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Introduction

Welcome to SmartFILER: An Overview

As a popular Murphy's law asserts, you always find what you're
looking for in the last place you look. Unfortunately, it often takes you
a long time to reach that last place. Nothing can be more frustrating
than not being able to locate information when you need it. On most
such occasions, you want to find this information quickly.

There are other times when you may already have all the information
you need, but you don't know how to organize it. You soon come to
realize that, in some cases, having too many facts at hand can be
almost as frustrating as not having enough.

SmartFILER is the right answer to such problems. It's an easy-to-use
computer program that organizes your information in ways that are
convenient for you. With SmartFILER, the data you need is accessible,
organized, ready to be used.

Naturally, how you organize your information will depend on the kind
of data you're dealing with. You might want to maintain up-to-date
records of your software or record libraries, or create an inventory of
your valuable possessions for insurance purposes.

Whatever the information you might want to organize, you create a
format that suits both the type of information it is and the ways in
which you’ll later want to use it. Then you enter the information easily
and quickly using your ADAM™ computer keyboard. SmartFILER
takes over and at your request sorts and files the data intelligently for

youl.

Although SmartFILER is a complete program in and of itself, it can also
be used with other Coleco software. For example, you can actually alter
the forms that come with various Coleco filer programs or you can
merge and print your records with letters created with SmartLETTERS
& FORMS™, SmartFILER will even extract files you've written in
SmartWRITER™ and integrate them with your records.

The more you work with SmartFILER, the more you'll see that it can
be used in dozens of ways to organize information at home or at the
office. On the pages that follow, you'll find everything you need to get
organized and start handling information that is important to you.



Getting Started

what You’ll Need

In order to use SmartFILER properly and get the best results, you'll
need the following equipment:

* an ADAM computer e The SmartFILER program data pack or disk
¢ a color TV or monitor ¢ a supply of blank digital data packs or disks

LLoading the Program

Before you can use SmartFILER, you must transfer the program from
its permanent location on the program data pack or disk into ADAM’'s
memory. This is called loading the program. Once the program is
loaded, it stays in memory until you turn the power off or press
Computer Reset.

POWER SWITCH INSERT DIGITAL DATA PACK COMPUTER RESET BUTTON

DO NOT REMOVE DATA PACK OR DISK WHILE DRIVE IS OPERATING! DO NOT
TURN POWER ON OR OFF WHEN A DATA PACK OR DISK IS IN THE DRIVE!

Here's how to load SmartFILER into ADAM:

1. Turn ADAM on by pressing the 5. While the SmartFILER program
power switch located at the back of is loading, the Title Screen appears
the printer. on your viewing screen. When the
2. Turn on your TV or monitor. program is loaded, the Pre-Entrance

3. Insert the SmartFILER program >C¢r€en NP
data pack or disk into one of the 6. You're now ready to start using
drives. Close the drive door. the program.

4. Press Computer Reset.



Using a Multi-Drive System

When you use a data-base program with most microcomputers, it's
advantageous to also use a multi-drive system. With these computers
you are required to move frequently between the program and the
medium on which you're storing records. So, with a single-drive
system, every time such a switch is required you need to remove and
replace the disk. With a two-drive system, however, the program is in
one drive and the disk is in another, and so yvou don't have to swap the
program in and out of your drive. Now, however, SmartFILER changes
all that. It has been designed to be as fast and efficient with a single-
drive system as with a multi-drive system.

cautions

Before you actually start to use SmartFILER, there are some important
considerations you should keep in mind at all times:

Care of SmartFILER
Records

When using SmartFILER, there are
two important steps you must
remember to take in order to save
any data entry you've done:

1. Always press SAVE RECORD
(Smart Key IV) when you have
entered or changed data.

2. Always press QUIT (Smart Key
VI) after you are finished using

SmartFILER and want to end the
session.

(See page 16 for more information.)

Care of Equipment

1. Do not remove a digital data
pack or disk from its drive while the
drive is operating. This could
damage the storage medium or the
drive itself.

2. Do not turn the power on or off
when a digital data pack or disk is
in a drive. This could affect stored

data.

3. Digital data packs and disks are
sensitive storage media and should
be kept away from magnets, the
ADAM printer, the TV or monitor, a
telephone or any other electrical
device. These devices could
produce erasure of stored data.

4. Digital data packs and disks
should also be protected from dust,
water and extreme temperatures,
as these may adversely affect their
performance or maintenance of

stored data.



Preparing Your Data Pack or Disk for Storage

INSERT DATA [ %% ]

ﬂlil- | ‘ m
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Pre-Entrance Screen

SmartFILER comes with a sample
form that you can use and modify
to suit your needs. However, we
strongly recommend that instead
you use blank digital data packs or
disks on which to create your own
data-base forms and enter records.
This will give you more room for
your data and make it easier to
later alter forms you've created. It
will also help protect the filer pro-
gram itself by greatly reducing the
amount of time the program data
pack or disk is actually used.

SmartFILER has been designed to
allow your data base to use all the
space on your digital data pack or
disk. Thus, your data pack or disk
can contain only a single Sniait-
FILER data base and no other files.
This offers the added advantage of
having each filer data base uniquely
located.

To prepare a blank digital data
pack or disk for your data base,
load SmartFILER. When the Pre-
Entrance Screen appears, insert
the blank digital data pack or disk
you wish to use. Then press the
matching Smart Key for that drive.
A new screen appears with a

message and a new Smart Key
label.

IHSERT PROGRAM TAPE AMD

PRESS CREATE A FORM CREATE

A FORM

The new screen contains a message
that tells you to re-insert the Smart-
FILER program data pack or disk,
then press CREATE A FORM
(Smart Key VI). Following this, a
new set of Smart Key labels
appears with a new message.

INSERT DHTR TAPE OR DiSk M‘ll

Remove the program data pack or
disk and re-insert the one you will
use for your data base, then press
CONTINUE (Smart Key VI).



By trading off between program
and blank digital data pack or disk
at this time, you're helping ADAM
prepare your data pack or disk to
be able to store records using the
form you will be designing. Once
this is done, you'll never have to do
it again for this data base. From
now on, you'll just load in the pro-

gram and then insert the data pack
or disk containing the data base
you want. It will be ready to use.

Once this data pack or disk
preparation is completed, the Form
Creation screen appears for the
next step in the program: creating
your form.

Creating a Form

What Is a Form?
The Form'’s Purpose

In order to organize your informa-
tion efficiently, you must first
create a form into which you will
later enter your data. With pre-
formatted filer software, such as
Recipe Filer, we designed your
form to call for data entry as:
Recipe Name, Recipe Type, Main
Ingredient, and so on. With Smart-
FILER. you design the forms you
will use for your various data bases.
To do this for a given data base,
define a series of categories or
“fields’ by which you will organize
your data. Later, when you're
searching for specific information,
SmartFILER will be able to read
and retrieve it from filled-in forms
known as records.

Keep in mind that the accessibility
of your data greatly depends on
how you now design your form.
Therefore, as yvou begin to create a
form, take your time to develop it
with thought and care. Making
modifications to your form after
you have created it and stored
records on it is complicated. In fact,
there is a limit to how much
modification is even possible. (See
Modifying an Existing Form on
page 30.)



The Form's Structure
Look at the illustration shown here.
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Form-Creation Screen

This is the Form-Creation Screen.
With it you will create your form in
a line-by-line structure in order to
make later entry and retrieval of
data possible and practical.
Remember, eventually you will enter
data into this form to create the
records that comprise vour data base.

Each field in your form has four at-
tributes that yvou must define:

1. Field Name Field Names will
tell you what sort of data to enter
for given fields. Typical Field
Names might be Coin Denomina-
tion, Book Title, Location, and the
like, depending on what kind of
data you're dealing with. As the
message at the bottom of the screen
tells you, Field Names can be up to
12 characters long.

2. Type Each field must be
designated as one of three Types:

a. acharacter field (C), in which in-

formation to be stored may be
either letters or numbers. Smart-
FILER will alphabetically sort
and search for information in
character fields;

b. a number field (N), in which the
information to be stored may be
only numbers. SmartFILER will
numerically sort (in ascending
order) and search for informa-
tion in number fields:

c. a text field (T), in which you
may enter up to 2 typewritten
pages of text information. A text
field is nonsearchable and has a
pre-determined length. Smart-
FILER allows you to have only
one text field per data base, and
it must be the last field listed on
your form. For more informa-
tion on text fields, see page 13.

SmartFILER pre-sets all fields as
character fields (C), but you may
overstrike any field with “'N.,” for
number. Remember also that you
can change the last field you enter
toa *'T,"” for text.

3. Length Length describes how
large each field is in terms of
number of characters and spaces,
and therefore how much informa-
tion it can contain.

SmartFILER pre-sets the Length of
all fields to 0. You must overstrike
this O to set each of your fields at
the lengths you need. Field lengths
may vary, but the sum total length

of all your defined fields may not
exceed 255 characters. (see A

Word About Total Field Length™ on
page 10.)



4. Search Each field must be
designated as either Searchable
(S) or Non-searchable (N). A Search-
able field is one which you can later
use to find your records. Smart-
FILER allows for a maximum of
four (4) Searchable fields per form.
Searchable fields may not be longer
than 24 characters.

SmartFILER pre-sets all but the
primary field as Non-searchable
(N). However, you can make three
additional fields Searchable by
overstriking the “N" with an "'S5."

The Primary Field

The first Field Name listed in every
record is called its “‘primary field."
It is automatically and permanent-
ly a Searchable field. (You cannot
change the 'S’ designation.) The
primary field for each record is the
key to locating it in the data base.
Later, when you want to see an in-
dex of your records, SmartFILER
will show you the Index organized
alphabetically by this primary
field, unless you tell the program to
do otherwise. Thus, it's a good idea
to make your primary field an
aspect of your data that you'd most
often search for. For example, if
you're going to enter your music
record collection and ‘‘performer”
is most important to you, name
your primary field ‘‘performer.”

A Word About ‘‘Total Field
Length”’

When your cursor is in the Length
column, a message is displayed,
stating '‘Fields may be any length
but total must be less than 255".
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On the right-hand side of the
message area there is a counter
that keeps a running total of the
lengths of the fields you have
assigned to that point. This total
may not exceed 255 characters.

NOTE: Your Total Field Length
must be a minimum of six character
spaces.

Looking Ahead
and Reserving Space

When you're creating your form
you may not be certain of every
field you'd like to include, or even
of how many. Therefore, it's good
practice to define several flields
while leaving the Field Names
blank. To do this you designate
field Type, Length and Searchability
now, but leave Field Name
unspecified. Later, you may at any
time type in Field Names for these
fields but you cannot alter field
Type, Length and Searchability
designations after you've begun
using your form. (See Modifying
an Existing Form, on Page 30.)



1. Decide what aspect of your in-
formation is most likely to be
most important when you'll
retrieve it. Make that your
primary field.

2. Don't skimp on field lengths.
Later, you won't be able to
change them, and it can be
quite frustrating to find that
you left too little room. Twenty-
four characters is a good stan-
dard length.

Helpful Hints for Creating Forms

3. Define a few fields without
entering Field Names. This
reserves space on your digital
data pack or disk to later "add”
fields (see Modifying an Exist-
ing Form on page 30).

4. Before you create your form,
think carefully about what in-
formation you have and how
you will want to use it. You
might want to first create your
form on paper to help you
visualize it.

Practice Run

As an exercise, and to get the feel
for creating a form, we suggest you
follow the steps below in designing
a practice form. Practicing in this
way will make you aware of a
form's parts, how they work, and
what restrictions they have. In ad-
dition, practicing will give you
confidence and help you feel more
comfortable when you actually
begin to create your first per-
manent form.

The exercise provided here will
show you how to create a form for a
data base of the books in your per-
sonal library. You will need a blank
digital data pack or disk for the ex-
ercise. Later, if you don't want to
keep this form and the data base
created with it, you'll be able to
delete both from your digital data
pack or disk.

11

Field Name

Let's say that you refer to your
books mostly by title. To create
your primary field, type "Title” on
the first line. Although it isn't
necessary, you might want to in-
clude a colon or dash following the
word. When you begin to use your
form to enter records, the colon or
dash will indicate the end of the
Field Name and point toward the
information to be entered.




Type

The primary field must be either a
character field (C) or a number field
(N). Since book titles are usually
composed of letters, type in "C."”

Length

Decide the maximum length, in
number of typed characters and
spaces, you want to allow for enter-
ing titles. Then type that number
in. Since this field is Searchable,
you should probably type 024 (the
maximum searchable length).

Search

Since the primary field (Title) must
always be Searchable, you are not
given the option of changing that
designation. The cursor, in this
case, automatically jumps down to
the next Field Name. For the rest of
the fields you define, you'll be able
to specify type and Searchability.

Continue typing in specifications
so that your practice form looks
like this:

FIELDMNAME TYPE LENGTH SEARCH
1 Ticie: | 2. =1
2 Author: e 24 =
3 'I;'..r'd r‘[‘_-:l 24 =
4 8 of Pages = N
5 Yeaor: M = [l
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Form-Creation Screen
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For this exercise, note the following:

1. "Title" is the primary field and
thus is automatically a Searchable
field.

2. "Author” might require more
space than you think. Leave
enough room for those longer,
multi-part names. However, as a
Searchable field, it cannot exceed a
length of 24. Remember, spaces
between names count as characters
also.

3. "Kind"' might refer to whether a
book is fiction or nonfiction, or
could even be as specific as
biography, science, psychology,
and so forth. You can decide on
these designations later when you
enter data in this field.

4. "'# of Pages’ is number of pages.

5. "Year' could have several mean-
ings, but for this example, make it
mean year of publication.

6. "Format' could mean whether
the book is hardcover or paper-
back, or oversized such as an art
book or atlas.

7. We've left some blank fields to be
defined later. Notice that none is
Searchable since we've used up all
four Searchable fields. Notice too
that we've provided for fields of
varying lengths and type.












































































































