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Mailist

1. SYSTEM OVERVIEW

The mailing list system has been designed and implemented for the fast and easy production of mail shots and circulars. It may also be useful to the user who has no printer, as a dedicated database for very selective sorts and searches. The selectivity is quite comprehensive, for example you could instruct the program to search for all companies who have an annual turnover in excess of £50,000, who are in the London area, and who have more than 300 employees, etc. The restriction of 120 entries per data file may be simply overcome by the user of as many separate data fields as you like.

Names and addresses are stored as a data file on tape – the program provides the option to save data on to disc if required.

For each name and address, you will enter ten headings or fields, as follow:

1. Name

2. Title

3. Company

4. Address (1)

5. Address (2)

6. Town

7. County

8. Post Code

9. Telephone

10. Searchkeys

If an error occurs during the running of the program, the screen will clear, and an error message will appear at the top left of the screen – press any key and the program will return to the main menu.

2. LOADING THE PROGRAM

Insert and rewind the program tape, type CHAIN”MAILIST” and then press RETURN. After about one minute the program will load and run, displaying our copyright notice. Press any key to continue. If error messages such as Data?, Block? or Header? appear, try adjusting the volume/tone controls on your recorder, and rewind the tape.

3. COPYRIGHT

Please feel free to make personal backup copies of the program, but remember that you are contravening the laws of copyright if you sell, hire or transfer the program in any way to a third party.

4. START UP PROCEDURE

The first time that you use the program, you will not of course have a data file of your own to load. You may, therefore, either create a new set of names and addresses, or load the demonstration file supplied immediately after the main program on the tape. Just press the RETURN key when asked for the file reference, and either press Y or N to the prompt “HAVE YOU A FILE TO LOAD?”. If no, the program will proceed straight to the main menu, otherwise the data file may be loaded.

If you wish to load a file set up by you at an earlier data, ensure that you enter the relevant file reference given when you last saved the file.

5. THE MAIN MENU

The main menu lists a total of ten commands, and indicates the number of records in the current data file. The options are as follows:

A – Add Records

B – Browse File

C – Change Record

D – Delete Record

E – Exit Program

F – Find Records

M – Memory Check

P – Print Records

S – Sort File

W – Write File

To select a particular option, simply type in the correct letter.

OPTION A – ADD A NAME AND ADDRESS

The method of input is largely self-explanatory, and you will be presented with a graphic representation on-screen of your label, with a guide label to prompt you for the necessary information. You are given the record number and the file reference next to the searchkey entry on the guide label. Searchkeys and their uses are described more fully, later in this guide. Be careful to use the correct fields for your data if you wish to exploit the search and sort facilities to the full. If the address is say:


39 Kirkside Drive


Devizes


Wiltshire

then you should leave the field “Address (2)” blank by just pressing RETURN.

When sorting the records, the program will generally just sort according to the individual field contents in the order that they are typed in. This may not be convenient for say, sorting by name, as it will mean that the names will be sorted into order by Christian name or initials. To change this, type a colon (:) at the point in each field where you wish the sort to commence. In the case of names, place the colon immediately before the surname. You may also use this facility for street names/numbers, to ensure that the program will sort by street name, and not number.

When printing routines are used, the colon will be temporarily removed, and replaced with a space.

To exit from this routine, press the * (asterisk) key.

OPTION B – BROWSE FILE

After selecting this routine, type in the number of the first record that you wish to see or just press RETURN for number 1. Now use the key Q to move back through the file, W to move forward through the file, and E to exit to the main menu.

OPTION C – CHANGE A RECORD

Use this routine to alter details on a given record. Type in the number of the record that you wish to modify, and the record will be displayed. The program will now progress through each file in turn – either just press RETURN to keep the field as it is, or press one space and RETURN to blank out the field, or type in the new contents and press RETURN.

OPTION D – DELETE A RECORD

This routine will remove a complete record from the file - type in the appropriate number, and that record will be displayed. Now press Y or N to confirm that you wish to delete the record. Note that records after the record deleted will be “shuffled” down one place, which means that their record numbers will change.

OPTION E – EXIT PROGRAM

If you have made any changes or additions to records that you wish to keep, make sure that you save the data file using option W before you exit. This option will first of all ask you to confirm to exit (press Y or N for yes or no).

OPTION F – FIND RECORDS

This asks if you wish to search by field, by searchkey, by a combination of both, or neither.

Search by Field

Type the number of the field that you wish to search on, then the characters to search for. The program will check for any occurrence of the letters given in the specified field, e.g. if you type Smith, the program will select John Smith, Peter J. Smithson, etc.

Search by Searchkey

Enter the searchkey to be used – refer to the last section in this guide for further details, but remember that a space in any searchkey position means that the value in that position is irrelevant.

Search by Both

This will search by field and searchkey – all records satisfying both criteria will be selected.

Search by Neither

This will select every record on the file.

OPTION M – MEMORY CHECK

This routine will display exactly how many characters are free for records, and how many you have used so far.

OPTION P – PRINT RECORDS

This displays a sub-menu of five options, as follows:

1.
Print field summary


Specify the three fields that you wish to be printed, and the program will enter the find records routine – all records selected will be printed as part of the field summary.

2.
Format label

Enter the left hand margin, the number of blank lines between records, and whether searchkeys are to be printed. If a given value is correct, just press RETURN, otherwise type in the new value, then press RETURN.

3.
Print test label

Prints a series of asterisks to the label format specified.

4.
Print labels

This will enter the find records routine – all records selected will be printed as labels.

5.
Exit to main menu
OPTION S – SORT FILE

You may sort the file by any field – enter the field number to sort by, and wait. The records will now appear in the order selected. Remember that the colon in any field means to sort by the characters following the colon, rather than the entire field starting from the left.

OPTION W – WRITE FILE

This routine saves all the current mailist records on to tape or disc. Type in the file reference, and whether you wish to use disc or tape.

It is advisable to make two copies of each data file, for security.

6. SEARCHKEYS

When you enter searchkeys on a particular record, you may enter a string between 0 and 10 characters long (line of text) such as ABD12. Each character in each position will be defined by you to have a particular meaning.

When searching by searchkey, you will be asked to type in the searchkey to look for. For each position, either type in the relevant character, or type a space. Typing a space means that the character found in that position is irrelevant for the search.

Example

The first position is a letter from A to E for area code, the second position is a number from 0 to 9 for discount code, and the third position is either a -, 0 or + for bad, indifferent, or good credit rating. If you therefore wish to obtain all addresses in area B with a good credit rating, the searchkey entered for the find records routine should be “B +” (B space +). To find all addresses with a bad credit rating, just use “  -“ (space space –) – do NOT include the quotes when typing in the searchkey.

In this way, you may specify up to ten separate codes for extra information, and search very selectively on those codes.

OTHER PROGRAMS IN OUR RANGE FOR THE ACORN ELECTRON INCLUDE:
Spreadsheet, Stock Control, Database, Graph Plo, Easiledger, Home Accounts and Invstat.
IMPORTANT NOTE

1. PRINTER ROUTINES

The Electron does not have an integral printer or disc interface, which means that the command that is necessary to switch the printer on or off has not been standardised. Gemini are thus unable to guarantee immediate operation of the software with disc and printer systems, but these routines have been included exactly as they are implemented on the BBC computer. We detail below how the printer routines may be amended as necessary to allow us with the various proprietary interfaces which will no doubt be introduced to the market.

(i) Enter LOAD “progname” where ‘progname’ is the appropriate program name.

(ii) Type 5010 to enter a new program line, and the command necessary to switch the printer on (currently the line reads VDU 2) then press RETURN.

(iii) Type 6010 to enter a second program line, and the command required to switch the printer off (currently the line reads VDU 3) then press RETURN

(iv) Set up your cassette unit for recording with a blank tape, and enter SAVE “progname” – this will save a new copy of the program, with the appropriate alterations included.

2. DISK SYSTEMS

The program already includes the option for loading or saving data files on disc. Gemini cannot guarantee the program’s immediate operation with disc, but when an Acorn system is released for the Electron, we will supply a printed update free of charge.

