start/VDE Plug/License. If the Viking licensefile,
Vlicense.vdl, has not been created, the Viking License I nitialization dialog appears.

¥iking License Initialization

on a Metwork Server from a Client Station. |

It allows multiple uzers. | Metwork License

Thig Button will be dizabled if 2 d d
Metwork, Path cannot be establizhed.

I
i & Metwork License requires installation
1
|
|

| Cancel

A WWarkztation License may be inzstalled
an any drive [ local or network, 1,
[t alloves & single user,
A zeparate Licenze is required
for each “Workstation.

Workstation License

If an unauthorized license file exists, proceed to step 3.
If an authorized license file exists, proceed to step 5.
If no license file exists, proceed to step 2.

2. Select either Network License for multiple users on aserver or Workstation Licensefor a
single user on a specific PC.

NOTE: You cannot select Network Licenseif you have not installed VDE on a network server.

VDE and VDE+Images Tutorial Manual



General Overview 9

3. A Viking Network or Workstation License Generator dialog appears. Y ou must enter your
Company Name.
There are severa ways for you to provide aLicense # and either 2 or 4 Authorization Codesto
complete the install ation.

¥iking MNetwork Licenze Generator

Walidation #1  Compary Marme

[D42E&F23  [viking Software Solutions]

Walidation # 2 Metwork Path

|EBBE5EIB1 |'\RF’H><1 OOPUBLICAISERSYSERRY WDE PLUS

Licenze # Authorization Codes

* To Complete wour [nstallation *
'ou muzt provide wour Y alidation Mumbers and Company Mame to Yiking.
"iking will return to wou a Licenze Humber and Authorization Codes.

1. Call 313-431-6144 [8:30 am - 5:00 prn C5T]. azk for Technical Suppart
and provide pour Company Mame and Y alidation Mumbers.

2. Print and F ax thiz Licenze infarmation to 918-434-2707.
3. Send an E-mail to tech@vikingzoft. com, attaching wour WLICEMSE VSL file.

0k, Frirt Cancel

VYiking Workstation License Generator

Walidation #1  Company Mame
[D43B2333  [wiking Softwere Solutions

Walidation # 2 “Workstation D'escription
|45303C44  JERRY

Licenze # Authorization Codes

* To Complete your [nstallation *
ou muzt provide your Y alidation Mumbers and Compary Mame to Wiking.
Wiking will return b yow a Licenze Mumber and Authorization Codes.

1. Call 913-491-6144 [8:30 am - 5:00 pra C5T]. azk far Technical Suppart
and provide vour Company Mame and Y alidation Mumbers.

2. Prnt and Fax thiz Licenze information to 918-494-2701.
3. Send an E-mail to techi@vikingsoft. com, attaching pour YLICENSEMSL file.

0k, Frint Caricel

VDE and VDE+Images Tutorial Manual



10 General Overview

4. Atthistime, no licensefile exists. You must click OK and then Exit/Save to output alicense
file with the currently displayed Validation numbers. If you cancel or quit, no license file will
be created and the next time you run the license program, anew set of Validation codes will
be generated. Savethelicense now. In order to be valid, the license file must be then updated
with the Authorization Codes provided by Viking. Select one of the following procedures to
request/receive authorization and update the license.

Y ou may call Viking and provide your Company Name and Validation Numbers. Viking, in
return, will provide you with the required License # and Authorization Codes. Run
Start/VDE Plus/License and update the license file with the codes.

—or—
Y ou may send a Fax Form to Viking requesting authorization. Select Print and a Fax Form

will be printed. Viking will respond with a Fax that provides the License # and Authorization
Codes. Run Start/VDE Plus/License and update the license file with the codes.

—or—

Y ou may send the unauthorized license file to Viking, and we will complete and return the
authorized file by eemail. Thelicensefileislocated in the main path and is named
vlicense.vsl. When Viking returns the authorized file just replace the old one; no further
update is required.

5. From Start/VDE Plus/License, click on About License. If your licensefileexistsandis
authorized, you will see something similar to the following dia og:

¥iking Software Solutions. Yersion 4.20 |

YOE and YDE+Images
Copyright 1338, 1333, 2000 %

‘-.flklng Software Solutions

W5 5-3450 Licenszed # ‘wfarkztation

Idzer Lirnit F'ru:u:lu-:t Lirrut
|V Total —‘ |V YDE YOE+  ImagEnkmy

[ K 1

D ate Inztalled: wed Moy 03, 2000

Pemanent License

VDE and VDE+Images Tutorial Manual



General Overview 11

6. Click on OK to clear the above dialog. Then, click on Fileto display the following menu
options.

ﬁ"v’iking License Installation
MHew Licenze
Extend Licensze
Update License

About License
Exit/S ave Licenze -
CluitMo Save

New License: Select thisif your existing license is no longer valid. Repeat steps 1 through 3.
Extend License: Select thisto change the expiration date of alease or demonstration license.
Update License: Select this to change the licensed packages or user limits.

About License: Select thisto display your current license information.

Exit/Save License: Select thisto update your current license.

Quit/No Save: Select thisto quit without changing your existing licensefile.

7. Once you have entered the authorization information, your license is complete. Click OK to
clear the License Information. Select Exit/Save from the File menu to exit and update your
License File.

Network User Setup

If VDE isinstalled on a network disk, or sharable drive, other users can accessit if the files on the network
are given the appropriate access privileges and each workstation is setup with the VDE group and icons.

Network Trustee Rights

Trustee rights must be granted to the appropriate users or groups. If al users belong to a common group,
"groupname”, the following statements will set the rights for the group. If there will be multiple users and
no common group, it may be easier to use the Novell FILER program to grant these rights to the individual
users. The SMODE command prevents VDE programs from using the search path for datafiles.

> SMODE. 2

> GRANT R F TO "groupname”

> GRANT ALL FOR DATA TO "groupname"
> GRANT ALL FOR HELP TO "groupname"

> GRANT ALL FOR LOGS TO "groupname"

> GRANT ALL FOR TBLS TO "groupname"

> GRANT ALL FOR DEMO TO "groupname”
> GRANT ALL FOR VDEP TO "groupname"

VDE and VDE+Images Tutorial Manual



12

General Overview

Privileges on Other Networks

On other networks, make sure that the VDE main directory has Read and Execute privileges for all users
who will be using VDE. The sub-directories will need full rights so that data can be written into those
directories.

Workstation Setup

If you installed VDE on a network disk drive, or shareable drive, others can use VDE. To make VDE
available to another user, be certain that you know where VDE isinstalled and complete the following

steps;

Windows 95/ 98/ME/NT/2000
1. Inthe Windows Explorer, open the VDEPLUS folder.
2. Double click on NWSETUP.

VDE Directories

In addition to the specified installation directory, six sub-directories are created. The installation directory
contains the executable programs, libraries, license control files and the Keyboard definition files. The sub-
directories and their contents are:

LOGS  Viking User File, Statistics Files, Statistics Reports and Log Files.
DATA  Suggested areato store Production Data Batches.

HELP On-line Manual and Field Help files.

TBLS Sequentia Tables and Database Tables.

DEMO Form Sets, etc. for various demos.

VDEP  VDE Production Directory - Form Sets, Option Files, Conversion Definitions and
Image Definitions (VDE+).

Developers

Application devel opers should work in Development directories so that they can have separate databases
and Form Sets from the "production” filesin the VDE sub-directories.

Switch back and forth between these directories by clicking on Misc and selecting Default Path to specify
adifferent development directory. See Copy Utility for information on copying VDE files between the
production and devel opment directories.

VDE and VDE+Images Tutorial Manual



General Overview 13

Trainees\Keyers

Keyerswill usualy work in the production directories. However, if akeyer is classified asa Trainee then
they will be working in the current directory. This means that they can do practice work that does not affect
the production area. The trainees could have their logins fixed to set them in the trainees' directory when
they start up their computer or log onto the network.

Someone with Supervisor or Developer privileges will need to populate the training directory with the
desired files before each training session begins.

Logging into VDE
1. Click onthe VDE Plusicon.
2. Key DEMO for the User ID.
3. PressEnter for Password.
If your login fails, press RESET and try again.

After you have logged in as DEMO you can add users by selecting Tables and User Maintenance. See
User Maintenance for details. After additional User 1D's have been added you should either delete the
DEMO User ID or give it a password to preserve the security of your VDE system. DEMO has full
Developer privilege and not everyone should have access to it.

Before beginning the demo, click on the Manual icon or Help on the menu bar, and then click on
Overview. Read all the topics listed under Overview. The demo is easier to use if you have a general
concept of how VDE works, know the meanings of the terms used and know how the Special Function
Keyswork.

Setting up your own Login

Now you will set up your own private login account.
1. Select User Maintenance from the Tables menu.
Click on Insert. The Viking User Maintenance Entry Form appears.
Key your initialsin the'User ID' field and press Enter.
Press Enter in the 'Password' and 'Disabl €' fields.
Key your full namein the 'Name' field and press Enter.
Select Developer s as your 'Access Level' to give yourself full privileges.
Click OK to complete the Entry Form.
Click RESET to clear the Viking Message "User Record was Updated.”

Click Exit to Exit User Maintenance.

© ©o N o gk~ 0D

Logging in with your own ID and Password
1. Select User 1D from the L ogin menu.

2. Login using your new User ID and password.

VDE and VDE+Images Tutorial Manual






Basic Data Entry Demo

In this demo you will be keying six simple records of a data entry job.

Conceptsillustrated are:

Full Window Forms File Navigation

Keying data Record Forward and Back
Response time Searching for specific data records
Left and Right Justification Advancing to the last record

Zero and Blank Fill Field Forward and Back

Basic Cursor Navigation Inserting and Deleting Records

Character Forward and Back

Starting 'Basic' Demo

1. Select Key-from-Paper from the Keyer menu.
2. Select BASIC from the Key-from-Paper Jobs list and click OK.

K.ey-from-Paper Jobs |

BASIC

ORDERS
PLUSONE
PLUSTWO

=

OK | canceL|

3. Select Create(New) asthe Entry Stage.
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16 Basic Data Entry Demo

4. Key aBatch Number of 1 and click Open Batch.

If you see the message " Specified Batch Already Exists', press RESET and key adifferent Batch
Number. This message occurs when multiple users test the demo.

The Basic Data Entry Form appears and you may begin keying.

Job BASIC Batch Selection |

—Entry Stage -Extension

&+ Create[ New ] & DAT No Staging

" Update " D51 New{Updating

= Verify D52 Verifying

" Sample Verify " D53 Completed

" Examine  D5? Any Stage
—Batch Number

m -]

Open Batch Exit this Task |

Note the status line at the top of your window. It displays the Job Name, Batch Name, Entry Stage, Form
No., and the number of data records in the batch.

E;Juh: BASIC [N] BASICO1 Create Form: 1 Record: 1 of 1

File: |I!.ut u"FiJ_'L"ShiftI

Basic Data Entry Demo

Hame I Humber

The menu bar has four items.

File The File menu has options to change forms, search, perform balance operations, interrupt a
batch, exit and save or quit without saving ajab.

Auto  The Auto button turns Auto Skip on and off. When Auto is grayed out Auto Skip is turned off.

Fill  This button displays the field completion mode, Fill is the default which Justifies and Fills the
field, aso available are Replace, Repl and Insert, Ins.

Shift  The Shift button turns auto Shift on or off. When Shift is grayed out Shift is turned off.
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Basic Data Entry Demo 17

Keying Data

Now you are ready to key some test data. Be sure your menu bar is set to Auto, Fill, and shift. Key the data
shown in Table 1, the Names will be automatically shifted to uppercase for you.

Name Number
Samuel 123
Thomas 456

Mary Enter 788

Jane Enter 1 Enter

Sam Enter 52 Enter

Sue Enter 5 Enter
Table 1

Now, let'sreview what you just keyed. Locate the Record Back (Up Arrow) on your keyboard and pressit 3
times, watching how the status line changes. The Entry Stage changes from Create Form to Update Form
and the Record # changes for each Data Record.

Press Record Forward (Down Arrow) and notice that the next record appears. Thisillustrates two important
File Navigation features of VDE, Record Back and Record Forward. Y ou will see more File Navigation
featuresin later demos.

Searching the File

Field Contents Search
1. Select Search Data from the File menu.
2. Onthe Batch Record Search, key the search criteriaM A and click OK.

Record 2 should be displayed on the Status Line and the second Data Record (Thomas) appears.
Searching for the pattern in the Data Record that you wish to find is unrestricted and the pattern
may even cross field boundaries. Also notice that the search will locate arecord eveniif itis
behind your present location in the file.

3. To continue your search of MA, select Sear ch Data from the File menu, again. Notice your
previous search pattern is still in the dialog box.

4. Click OK to search for additional M A records (the next record the search will find is Mary).

Record Number Search
1. Select Search Data from the File menu.
2. Deletethe search string MA, using Record Delete.
3. Key 1 asthe search pattern.
4. Click on Sequence Number and click OK. This search locates Record 1.

Now you know how to locate arecord by field contents or record number.
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18 Basic Data Entry Demo

Insert a Record

Make note of the present record number shown on the status line.
1. PressRecord Correct (F3) and then press Record Insert.
2. Key Harry and press Enter then key 97 and press Enter.

3. PressRecord Back (Up Arrow) and notice that the information you keyed is the new first record and
all the other records have been renumbered.

Y ou can insert arecord anywhere, even anew first or last record.

Delete a Record

1. PressRecord Delete to delete the Record that you just inserted.

2. Read the Viking Message that displays, thisillustrates that you cannot accidentally delete a record.
Click RESET to clear the Viking Message.

3. Records must be unprotected before they are deleted, so press Record Correct and then press
Record Delete again. The record will be del eted.

Return to previous Record Location

1. Press Location Return to see the last record you keyed (SUE, Record 6 of 6).

Appending Records to the Batch

1. Press Field Forward (F10) twice and you will advance to a new record.

The status line will indicate that you are creating again (Create Form) and you can now add more
records to the batch.

Key your name (or any five characters) in the Name field and press Enter.

Press Field Back (F9) to return to the Name field. Use Character Forward and Character Back to
move the cursor within the field without affecting the data.

4. You can type over one of the characters or use Backspace to rub out a character.

Note: Moving the cursor in the Navigation Functions Character Forward and Character Back does
not destroy the data. However, in the Navigation Functions Field Forward and Field Back, moving
the cursor may destroy data unless the cursor isin thefirst position of the field.

Exiting Data Entry

Be sure you are not in the middle of afield when you try to Exit.
1. Select Interrupt Batch from the File menu.

2. If you did not complete the last record, you will see the Viking Message Record was NOT
Completed, Do you wish to SAVE it? Select NO.

Y our Session Statistics will be displayed. PressEnter or click OK to clear the panel.
Click Exit this Task when you see the Batch Selection panel.
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Basic Data Entry Demo 19

Other Batch Selection options will be investigated later in the demo. This may be agood time to take a
break as the next section will take about 30 minutes and it isbest to do it al at one time.
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Painting Demo

Conceptsillustrated in thisdemo are:
Forms Painting and Compiling.
Creating a simple data entry job.

Using the job you created.

Next, let's see how easy it isto create a VDE jab like the one just demonstrated. Data Entry Jobs are

created by painting the Forms using the Forms Painter. Some other names for Forms are templates, formats
or panels.

Starting the Forms Painter

1. Select FormsPainter from the Develop menu.

Naming Your Form
Key your initials as one word (e.g. ABC) in the file name box and click OK.

2. A message will inform you that the file does not exist and will ask if you want to create a new
Form Set. Click YES.

3. The Forms Painter window appears. Click on Help on the menu bar to access the on-line manual.

The on-line manual is an excellent reference for questions and details that may not be addressed in
this demo.

4. Select Exit from the On-line Help File menu to return to the Forms Painter.

Creating Your Form
1. Select Create Record from the Paint menu.

Y ou will see the Record Header Form. This Header contains some basic information VDE needs
to know about your Form. Record Forms are used to create data records.

Record's ID Record's
Humber Hame
- -
RECORD FORM ID: FORM HAME :
+DATA AREA SIZE:
I T 1
HEXT RECORD ID: FORM HAME : For Linking
Forms.
CLEAR WIHDOW — FROH (lin,col): { 1, 1} {optional)
*
Size of the data area Area at the top of the
containing the fields window to be cleared
of this record. when the Form is
{optional) displayed. (optional)
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Painting Demo

Key 01 inthe Record Form ID field to identify this as the first Record Form of the Form Set.
Key BASIC1 in the Form Name field and press Enter.

The Forms Painter will determine the Data Area Size, so press Field Forward and in the Next
Record ID field key 01.

5. Theremaining fields are okay, so press Tab to clear the window for painting.

Painting Text

You arein Normal Text Mode and ready to begin painting text. To paint text, position the cursor where you
want text and then type it. Be sure to use the mouse or the Arrow Keys to move the cursor. Do not usethe
spacebar to position the cursor.

1. Pressthe Down Arrow three times to move the cursor down three lines.

2. Key thetitle for your Form which is Basic Data Entry Demo. If you make an error you can use
the Backspace key to remove characters and then retype the text.

3. PressEnter 3 timesand key Name.

Defining a Field
Define adata entry field for Name.
1. Pressthe Right Arrow two times.
2. Select Field Definition from the Form menu.
3. Select Standard from the Field Type menu and press Enter (or double click on Standard).

The Standard Field Definitions appear. The'1' in the Number field indicates that thisisthefirst field of
the Form. Y ou are going to define a 6 character Name field, that accepts only Upper Case Alpha’s.

Humber : 1 Hame: E Data Location: Field Size: ___
Char: —Char Sets—wramnsters: V Skip Sets:
: RBECLSEHIEE
Edit "y upr-case
F Feuw-5pcl
pup [| S Specials Field Display:(_}
Sawe | L Low-Gase Color Fg:(__ ) H 7
Get 6 SorBlank |, Plug, MHanual} Bg:{__ 13 10 11 14 15
¥ Charsety
8 CharietB

4. Key NAME inthe Namefield and pressEnter.

5. Pressenter inthe Data L ocation field. (It is an optional field.)
6. Keyaband pressEnter in Field Size.
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Painting Demo 23

7.

Deselect each Character Set except Upr-Case.

To deselect an item, click on it with the right mouse button or press the Backspace key when the
itemis highlighted.

The Character Set field is an example of aPoplist field. When the cursor enters the field the Poplist
appears for you to make your selection(s).

NOTE: Character setsare avery powerful and flexible way to define what characters are allowed in adatafield.
On this simple Form you will allow only uppercase letters for the Name field and only numerics for the
Number field. Asyou will seein later examples, you can have powerful character acceptance (or
character sieving) capabilities.

8. Press Field Forward (F10) to advance to the next field.
9. Inthe Parametersfield, select Verify and Shifted Field.

10.
11.

To select anitem from the list, click on it with the mouse or use the Arrow keysto highlight it and
press Enter. Press Field Forward to complete the field.

Press Enter 7 times to advance to the Field Display field.

The underscore is the default Field Display character, press Tab twice to return to your Form. The
field you defined will be displayed with six underscores.

Defining another Field

Define a 3 character, numeric only field.

1

N o o~ DN

8.

Pressthe Right Arrow 10 times and key the text, Number.

Press the Right Arrow twice and select Field Definition from the Form menu.
Select Standard asthe Field Type.

Givethisfield aname. Key whatever you wish asthe Name field.

Field Forward to Field Size, key a3 and pressEnter.

Deselect each Character Set except Numerics and press Field Forward.

Press Field Forward to accept the default in the Parameter sfield, which is Right Justified, Zero
Filled, and Verified, JZV.

Y ou can accept the default values in the remaining fields, by pressing Esc to return to your Form.

Block Operations

Y our Form should look very similar to the Form you keyed data into earlier, except that it is not centered.
It is easy to center ablock of information using Block Operations.
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24 Painting Demo

Define the Block
1. Position the cursor on the 'B' in the title Basic Data Entry Demo.
2. Select UL Block Corner from the Block menu to set the upper left corner of a block.
3. Usethe Right Arrow or Use your mouse to position the cursor on the ‘o' in the word Demo.
4

. Select LR Block Corner from the Block menu to set the lower right corner of ablock. You
have just defined a block of text.

Center the Block
1. Select Center from the Block menu to center the text.

Thetitleis now centered in your window. Now you are ready to center the remaining text strings and
fields.

Define Another Block
1. Position the cursor on the 'N' in the Name field.
2. Select UL Block Corner from the Block menu.
3. Position the cursor on the last underscore in the Number field.
4. Select LR Block Corner from the Block menu.

Notice that the block markers have changed position and are now around the Name and Number
fields.

5. Select Center from the Block menu to center the two fields and their associated text.

Y our Basic Data Entry Form now looks similar to the one you used in the first demo. The only differenceis

that the status bar shows your initials as the Form Set name.
Compiling the Form

Y ou have completed the Painting process and are ready to Save and Compile the Form.

1. Select Exit Form from the Form menu.

Select Save/Compile from the File menu.
On the Compiling: panel, select Print File and L oadable File.
Click OK to begin compiling your Form.

o & LD

A Viking Message will display when the Compiler Output is Complete, click RESET.
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Painting Demo 25

Printing the Form Set
To print alisting of your Form Set, follow these steps.

1. Select Viewer/Printer from the Misc menu.
2. Select Form Set Listing (.lis) and click OK.
3. Select your Form Set and click OK.

The Form Set listing will appear in your Viewing window. Use the scroll barsto view the listing.
Select Print File from the File menu if you want a printed copy.

4. Select Exit from the File menu to exit the Viewer/Printer.

Testing the Form Set with Data Entry

Select Key-from-Paper from the Keyer menu.
Select your Loadable Form Set fileand click OK.

3. Select Create (New), Key a batch number and click Open Batch. Your Form will display in the
window for you to begin keying data.

4. Key thedatafrom Table 1 into your Form. You will seethat it works just like the Basic Data
Entry Demo worked. In fact, you now know how easy it isto set up a data entry job using the
Forms Painter and Compiler.

Name Number
Samuel 123
Thomas 456

Mary Enter 788

Jane Enter 1 Enter

Sam Enter 52 Enter

SueEnter 5 Enter
Table 1

5. When you are finished, select Exit/Save Batch from the File menu.

6. Click OK to clear your Session Statistics.

7. Select Exit this Task on the Batch Selection panel.
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Orders Demo

Conceptsillustrated in thisdemo are:
Keying data with Two Forms, One Form or a Scrolling Form in the Form Set.
Using a User Defined Character Set that accepts only an X or a Blank.
The Field Edits:
DATECHEK to insure a correct date is keyed.

DBTABLESto look up and plug the Name and Phone fields when the Customer Number is keyed.
Also used to look up and plug the Description and Price fields when the Item is keyed.

NUMPLUG - multipliesthe Price field by the Quan field and plugs the Total.
Subtotal and Crossfoot Balancing to validate the Total Order.
Verifying a Batch.

The demos that follow use two table lookups. The Tables are called by the Field Edit, DBTABLES. You
will not build atable in this demo, but we thought you might like to know how the tables were built. Each
Table was setup by painting a simple Form and Compiling it. The Table was then moved into the tables
directory where the Database Tables routine was used to define the Key fields and the data was loaded into
the table. Data can be keyed or imported to load the table.

Using Data Entry with two Forms

This demo will illustrate how to use two Forms in the Form Set for a data entry job.
1. Select Key-from-Paper from the Keyer menu.
2. Select ORDERS from the Key-from-Paper Jobs list and click OK.

3. Select Create(New), key a batch number of your choice and click Open Batch. If the batch
number already exists, key a different batch number.

The Customer Order Form appears.

This Formis used to capture the Customer Number, Date, if the order requires Express Shipping,
Customer Name, Phone Number and the Order Total.

Y ou will now key the information as shown below, on the sample order for Montage Mortgage. However,
so that we can demonstrate some of the features more effectively to you, please follow the numbered
instructions 4 through19.
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Orders Demo

Bookers Office Supply

Customer# |2 41 7 6 | Date| 7-14-98 | Express | X

Name Mont age Mort gage Phone # 744-0500
ltem Description Quan| Price Total
407373 | Wl | Pocket, Legal 1 19. 99 19. 99
778 I nvi si bl e Tape 10 5.69 56. 90
TOTAL 76. 89

4. Key 24176 in the Customer Number field.

The Field Edit, DBTABLES, is used to validate the Customer Number. When a Customer Number
isfound in the table, the Name and Phone fields are plugged.

Key 13 into thefirst part of the Date field. The Viking Message Invalid Month is displayed
because there are only 12 monthsin ayear.

Press Enter to clear the message then key 7 and press Enter.

Key 33 in the next part of the 'Date' field. The Viking Message INVALID DAY OF MONTH is
displayed.

8. PressEnter to clear the message and key 14.
9. Key A inthelast part of the Date field. The Viking Message Character isNOT VALID for this

10.

11.

12.

Field. displays.
Press Enter to clear the message and key 98.

The date is entered into 3 fields, 2 characters each for month, day and year. The Field Edit,
DATECHEK isassigned to insure accuracy of dates keyed and allow year 2000 validation dates.

Key X in the Express Order field.

A special character set was assigned to thisfield that only accepts an X for express shipping or a
Blank when express shipping is not needed.

Key 7689 in the Order Total field and press Enter to complete the Form.

Thiswill bring up the second form, Order Details. The Customer Order Form was setup to link to
the Order Details Form. This Formis used to capture the order details; Item #, Description,
Quantity, Item Price and Total.
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Orders Demo 29

The Auto Dup feature was used to carry the Customer Number over from the Customer Order
Form, so that it does not require entry on each Detail Record.
13. Key 407373 inthe Item #field.

The Fidld Edit, DBTABLES, isused to validate the ltem Number. When an Item Number is found
in the table, the Description and Price fields are plugged.

14. Key 1 and press Enter in the Quan field.
Thisfield calcul ates the quantity times price and plugs the Total field.

15. PressRecord Back to see the Detail Record that you just keyed then press Record Forward to begin
keying the next item.

16. Key 778 inthe Item # field and press Enter.

This performs a partia key lookup and lists all entries in the table that match the number of
characters entered. Inthiscase, al entries that begin with 778.

17. Pressthe Down Arrow to highlight I nvisible Tape and press Enter.

18. Key 10in the Quan field and press Enter. Y ou have completed the entry order for Montage
Mortgage.

19. Thisentry jobisusing two forms, CUSTOMER and DETAILS.
CUSTOMER isthe Customer Record. DETAILSisthe Order Detail Record.

To begin keying the next order you need to get back to the Customer Form. To do this press Form
Change (F6) and select 01 CUSTOMER. Before you begin keying the Economy Electronic Order,
please read the notes below.

Caution: If you have not keyed all of the items, or you have keyed the items incorrectly, a Sub-Total
Balance message appears. This message shows the Total Amount of the Order, the sum of the
Detail Orders and the Difference. Click OK to clear the message. Press Record Back to move
back into the order, press Field Forward to the field that needsto be corrected then press Field
Correct and key the correct information. After all of the errors are corrected, repeat step 19 to
continue the demo.

Notes on Keying Orders

*  When the data you key in afield does not completely fill the field, you must press Enter to
complete the field and advance to the next field.

*  When the data you key completely fills the field, the cursor will automatically advance to the next
field.

* TheExpress Order field accepts only an X or ablank. Press Enter or the spacebar to leave a
blank in thisfield.

* Do not key adecimal inthe Total fields.
* If you get aViking Message, press Enter or click RESET to clear the message.
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Orders Demo

Bookers Office Supply

Customer #[ 9 1 2 0 4| Date [ 7-21-98 | Express [ |
Name Econony El ectronic Phone # 620-5477
ltem Description Quan| Price Total
011123 | Pens (Rollerball) 2 6. 99 13. 98
243441 |H -liters, small 4 2.99 11. 96
329127 | Pocket Pl anner 12 16. 99 203. 88
TOTAL 229. 82

Using a Single Form

This part of the demo uses one Form to replace the two Forms used in keying the previous two orders.
Notice how this form allows the keying of an entire order in one screen. Thisisamuch better way to key

orders.

20. Press Form Change (F6) and select 03 ONEFORM from the FormsList. Click OK and you will

see the Full Order Form.
21. Key the NDS Temporary Serv. Order.

Note: On thisform, the last item you key isthe order TOTAL . After you key the last Detail 1tem,

press Tab and key the TOTAL.
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Bookers Office Supply

Customer#|4 4 0 1 2 | Date

7-10-98

Name NDS Tenporary Serv.

Phone # 636- 7808

Express

ltem Description Quan| Price Total
011795 | Bl ue Pens 50 . 89 44. 50
329783 | Leat her Pl anner 3 64. 49 193. 47
813324 |#9, Wn Env's, 500 1 13. 99 13. 99
133218 |Fil e Fol ders, Ltr 5 10. 53 52. 65
TOTAL 304. 61

Using a Scrolling Form

This part of the demo illustrates using a Scrolling Form to replace the Form used to key the previous Order.
Freguently you can not display all of the information to be keyed in one screen, but it is desirable to keep it
together as one record. Scrolling Forms can be used to do this when there is a repeated set of items such as
the item details of the Orders Form.

22. PressForm Change and select 04 Scroll from the Forms List. Click OK and you will see the
Scrolling Order Form.

23. Key the Channing Equipment Order.
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Orders Demo

Bookers Office Supply

Customer # 6 53838 Date

Name Channi ng Equi prent

4-12-98

Express

Phone # 823- 4104

ltem Description Quan| Price Total
243119 | Yellow, H -liters 4 5.49 21. 96
243120 |Pink, Hi -liters 1 5.49 5.49
133223 | Col ored Fol ders 2 10. 99 21.98
813417 | #6, Bus Env's, 100 10 7.99 79.90
329783 | Leat her Pl anner 1 64. 49 64. 49
TOTAL 193. 82

Note: On thisform, you must press Exit Scroll to complete the Form.

24. Select Exit/Save Batch from the File menu.

25. The Batch Balance Report displays, click OK to clear the report.

26. When the Session Statistics appear click OK.

Key Verification

Key verify, also known as double key verify, isthe traditional way to insure the accuracy of your data.
This demo illustrates thisimportant feature of VDE.

1. Select Verify asyour Entry Stage on the Batch Selection panel.

2. Fromthe drop down list in the Batch Number box, select the Batch Number ORDERSNhn.DS2
(where nn isthe 2-digit batch number) and click Open Batch.

3. TheFormisdisplayed for you to re-key the Sample Orders. The sample Orders are repeated here
for your convenience. Please read the notes below before you begin verifying your data.

Notes regarding Verify Keying

* If you receive a Viking Message while re-keying, press Enter and try again.

* Press show Field (Shift F4) to display the original data.

* If theorigina dataisincorrect, press Field Correct and correct it. Y ou must then Verify the
corrected field.

* TheFormsyou used when you first keyed the data will automatically be selected for you.

Re-key the Orders that are shown on the next 2 pages.
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Bookers Office Supply
Customer# |2 41 7 6 | Date| 7-14-98 | Express | X
Name Mont age Mort gage Phone # 744-0500
ltem Description Quan| Price Total
407373 | Wl | Pocket, Legal 1 19. 99 19. 99
778243 |1 nvi si bl e Tape 10 5.69 56. 90
TOTAL 76. 89
Bookers Office Supply

Customer#|9 1 2 0 4| Date| 7-21-98 Express|:|

Name Econony El ectronic Phone # 620-5477

ltem Description Quan| Price Total
011123 | Pens (Roll erball) 2 6. 99 13.98
243441 |Hi -liters, small 4 2.99 11. 96
329127 | Pocket Pl anner 12 16. 99 203. 88
TOTAL 229. 82
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Orders Demo

Customer#|4 4 0 1 2 | Date

Name NDS Tenporary Serv.

Bookers Office Supply

7-10-98

Express

Phone # 636- 7808

Name Channi ng Equi prent

ltem Description Quan| Price Total

011795 | Bl ue Pens 50 . 89 44. 50
329783 | Leat her Pl anner 3 64. 49 193. 47
813324 |#9, Wn Env's, 500 1 13.99 13. 99
133218 |Fil e Fol ders, Ltr 5 10. 53 52. 65
TOTAL 304. 61

Bookers Office Supply
Customer#| 6 53 8 8 |Date| 4-12-98 | Express|X

Phone # 823- 4104

ltem Description Quan| Price Total
243119 | Yellow, H -liters 4 5.49 21. 96
243120 |Pink, Hi -liters 1 5.49 5.49
133223 | Col ored Fol ders 2 10. 99 21.98
813417 | #6, Bus Env's, 100 10 7.99 79.90
329783 | Leat her Pl anner 1 64. 49 64. 49
TOTAL 193. 82

4. The Batch Balance Report displays. Click OK to clear.

5. The message "Verify Completed” displays when you have finished re-keying the invoices. To clear

the message press Enter or click RESET.

6. The Session Statistics will display automatically. Click OK.

Select Exit this Task.
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Break Timel!

Thisisagood time for a break.

The next demo will take about two hours. It isatraining tool that takes you step-by-step through painting a
scrolling form, setting up balancing options, and defining a conversion. It will teach you how to set up a
Form, how to define the data field attributes and illustrate to you how the entry operator will be affected by
the field attributes you define.
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Painting a Scrolling Form

Conceptsillustrated in thisdemo are:

How to paint a Scrolling Form.
Establish Field Edits.
Plug datainto fields.

In this demo you will paint a Record Form very similar to the Scrolling Solution Form you used in the
previous demo.

Start the Forms Painter

1
2.

Select For ms Painter from the Develop menu.

Key your initials, (e.g. ABC) followed by SCR as one word (e.g. ABCSCR) as the File Name and
click OK.

A Viking Query displays, stating that this Form Set does not exist and asking if you want to create
it, click YES.

NOTE: If you do not see the message, it meansthereis already a Form Set with that name. Exit the Forms
Painter and start over using a different Form Set name that will be unique.

Define your Window Layout

1

2
3.
4

5.
6.

Select Form Set Header from the General menu.
Press Enter 3 times.

Key L to select the Large Font.

Press Enter in the ImageWin field.

This application does not require an Image. However, the painting instructions will make allowance
for an Image Window so that this Form Set can be easily modified for use with Images later.

Press Enter for a Black Foreground.

Key 07 for aLight Gray Background.

Define a new Character Set

The Form you will be painting requires a special character set. This character set will accept only an X or a
blank in thefield. To define this character set, follow the instructions bel ow.

1
2.
3.

Select Character Sets from the General menu.
Press Field Forward until the cursor ison the 'C' in Char Set6.

Define the new character set name by keying over Char Set6. Key Xor Blank — do not key any
spaces.

Press the spacebar and key an X. The space character must be defined as the first character of the
new character set.
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Painting a Scrolling Form

5.

Press Tab to exit Character Set Definitions.

Create the Record Header Form

1

2
3.
4

Select Create Record from the Paint menu.

Key 01 inthe Record Form ID.

Key ORDERS in the Form Name field and press Enter.
Tab to complete the Record Form Header.

Change your Form Defaults

3.

Select Change Defaults from the Form menu.

Press Enter to advance to the Character Setsfield and deselect all Character Sets except
Numerics.

Deselect by pressing the Backspace key when an item is highlighted or clicking the right mouse
button when the item is highlighted.

Press Esc 2 times to return to your Form.

Paint the Form

Now that you have specified all of the general information about the Form it istime to paint the Text,
Fields and Lines that will make up the Form.

Painting Text

Y ou begin painting in Normal Text Mode, this mode allows you to key informational text on the Form
before you define the data field.

Caution: Do not to use the spacebar to move the cursor, use the Arrow Keys. If you key spaces, remove them
with the Backspace key.
1. Usethe Down Arrow to position the cursor on line 16. Y ou can see what line you are on by watching
the Status line at the top of your screen.
2. Key thetext listed on the Text Entry Form below.

The number listed in the circle is the number of times you need to press the Right Arrow before
keying the next piece of text.

Do not use the spacebar to move the cursor. Spaces are significant and occupy a position in the
Form. If you use the spacebar, your data location will not be empty and you will not be able to
defineadatafield in that area. If you accidentally use the spacebar, use the Backspace key to delete
the spaces.

Press Enter 2 timesto complete each line of text.
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Customer Humber Date Express Order Total &
a3 ®

Hame Phone

Item # @ Description @ Quan @ Price @ Total

Text Entry Form

Defining Fields
Now that all of the information text has been keyed you can begin defining the data Fields of the Form.

Customer Number Field
1. Position your cursor, using the Right Arrow, two spaces after the text Customer Number .
2. Select Field Definition from the Form menu.
3. Select Standard asthe Field Type. (Select Standard and press Enter or double click onit.)

The Standard Field Definition Form appears. The 1 in the Number field indicates that thisis the
first field of the Form.

4. Key thefollowing information into the indicated fields.

Note: UseField Forward to move over fields not requiring an entry and press Enter to complete

fields.
Field Key or Select
Name: CUSTNUM
Field Size: 5
Char: N

Parameters. VM (Verify and Must Enter)

Edit & Argss. DBTABLES
CUSTDEMO,CUSTNUM (),CUSTNAM E,PHONENO(CUSTNUM
,CUSTNAM E,PHONENO)

Save: 4

Get: 0

Background: 15 (white)

The 5 character, numeric, field you defined is displayed with underscores.

Date Field

Next, define afield for Date using the Field Edit, DATECHEK. The Field Edit Arguments, that you define
will check the accuracy of the complete date and allow for ayear 2000 compliant date.

** Please Field Forward past the Fields that do not require an entry or change.**

1. Position your cursor, using the Right Arrow, 2 spaces after the text Date.
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2. Select Field Definition from the Form menu and select Standard.
The 2 in the Number field indicates that thisis the second field of the Form.
3. Key thefollowing information for field 2, the Date field.

Field Key or Select

Name DATE

Field Size: 6

Char: N

Edit & Argss. DATECHEK MDY (DATE)(C=20<40)
Save: 1

Get: 1

(?) M

Bg: 15 (white)

The Field Edit, DATECHEK, specifies that the Date field includes a 2 digit month, day and year, in that
order. Thedefault Century is19. However, if the year keyed is less than 40 then it assumes the Century
20. (So, if aoperator keys the date as 121239 the date is tested to be December 12, 2039.)

The Dup Buffer you assigned, will Save and Get the date from Dup Buffer 1. This allows the operator to
press Field Dup to duplicate the date previously keyed, saving valuable keystrokes.
Express Order Field
Next, define the Express Order field using the Character Set you created.
1. Position your cursor 2 spaces after the text Express Order.
2. Select Standard field and define the field as follows:

Field Key or Select

Name EXPRESS

Field Size: 1

Char: 6 (XorBlank)

Parameters: VMS (Verify, Must Verify and Shifted)
Bg: 15 (white)

Y ou have defined a 1 character field that will accept only an X or a blank, because you assigned the
customized character set that you defined previously. The field Must be Verified and if alowercase x is
keyed it will automatically be Shifted to uppercase.

The Total $ datafield will be defined under the text, instead of beside it, so you can define the Name and
Phone datafieldsfirst.
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Name Field

1. Useyour mouse pointer to position your cursor 2 spaces after the text Name.
2. Select Standard and define the fields as follows.

Field
Name
Field Size:
Char:
Parameters:
Fo:

Bo:

Phone Field

Key or Select
CUSTNAME

25

NUSL

Deselect al and press Field Forward.
15 (white)

8 (dark gray)

1. Position your cursor 2 spaces after the text Phone.
2. Select Standard and define the fields as follows.

Field
Name
Field Size:
Char:
Parameters:
Fo:

Bo:

Total $ Field

Key or Select
PHONENO

15

NS

Deselect al and press Field Forward.
15 (white)

8 (dark gray)

Next, define the Total $ datafield.

1. Position your cursor at Line 18, Col: 61 (see your status line at the top of your screen).

2. Sedlect Standard and define the fields as follows.

Field
Name
Field Size:
Char:
Parameters:
Bo:

Key or Select
TOTAL

10

N

JZEV

14 (yellow)
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Paint Scrolling Line Items

Before you set up your Scrolling Window you will need to paint one instance of the Scrolling Line asif it
were like any other part of the Form.

1

Position your cursor on Line:22 Col:1. Thiswill leave one blank line between the text and the data
fields, so that you can draw lines on this Form later in the demo.

2. Defineafield named I TEM, that is 6 characters, Numeric only, Must be Entered and Verified.

3. Assign the Field Edit, DBTABLES and the following arguments. Remember, do not key spaces.

PRICDEMO,| TEMNUMB()ITEM,DESC,PRICE(ITEM ,DESC,PRICE)
Make the Foreground Black and the Background White.

5. Position your cursor on Line:22 Col: 10.
6. Define afield named DESC, that is 32 characters. Select Character Sets NUSL and do not select

any Parameters (deselect all parameters).

7. Make the Foreground White and the Background Dark Gray.
8. Position the cursor on Line:22 Col:45.
9. Define afield named QUAN, that is 4 characters, Numeric only, will Right Justify, Zero Fill, that

10.
11.
12.
13.

14.
15.
16.
17.

18.

must be Entered and Verified.

Assign the Field Edit NUMPL UG and the arguments TOT=QUAN*PRI CE.
Make the Foreground Black and the Background White.

Position the cursor on Line:22 Col:52.

Define afield named PRI CE, that is 6 characters, Numeric only, will Right Justify, Zero Fill, and
Blank Fill if empty.

Assign the Field Edit NUMPL UG and the arguments TOT=QUAN*PRI CE.
Make the Foreground White and the Background Dark Gray.
Position the cursor on Line:22 Col:63.

DefineaField named TOT, that is 8 characters, Numeric only, the field is Protected and is assigned
the Skip Set 1.

Make the Foreground White and the Background Dark Gray.

Center the Form

Before setting the Scrolling Window you need to center the Form.

o M DN PE

Position the cursor on the 'C' in Customer Number.
Select UL Block Corner from the Block menu, to define the upper left corner.

Position the cursor on the last underscore’ 'inthe Total field.

Select LR Block Corner from the Block menu, to define the lower right corner.

Select Center from the Block menu and the text and fields will be centered.
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Paint Lines

1. Position the cursor two spaces to the left of the 'C' in Customer Number .
2. Select Line Drawing from the Form menu.

You are now in Line Drawing mode. Backspace and the Arrow Keys are the only keysyou can usein Line
Drawing Mode. Use the Arrow Keys to draw lines. When you change directions, the Painter will know
what to do. Usethe up and Down Arrows to draw vertical lines. Notice that the corners and intersections
will be put in automatically for you.

3. Pressthe up Arrow 2 times and then press the Right Arrow until you are at Line: 15 Col: 77.

4. Pressthe Down Arrow until you are on Line:26 Col:77. Thiswill leave additional space for the
Scrolling Line Items.

5. Usethe Left Arrow and Up Arrow to complete the box around the text and fields.

Notice that the Forms Painter turned the corners for you. If you make a mistake, Backspace will remove
the line drawing charactersin reverse order. Y ou will have three blank lines inside the box immediately
under the one Scrolling Item you painted. Thiswill allow four lines of scrolling inside the window that you
will set next.

6. Draw the additional lines shown on the Order Form, below.

Customer Humber Date Express Order Total %
Name [ phone [T

Item # Description Quan Price Total
_ | | | e I

NOTE: You should get the Form to look exactly as you want it to look, before setting the Scrolling Window.

7. When the Form you have painted looks like you want it to look, select Normal Text from the
Form menu.

Setting the Scrolling Window

1. Select Set Scroll Window from the Form menu. The Scroll Item Header displays.
2. TheScroll Item Name field is optional but let's give it aname. Key ORDRITEM.
3. Field Forward to pass the Item Data Area Size field which is optional.
4

Y ou must specify the maximum number of times thisitem can occur so key 100 and press Enter in
the Iltem Maximum field, thiswill return you to your Form.

Position the cursor on the first underscore under the text 1tem # field.
Select Top Line, Item 1 from the Scroll menu.

7. Do not move the cursor, select Bottom Line, Item 1 from the Scroll menu. You have now defined a
single line scroll item.
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NOTE: The Scrolling Window must be large enough for two Items to be displayed and the window size must be
an even multiple of the number of linesrequired to display asingleitem. That is, if there are three lines
defined in the Form for the Scrolling Items, the window must be at least six lineslong or any other
multiple of three.

8. Pressthe Down Arrow 3 timesto position the cursor on the last line of the scroll window. This can
be any where in the last line, but must be above the line you drew around your text and data fields.

9. Sdlect Last Scroll Line from the Scroll menu.

NOTE: If you need to make any changes to the scrolling portion of your Form, you should undo the Scrolling
Form by selecting Undo Scroll Form from the Scroll menu. Y ou may then make changes and reset the
Scroll Window.

10. Select Scroll Item Header from the Scroll menu. Notice that the location of the Scroll Window, is
defined by the assigned line numbers.

11. Press Esc to return to your Form.

12. Select Exit Scroll For m from the Scroll menu and then select Exit Form from the Form menu.

Saving and Compiling the Scrolling Form

1. Select Save/Compile from the File menu.
2. Onthe Compiling: panel, select Print File and L oadable File. Click OK.
3. Click RESET to clear the "Compiler Output Completed” message.

The compilation beginsimmediately.

If you have any compile errors, the Forms Painter will list the errors at the top of the window and it will list
the name of your Print File. Read the information at the top of the window.

You can View or Print your Form Set and the error file, if any. See Printing the Form Set on Page 25 for
information on how to use the Viewer/Printer.

Note: The printed Form Set will be helpful to you later in this session.
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In this demo you will define Options for the Form Set you just created. Y ou will also have an opportunity
to alter some of the default settings that come with VDE to do Automatic Saves, Time-Out, Crossfoot
Balancing, and to accumulate a grand total of all the ordersin a batch.

Defining Options

1
2.
3.

7.

Select Option Definitions from the Develop menu.
Key your Form Set Name (your initials followed by SCR as one word) and click OK.

A Viking Query displays, indicating that your defining anew VDE Optionsfile for your Form Set
and asking if you wish to continue, click YES.

The Basic Options - Page 1 appears, with the default settings listed.

Change the Perform transaction logging option from N to Y, and key an interval of 5 minutesto
minimize your risk of lost data, press Enter.

Change Set atime-out period from N to Y and key 30. Thiswill cause the program to do an Exit
and Save if 30 minutes elapses without a key being pressed by the entry operator.

Y ou can accept the remaining defaults on Page 1. Read through the rest of Page 1 to become
familiar with the many Options that are available.

Press Tab to bring up the Basic Options - Page 2.
Read the Page 2 Options that are available and press Tab to complete the Basic Option Definitions

Defining a Crossfoot Balance

In order to define Crossfoot and Balance Operations you must have available a Form Set Print File Listing.
ThisList providesall of the Form and Field numbers and other information required to define your
calculations.

If you printed your Form Set Print File, the Listing should correspond to the Form and Field numbers
referenced below.

Thefirst Crossfoot Calculation Balance will make sure that the Total $ field is equal to the sum of the Line
Item Total fields.

1
2.
3.

Select Record Crossfoot from the File menu to access the Crossfoot Balance panel.
Key aland pressEnter in Crossfoot Balance for Record Form field.
Key F6-S5 in the Balance Calculation field and press Enter.

Thiswill subtract the Total $ field (fixed field 6) from the sum of the lineitem Total field (scrolling
field 5).

Select item D on the Balance Error menu.

This specifies that an error isto be displayed if the result is not equal to zero, when the keyer presses
Exit Scroll to complete the record.

Press Enter in the Balance Tolerance Range field.
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No tolerance is acceptable, the difference must be zero to be in balance.
Select A to resume the current record after the message is cleared.

If an error occurs, this allows the operator to clear the message and resume on the same record until
itisin balance.

Key a6 and press Enter in the Resume on Field Number field.

If an error occurs, after the message is cleared and the record resumed the cursor will bein field 6,
whichisthe Total $field.

Key Out of Balance: in the M essage field and press Enter.
Thisisthe message the Keyer will see, if an error occurs.
A new Crossfoot Balance panel appears to define additional Crossfoot Balances.

Defining Batch Totals

Now you will define a Batch Total to count the number of Ordersin the batch, obtain a Total of all Orders
in the batch, obtain a Line Item Total for the batch and compare the two totals to confirm all ordersarein
balance.

1

. Select Batch Total from the File menu.

The information that you will key in the A# and Balance Report Text fields serves two purposes:
The A# (Blue) field is where you define the accumulator number that will be used.

The

Balance Report Text (Yellow) field is the description that the Keyer will see when the batchis

completed or when a Batch Balance is requested. If an Accumulator number is specified for a Text lineg, its
value will be inserted on the right margin.

The
2

3.

Batch Total Panel is used to determine other specific options for balancing.

. Key 1 and press Enter in the first A# field.

Key Total # of Ordersinthefirst yellow Balance Report Text .. field and press Enter.
Accumulator 1 will be used to store the number of ordersin the Batch.

Press Enter (thiswill leave a00 in the A# field). Intheyellow field, key dashes (see example on
the next page).

5. PressEnter twice to leave ablank line.

6. Key 2 and press Enter then key Batch Order Totals and press Enter.

Accumulator 2 will be used to store the sum of all the Total $ fields in the batch.
Key 3 and press Enter then key Line Item Totals and press Enter.
Accumulator 3 will be used to store the total of all of thelineitem Total fieldsin the batch.

8. PressEnter and key another line of dashes.

9. Key 20in the next A# field then key ** Difference** and press Enter.

Accumulator 20 is the only accumulator that can be tested for a balance condition. It will be used
to calculate the difference between the Grand Total of al of the Total $ fields and the Grand
Tota of all of thelineitem Total fields.
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10. Tab to the Batch Total panel.
11. PressField Forward 2 times, in the Balance Option field select item E.

Choosing option E means that you want the Accumulator Balance to display upon exit, every
time. So, at the end of a batch the keyer will see the Balance Report Text that you keyed and will
seeif the Batch isin balance.

12. You can accept the other defaults, so press Tab to complete the Batch Total panel.

Alt Balance Report Text...... Ualue
BATCH TOTAL A1 Total # of Orders
Mg -------—————————————————
Optional FORW ID: ] Leads/Trails: | ae
B2 Batch Order Total
Balance Option: (3 Tolerance: [l 83 Line Item Total
| -----—————-----———————————
vl 28 =x Difference *x
COMNDITIONAL VERIFY Balance Fields? E

Bypass VERIFY STAGE if in Balance? [J

Ho COMPLETED STAGE until Balanced? [

Defining Record Form Operations

Now you will associate the Accumulators referenced in your Balance Report to the Fields in your Form.
The Calculations define the arithmetic functions using fields and numeric constants which are to be added
to the specified Accumulator. Multiple Accumulator operations can be defined.

Accumulator 1
1. Key linthe Accumulator field and press Enter.
2. Key linthefor Form ID field and press Enter.
3. Key a1l ontheblank calculation line and pressEnter.
This calculation will add 1 to Accumulator 1 for each Order in the batch.
Y ou will again be presented with a blank Record Calcul ations panel.
Accumulator 2
1. Key 2inthe Accumulator field and press Enter.
2. Key linthefor Form ID field and press Enter.
3. Key F6 on the blank calculation line and press Enter.

This calculation will add the contents of Field 6 (T otal $) to Accumulator 2 for each Order in the
batch.

Y ou will again be presented with a blank Record Calcul ations panel.
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Accumulator 3
1. Key 3inthe Accumulator field and press Enter.
2. Keylinthefor Form ID field and press Enter.
3. Key S5 on the blank calculation line and press Enter.

This calculation will add al of the Line Item Totals (Scrolling field 5) for an Order and add this sum
to Accumulator 3 for each Order in the batch. Note that areference to ascrolling field implies the
sum of all occurrences of that field within the scrolling record.

All of the calculationsinvolving the Form have been defined. The remaining calculation to define isthe
subtraction of two accumulators. Accumulator Operations are performed after all Record Form Operations
are completed.

Defining Accumulator Operations

1. Select File, Balance Operations, and Accumulators.
2. Key 20inthe Accumulator field.
3. Key A2-A3 onthe blank calculation line and press Enter.

This calculation subtracts Accumulator 3 from Accumulator 2 and stores the result in Accumul ator
20. If any order is out of balance, Accumulator 20 will be non-zero.

4. Select Exit/Save from the File menu.

An Option File with your Form Set Name has been created and will be used to control the Batch during
Data Entry. Y ou may now test the options by following the instructions below.

Testing your Scrolling Form

1. Select Key-from-Paper from the Keyer menu.

2. Select your Form Set, xxxSCR, where xxx is your initials, from the Key-from-Paper Jobs list and
click OK.

3. Key Batch Number 1 and click Open Batch. If the batch already exists key a different batch
number.

The Scrolling Record Form you painted displays for you to begin keying data.
4. Key the Sample Orders listed on the next page. Please, read the Notes on Keying before you begin.
Notes on Keying:
* Besureto test the Must Enter, Numeric Only and Field Edit attributes you assigned.
* When you receive a Message, press Enter or RESET to clear the message and continue.

*  When you key the second order, press Field Dup (F5) in the Date field , so that you can see how the
Dup Buffer you assigned works.

* Tocomplete an invoice, press Exit Scroll any time you are in ablank Item # field.

* Themouse, Function Keys or a combination can be used while keying the data.
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Bookers Office Supply
Customer# |2 41 7 6 | Date| 7-14-98 | Express | X

Name Mont age Mort gage Phone # 744- 0500
ltem Description Quan| Price Total
407373 Wl | Pocket, Legal 1 19. 99 19. 99
778243| 1 nvi si bl e Tape 10 5.69 56. 90
TOTAL 76. 89

Bookers Office Supply

Customer#|9 1 2 0 4| Date|* 7-14-98 ExpressD
* press Field Dup

Name Econony El ectronic Phone # 620-5477

ltem Description Quan| Price Total
011123| Pens (Roll erball) 2 6. 99 13.98
243441 H -liters, small 4 2.99 11. 96
329127| Pocket Pl anner 12 16. 99 203. 88
TOTAL 229. 82

5. Sdect Exit/Save Batch from the File menu.

Notice that the Batch Balance Report displays, indicating that there are 2 ordersin
the batch and that the Batch isin Balance, because the DifferenceisO.

6. Click OK to clear the Batch Balance Report.
Click OK to clear the Session Statistics.
8. Sdlect Exit this Task to exit back to the main window.
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VDE File Conversion

Y ou have created a Scrolling Form which outputs a variable length record for each Order. This format will
probably not be acceptable to downstream processing systems. These systems are generally looking for
fixed formats with information for one item per record. In this demo, you will convert your variable length
record to one fixed length record containing the Customer information and one fixed length record for each
Item in the Order.

The File Conversion is used to reformat ASCII sequential datafiles created by VDE. Uses of the
Conversion Utility include splitting one record into multiple records, merging data records, or simply
stripping the four characters that VV DE appends to each record.

DATE: 30-Jul-33 VWIFING FOFMS MANAGEE Wd_ 00 PAGE 3
TIME: 0S:5e:0l CHBECR WV l.00

SCROLL FORM: 1 ORDERS

FLL TDENTITY DATA FID F COLOR CHAR SET FLD SKIP PADAMETERS SiW GET  WINDOW
MO, NLME LOC. SIZ T FG BG MUFSL&7S 12345678 JZEECRPVNTLMSO. . DUP DUP LM, COL
1 CUSTHIM 1 5 OLEN....... ........ Rl LWL 4 0 18,72
EDIT: DETAELES CUSTDEMO,CUSTNUM () CUS THUM, CUSTHAME , PHONENO | CUIS THIM
,CTI THAME , PHONENO )
# DATE € 6 _ OLEN....... ........ JZ. WL 1 1M 16,36
EDIT: DATECHEK MDYiDATE)C=Z0<40)
3 EXPRESE 1z 1 _ 015 ..... Be eieann. cee. . WLUMELL. 00D 16,82
4 CUSTMRME 13 25 15 & MLE.. . ... ._......._...... o0 18,11
& PHONEND 32 015 1B B M. LS. .. i ... 0 0 18,46
& TOTAL E3 10 0 14 M....... ........ JZ.E. W ..., o 0 18,66
{%) ORDRITEM SCROLLING ITEM { O TO 100 TIMES)
1 ITEM 1 & _ OL1EM. ... _....... S S o0 o2z, 6
EDIT: DETAELES PRICDEMO,ITEMMNUME ()ITEM,DESC,PRICE(ITEM,DESC, DRICE)
£ DESC TOEE LE BN BL... i ieiiie eieeeaeeiaean o 0 2z,lE
% OUAN 3% 4 O LEMN....... ........ T2 B W ..., o0 22,50
EDIT: HUMPLUG  TOT=QUAN*PRICE
¢ FRICE 43 6 15 BMN....... ........ i D o 0 2,57
EDIT: NUMPLUG  TOT=QUAN*IRICE
E TOT 4% 8 15 BM....... 1l ... ...... B, (VI - -

FL<ED APEA LENGTH 62 MEXT RECORD ID: O
ITEM AREA LENGTH L& ITEM USEZ 1 LINES WINDOW LINES =Z:=2-z2%
M PRECD LEMGTH = E&6E MAX  FLD COUNT = E0&

Print File- Orders

The Print File you created when you compiled your Form Set islisted as the Print File-Orders, above. The
Print File for your Scroll Form shows that the Fixed Area Length = 62, that the Item Area Length = 56, and
that the Scrolling Item (S) can occur 100 times. Thus, total length = 5662 (62 + (56 * 100)). Note that the
four Form and Flag characters that are added to the end of each VDE record are not included in this count.
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Defining the Conversion

Y our instructions are to transmit your datafile to another computer as Header records and Fixed Length
Detail records. The Conversion Utility makes this easy. You will use Conversion Definitions to define the
conversion and Convert Files to do the conversion.

1. Select Conversion Definitions from the Develop menu.

2. Key the name of your job, xxxSCR, where xxx isyour initials, and click OK.
3. When asked if you wish to continue, select YES.

© © N o g &

10.

11.
12.

13.

The Comments and Options Form will display. This Form allows you to record a brief comment about
the purpose of your conversion and to set most of the processing options.

Key Toreformat Order recordsinthe Comments/Notesfield and pressEnter.
Key aY to Auto-select the Form Set with the same name.

Key an A to Ask the operator if they want a single output file.

Key an N because you Do not want to rename input filesto DS5 extension.

Key an N because you Do not want to change the log file name.

Key aC to Create anew log.

Select I nputs from the File menu to define the Input Records.

Here you will specify that you want to use input Record Form 01, that the maximum record sizeis
5662, and that the record contains the four additional Form and Flag characters created using VDE.

Key 01 for I D, key 5662 and press Enter in Size and key V in Method.

Press Tab to complete this Form. Y ou are only converting one type of record and you are not locating it
by pattern.

Now select Buffer s from the File menu.

Y ou need to define the buffers to store the two Fixed Length records.

14.

15.

16.
17.

Key 01 in Buffer 1D, 63 and press Enter in Maximum Size and N in Plug?(Y/N).

Buffer 1 will provide enough room to store a Header record that contains a Header identifier, H and
62 characters of the Fixed Area of your record.

Key 02, 30 and press Enter and N on the next line.

Buffer 2 will provide enough room to store a Detail record that contains a Detail identifier, D plus
the 5 character Customer Number and 24 characters from each Scrolling Line Item. The 24
characters of the Scrolling Line Item include the Item # (6), Quan (4), Price (6), and Total (8). Your
detail record does not require the Description.

Tab to complete the Form.
Select File, Define Actions, and Records.

The Input Record Processing Form will display.
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UIKING FILE COHNVERSTIOMN
IHPUT RECORD 81 PROCESSING

COHU. IDENTIFIER 1 IDENTIFIER STRG,CHAR, COMMEHNTS3
ACTION(TYPE  ID| LOC (SIZE I]P TYPE ID, LOC SIZE TABLE HAME

Header Record ID
Move Customer Text

Write Customer Recd
Detail Record ID

MHove Customer Humb
Start Item Process
Move Item Humber
Move Quan,Price,Tot
Write Detail Recd
End of Loop

18. You will key the data as shown on the Input Record Processing Form above. First we suggest that
you read the following text to better understand the Conversion Definition steps that you will be
defining on this Form.

The first Conv. Action moves the Header identifier, H, into Column 1 of Buffer 1.

The second action moves the 62 characters of the Fixed Area of your record into Columns 2-63 of
Buffer 1.

The third action, OUTP, outputs Buffer 1 the Customer record.
Action four moves the Detail identifier, D, into Column 1 of Buffer 2.
Action five moves the 5 character Customer Number, into Column 2-6 of Buffer 2.

Note: Actions 4 and 5 above will only be done once per scrolling record. This text does not change
fromitem to item.

Action six, BEGS, begins the scroll item processing. Theinitial record pointer location, 63 isthe
start of the scrolling items. The record pointer will move 56 characters at a time until an end of record
Is reached.

Action seven moves the 6 character, Item Number, into Column 7 -12 of Buffer 2.
Action eight moves 18 characters, Quan, Price and Total, into Columns 13-30 of Buffer 2.
The next action, OUTP, outputs Buffer 02, the Detail record.

The last action, ENDS, ends the loop started by the BEGS action and repeats until an end of record is
encountered.

Now, key the information shown on the Input Record Processing Form.
19. Press Tab to complete the Form.

20. Select Print from the File menu. A print file with the extension of .CLSis created. Y ou can view or
print thisfileif you wish, using the Viewer/Printer.

21. Select Exit/Save from the File menu. A Conversion File with the extension of .CON will be created.
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Starting t

o > 0D

8.

he File Conversion

. Select Convert Files from the Supv menu to test the conversion that you just defined.
Click Conversion (listed under VDE Batches).

Select your Job, xxxSCR, and click OK.

The File Conversion Options panel displays. Select Extension DS2 and click OK.

Next a panel for the Batches to be Converted appears. The name of your file should be listed in the
first column. Highlight your file and click the Add button. Thiswill add the file to the Selected
list.

Click OK when you have selected your file.

Asthe conversion is being performed, the Conversion Statistics are continually updated to let you
monitor the conversion process. Thisinformation is also written to the conversion log file, named
CONFILE.LOG.

A Viking Message will display when the File Conversion is Complete, click RESET. The output
file name will have the same name as your datafile but the extension will be DS4.

Select Exit to finish the file conversion.

Sample of the Converted File

Thi

siswhat the converted file looks like.

H24176071498 Hontage Hortgage 744-0500 poooo07?eE9
D241764073730001001999 19949
D241767782430010000569 5690
H91:204071498 Econony Electronic Systemb20-5477 goooozz9gz
D9l1z2040111230002000699 1398
D912042434410004000299 1196

D912043291270012001699 20388

To view your converted file, use the Viewer/Printer.
Select Viewer /Printer from the Misc menu.
Select All File Extensions and click OK .

Select your job, xxxSCRnn.D$4, where xxx isyour initials and nn is your batch number.
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Click Open to view your converted file.
5. Select Exit from the File menu.

Thisisagood time to take abreak. Y ou have completed the VDE demos. In the next section,
you will learn how to add images to your window so you can Key-from-Images. All of the
devel opment tools you have been using are also used by the VDE+Images System.
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VDE+Images

Conceptsillustrated isthisdemo are:

Keying a VDE+Images 1:1 Job (1 Form per Image)

Keying aVDE+Images Multi-Page Job (1 Form with multi-page Images)
Adjusting Images

Defining Zones

Changing Zones

Creating a 1:1 Image Job

Starting an Image Job
Select Key-from-Image from the Keyer menu.

Select PLUSONE from the Key-from-Image Jobs list and click OK.
Select Create(New) Entry Stage.

Select Batch Number PLUS1001.VID and click Open Batch. If the batch number, Plus1001 has
aready been used, select batch number PLUS1002 or PLUS1003.

Note: InVDE when you selected the Entry Stage Create, you had to key a batch number. In VDE+, the batches
are pre-defined in the Batch L oader Operation. So you simply select a Batch that has already been assigned
its batch number.

A WD P

Y our screen will now display an Image in the Image Window and the same Scrolling Form that you used in
the previous demo. Before you can begin keying you heed to get familiar with how to adjust the Images.
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Image Adjustments

Anytime an image is displayed, there are three ways you can adjust the image:
« Usethe mouse with the menu bar buttons and the scroll bars, or
o Usethe hot keys, or
» Click and Drag to zoom an image area.

Function Hot Key
Display Full Document Shift + End
ﬂ Initial Image Display Shift + Home
E Invert Shift + Insert
"1 Rotate Shift + Delete
El. Enlarge Ctrl + Insert
El. Reduce Ctrl + Delete
Iﬁ First Page Ctrl + Home
# Previous Page Citrl + Page Up
* Next Page Ctrl + Page Down
*'I Last Page Ctrl + End
] mooe o G Do o
bt Ctrl + Left Arrow
Jd 1 |_I Image Left & Right Ctrl + Right Arrow

Zones

Zones are predefined areas of an image to be displayed in the Image Window. Image zones can be defined
and then easily displayed by pressing the zone Change (F8) key. Up to 16 zones may be defined. Inthisjob
there are 3 zones defined;

Customer Zooms the top part of the Image for Customer information.
Items Zooms bottom part of Image for Item and Total information.

FullPage Thiswill display the entire Image.
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Keying from Images

Begin keying the data from the Image above the Form.

» Remember to use the Zones, Scroll Bars, Menu Bar Buttons or the Hot Keys to move the Image so
that you can key the data.

o PressExit Scroll to complete each record.

« Animportant feature of a1:1 VDE+ Job is that when you press Record Back, the correct image will
display with the data.

After keying the second record, Finley Manufacturing, you will see an "End of File" message. PressEnter
or click RESET to clear the message and select Exit/Save Batch from the File menu.

The Batch Report will display, click OK to clear this Report and click OK to clear the session statistics
then select Exit this Task.

Keying with Multi-page Images
This demo illustrates displaying text to the left of and below the image and using multi-page images with
one Form.
1. Select Key-from-Image from the K eyer menu.
2. Select PLUSTWO from the Key-from-Images Jobs list and click OK.

3. Select Create, and Batch Number PLUS2001.VID and click Open Batch. If the batch number,
PLUS2001 has already been used, select batch number PLUS2002 or PLUS2003.

4. Thisisamulti-page job, the order takes 2 order forms (2 images) each. Page 1 has the word Cont'd
in the Total and you will need to advance to the next image to display the Total for the order.

Then you will need to back up to the first page of the image so that you can key the line items on
the first image, then key the line items on the second page (image) before pressing Exit Scroll.

Before you begin keying from these Images, press zone Change and try out each of the Zones
available for thisjob. Thiswill help you become familiar with moving theimagesin thisjob, to
quickly display the area you need to key

5. Key the datafrom the Images displayed.

In amultiple Job Type, the keyer must control both the images displayed and the current data
record. Thisissimilar to moving through paper documents in a key-from-paper job.

Select Exit/Save Batch from the File menu.
Click OK to clear Session Statistics and select Exit this Task to return to the main window.
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Adding an Image to your Job

Y ou will access your Scrolling Form and change it to an Image job by defining an image window. The
Image Definition tool will be used to set the Job Type and to define Zones. Then you will use the Batch
L oader tool to create a Batch for your Image Enabled Job.
1. Select Forms Painter from the Develop menu.
2. Select the file named xxxSCR, where xxx isyour initials and click OK.
If you did not paint this form, select PLUSONE.
3. Select Form Set Header from the General menu.
4. |If you selected PLUSONE in step 2, change the Form Set Name to, xxxSCR, where xxx is your
initials.
5. Field Forward and key a'Y in the ImageWin field to allow room for an image.
6. Key 00inthe Cols. Left field and key 12 in the Lines Below field.

Allowing zero columns of text to the left of the image and 12 lines below the image. Y our image
will display in the top half of the screen.

7. PressRecord Forward to complete the Form Set Header.
8. Select Update Record from the Paint menu, select ORDERS and click OK.

Y our scrolling form should display below the area designated for the image and you should now be
able to see where the image will be displayed.

9. Select Exit Form from the Form menu.
10. Select Save/Compile from the File menu. Select L oadable File and click OK.
11. Click RESET to clear the Compiler Output Completed message and return to the main screen.

Defining Job Type
1. Select Image Definition from the Develop menu.
2. Key xxxSCR asthe Image Definition Name and click OK.
3. Click YESto the Viking Query that your existing Form Set is Present in the Folder.
4. Select your Form Set File, xxxSCR, and click OK..
The VDE+Image Job Definition appears.

5. TheJob Type 1, (1:1) isthe default. Thisisthe Job Type you will need for your job, as you will be
keying from 1 image per form.

Defining Zones

To define zones for your image, you will need to access and display a sample image. Y ou can then adjust
the image in the window and define up to 16 zones.

1. Select Image Files from the File menu.

2. Select Plus1001 and click Open. The Image displays above your Form.
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Adjust the image so that you can easily see the Customer #, Date and Expressfields.
Select Add Zone from the Zones menu.

Key Customer asthe Zone Name and click OK.

Adjust the image so that all of the Items of the order are displayed.

Select Add Zone from the Zones menu.

Key Items as the Zone Name and click OK.

© © N o g kM w

Adjust the image so that the Total field is displayed clearly and define a zone for Total.
10. PressFull Image (Shift, End) and define a zone for FullPage.
11. Select Exit/Save from the File menu.

Loading Images

Now you are ready to load the images to make a batch.
1. Select Load Image Batches from the Supv menu.
2. Select xxxSCR and click OK.
3. Key batch number 22 and click OK.
4

. Select images, plus1001.tif and plus1002.tif. Y ou can highlight both of these files with your
mouse to select both of them at the same time and click OK.

5. TheViking Query will tell you that your Batch contains 2 Image Records and will ask you if you
want to select more Image Files, click NO.

6. Click Cancel to exit the Batch Loader.

Testing your Image Enabled Job

1. Select Key-from-Image from the Keyer menu.

Select your job, xxxSCR and click OK.

Select the batch you created, xxxSCR22.vid and click Open Batch.
Key from the images displayed.

Clear the End of File message.

Select Exit/Save Batch from the File menu.

Click OK to clear the Batch Balance Report.

Click OK to clear the Session Statistics

9. Click Exit this Task to return to the main menu.

o N o g bk~ w0 Dd

Now you know how easy it isto create key-from-image jobs with VDE+Images. Y ou use the same

devel opment tools to paint the Forms and specify options. The user will quickly learn to key-from-images
of documents and can easily switch between key-from-paper and key-from-image jobs. Y ou have al of the
same power/precision features and functionality.
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Conclusion

This concludes the tutorial of demos. Select Exit from the L ogin menu.

Even thisrather extensive tutorial does not show all the features and capabilities of VDE. Hopefully, you
will now feel confident to explore some more on your own.

The Viking Customer Care Group is available during our usual business hoursto assist you by Phone, Fax
and E-mail. They are highly skilled at assisting VDE users whether they are experienced customers or new
customersjust learning to use VDE. Viking also offers Training Classes to accelerate the learning process.

Contact your Viking representative for more information or for a price quotation. Plan to upgrade to
V DE+Images soon!

Viking Software Solutions
Phone: (918) 491-6144
Fax: (918) 494-2701
E-mail: tech@vikingsoft.com
Web Site: www.vikingsoft.com
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