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About This Manual

Read Me First!

The mostimportant thing you should know about this book is that it’s
not meant to be read from beginning to end. It has been organized so
that your level of experience with word processors determines what
you need to read. If you've never touched a word processor before,
don’tworry: you'll be handy with Apple Writer in no time. And, if you
have used a word processor before—well, you'll be handy in even
less time!

Glance through the sections that follow to figure out where you fit in.
Then get going!

How the Manual Is Organized

Here’s a brief outline of this manual.

Chapter 1 The “Introduction” tells you not
only what Apple Writer Il can do
for you, but also gives an over-
view of word processing in gen-
eral. Chapter 1 tells you what
equipment you need to get the
job done and how to start up
Apple Writer.

Chapter 2 “Editing With Apple Writer I1”
covers all of Apple Writer’s edit-
ing commands in a reference
format.

Chapter 3 “Managing Files” covers all of
Apple Writer’s file management
commands in a reference
format.
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Chapter 4 “Printing” covers all of Appile
Writer’s printing commandsma
reference format.

Appendix A The “Apple Writer Il Word Pro-
cessing System Tutorial™ leads
you step by step through Apple
Writer’'s basic word processing
functions.

Appendix B “The Word Processing Lan-
guage” explains how to use the
powerful WPL programs that are

on your MASTER disk.
Appendix C “Error Recovery” lists error mes-

sages, what they mean, and

what to do about them.
Appendix D “Summary of Commands and

Menus” is just what it says—a
summary of all commands and
menus used in Apple Writer.

If You Have Little or No Word Processing
Experience...

If you're a first-time word processing user—or if you want a review of
word processing—then Chapter 1 and Appendix A have been written
for you.

Chapter 1 introduces you to Apple Writer and will acquaint you wit
your computer. After you've finished this chapter, you'll be ready i
move on to Appendix A, the tutorial, which will take you step by siEp
through the basic functions of your Apple Writer Il Word Processmg
System.

By the time you've finished Appendix A, you'll be comiorzme watr

Apple Writer Il. You can then turn to the remaining refer=oe ST
to find out more about what Apple Writer can do.

About This Manual



Notes in the margins reinforce new
terms or point to useful information
contained in other manuals.

If You Are an Experienced Word
Processing User ...

If you've used a word processor before, you'll quickly catch on to
Apple Writer—it’s simple to learn. You might want to glance through
Chapter 1 to learn about the special features Apple Writer offers, as
well as to learn the proper way to turn on your computer and to find
out what equipment you need.

How the Manual Is Designed

But the real heart of Apple Writer is discussed in Chapters 2, 3, and 4.
You can use these chapters in any way you feel comfortable: either
read them through (they’re organized with the commonly used func-
tions listed first; the more complex functions later) or just look up spe-
cific functions as you need them.

Computer jargon and words with which you may be unfamiliar are
italicized throughout this manual.

Look for these visual aids:

 boxes contain useful or interesting pieces of

Warning
Boxes like this indicate potential problems or disasters.

How the Manual Is Designed
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Chapter 1

Introduction

What Is Word Processing?

You will hear people compare a word processor to a typewriter, but
actually the only thing the two have in common is a keyboard. A word
processor does what a typewriter can do, definitely; but it does it bet-
ter, quicker, and more efficiently. And it does a lot more things in the
bargain.

Maybe the best way of appreciating a word processor is to look back
into the history of people’s private scribblings. The first scribblings we
know about are cave paintings, thousands of years old. At some
point, the first alphabet came into being, and, slowly, papers and inks
and pens were developed for transferring alphabetic characters into
comprehensible documents. Writing was slow, and documents could
only be made one at a time. To be literate—to be able to read and
write—was something available to very few.

The invention of the printing press in the fifteenth century has long
been considered one of the most important events in the history of
mankind: books could be mass produced and widely distributed; lit-
eracy began to be the domain of the many rather than the select. Few
would deny that the Industrial Revolution was a direct result of the in-
creased literacy brought about by the invention of the printing press.

That's all very well and good, but where did this leave our private
scribbler? When the poet or the scientist wanted to communicate
ideas, how did he go about it? People were still scribbling on paper
with ink and pens, using the same methods their predecessors had
used for thousands of years. Depending on the handwriting, what
they wrote was often illegible. Even if what they wrote was legible, the
process itself was always laborious, tiresome, and slow.

What Is Word Processing?




And then, in 1867, the typewriter was invented! A writer could tmfa
piece of paper into what is now a rather hilarious-looking machime,
press a few keys, and voila! A neat (sometimes not so neat, depeng-
ing on the writer’s skill) document resulted. The typewriter meant fhas
documents could be written much quicker—and without cramped
hands. The typewriter had big social implications, too: more and
more women put on shirtwaists and went to the office to press the
keys on the machines. These women were called, at the time.
“typewriters.”

And so things stayed for just about one hundred years. Electric type-
writers were invented, a great improvement on the bulky, siow mamn-
ual typewriters. But the essential thesis of the typewriter never
changed: one rolled a piece of paper around the carriage, made
impressions on it one at a time with inked keys, and, when the space
on the paper was used up, one rolled the paper out.

If mistakes were made when typing, they had to be corrected by
erasing with a harsh pencil eraser or with a liquid that could be
brushed onto the paper. And if carbon paper was involved the whalie
thing became a messy nightmare. If mistakes were discovered after
the paper was removed from the typewriter, the paper would have
be reinserted and properly aligned (no easy trick). Sometimes the
correction would take up more spaces than the word or phrase origi-
nally typed: one could either just let a sloppy piece of paper slip
through or else type the whole page over again. In light of Murphy's
law, this usually meant that even more mistakes would be made the
second time!

And what about revisions? Most of us have experienced one or two of
these scenarios:

® Latein the afternoon, a secretary hands her boss a perfectly
typed, 20-page business plan that he will need the next day at an
early morning meeting. She has skipped her lunch to type the
business plan.

Just before she leaves for the day, her boss gets a telephone call
informing him that the underlying assumption of the plan—the
price at which certain goods can be obtained from the supplier—is
wrong. The price has risen because of union demands on the sup-
plier. The document has to be revised in time for the next morn-
ing’s meeting.

Chapter 1: Introduction



The secretary, whose back is beginning to bother her because she
has been typing all day, is not very happy about this. On top of
everything, it's National Secretary’s Day, and her boss forgot to
thank her for her help during the year. When he tells her the whole
business plan nees to be typed over, she quits and goes back to
school to get her MBA. Needless to say, her boss doesn'’t land the
contract the next day.

e After two years of work, a popular novelist is finished with her
book. The publisher is very happy with it, but suggests certain
changes that affect about every page in the book. These are not
structural changes, but cosmetic ones.

The name of one of the major characters is changed to reflect a
subtle symbolism—a small change, but the name appears on
almost every page in the book. A minor character is viewed as
merely distracting and is removed. The character’s removal leaves
ten blank pages at the beginning of the novel, and all the page
numbers thereafter have to be altered. On about 30 pages of text,
a paragraph is going to be inserted—or removed. Those pages
have to be typed over.

The novelist, who is thoroughly sick of working on her book,
contemplates running off to Tahiti with her scuba instructor.

e A law office uses a standard, 40-page contract for certain
business dealings. Because one small item is to be changed
in a particular deal, the whole contract must be retyped.

e A small company sends a form letter to a selected mailing list. The
company can either type the letters one by one or photocopy them
and fill in the address and greeting. The first method is too expen-
sive, and the second method is, well, it’s just plain tacky.

e AKkindly, aged volunteer in a refugee center types official forms.
But he cannot seem to get the hang of spelling the different foreign
names he encounters. Until the refugees become settled, he must
type their names over and over again on a variety of documents.
Every time he has to type one of the names he goes a little ber-
serk. Eventually, he starts naming all the refugees “Smith,” and
the people at the center have to retire him.

Word Processing Makes It Easy

Yes, these are not uncommon scenarios, and, of course, what they
all lead up to is that the invention of the word processor has made
each of these sad tales a thing of the past. If the participants in our
imaginary dramas had possessed the Apple Writer || Word Process-
ing System:

What Is Word Processing?



® The secretary with the backache could make all the changes
needed in a few minutes.

® The novelist could change the name of her main character
throughout the entire document by giving her word processor one
simple command. She could “kill off” her minor character, and
Apple Writer would automatically renumber the pages. She could
add or take out as many paragraphs as she wanted to; Apple Writer
automatically adjusts the space.

® The 40-page contract at the law firm would not need to be retyped.

® The small company’s form letters could be prepared by Apple
Writer, which would fill in the appropriate names and addresses.

e The kindly volunteer could simply assign a letter to stand for each
of the complicated names. Every time he encountered one of the
names, he would just press the assigned letter, and the whole
name would appear.

WhatIs Apple Writer?

Apple Writer Il is a group of computer programs that transform your
Apple lle computer into a word processor with which you can easily
create, edit, store, update, and print documents. You can use Apple
Writer to write memos, reports—even books.

Apple Writer Il can save you many hours of typing (and quite a lot of
paper) because it lets you correct, update, rearrange, and reformat
text without retyping it. But what makes Apple Writer Il really special
are its advanced features. With Apple Writer Il, you can

e represent phrases (such as the names of companies or clients)
with single characters and then fetch each phrase when you type
the character representing it

e split the screen into two separate displays so that you can
compare and move text easily

® easily reformat your documents
® have the option of 40-column or 80-column display
e print hundreds—even thousands—of “personalized” form letters

® compose contracts and other such documents from previously
stored text

e correct all occurrences of a word or phrase in a file with one single
motion

Chapter 1: Introduction




You probably will be using flexible disks
with Apple Writer. A “floppy” disk is
about the size and shape of a 45 rpm
record. Itis the physical medium on
which the information you type is stored.

Figure 1-1. A Typical Apple lle Computer
System

® print several documents as one continuous text—or print selected
pages from one or several documents

® move files from one disk to another

The Apple lie System

Figure 1-1 illustrates a typical Apple lle system. Even though your
system may look slightly different from this illustration, it is still made
up of similar components:

® An Apple lle computer, which carries out the commands you spec-
ify at the keyboard and holds your document in its memory while
you create and edit it.

® Adisplay device (either a video monitor or television set), which
lets you see what you've typed and the effects of your commands.

® A disk drive, which reads and updates the information stored on
disks. You will use a disk drive to access your files and programs,
which are all stored on disks.

To use Apple Writer on your system, you'll also need

the Apple Writer Il MASTER disk
® spare disks

o this manual

the Apple lle Owner’s Manual

What Is Apple Writer?



Figure 1-2. What You Need to Use
Apple Writer Il

Additional Equipment and Features

Your Apple lle can be customized to suit your particular needs ama
environment by adding peripheral cards. Cards are removabie ac-
cessories that plug into the expansion slots on the main logic boare
of your computer. See the Apple lle Owner's Manual for a more
detailed discussion on adding cards to your computer. Two of the fes-
tures peripheral cards make available for your Apple lle are

e 80-Column Display. Your Apple lle displays text in 40 columms.
That is, the screen is 40 characters wide. With an 80-column s
card, the Apple lle display can be expanded to 80 columns. or
characters. The Apple lle 80-Column Text Card and the Extendied
80-Column Text Card plug into the auxiliary slot (labeled AU X .
CONNECTOR) onthe main board.

The type of display you are using does not affect how the text
looks when it is printed.

~ Note t“h'kkawtkthe 80-Column Text Card does not work with television setsar
_ with color video monitors; resolution is too low for effective use.

Other 80-column text cards may be used with your Apple lle. Consuit
your dealer.
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See the Apple lle Owner's Manual about @ Printing. Apple Writer Il can send information to any printer that

ditferent typesief printers. uses a compatible parallel printer interface card or serial interface
card. The interface card must be plugged into one of the slots on
the main board. You will also need paper and ribbons for your
printer. Available cards from Apple Computer are:

® a Parallel Interface Card (Apple Product #A2B0007)
® ahigh-speed Serial Interface Card (Apple Product #A2B0002)
® a Centronics Printer Interface Card (Apple Product #A2B0005)

Location of Cards in Slots

The following list shows you the correct position of any
cards you might want to add to the main board:

Figure 1-3. What You May Have in Each
Slot on the Main Board Slot Card

1 Printer interface card

Interface card for second printer
80-column text card

Third disk controller card
Second disk controller card

Disk controller card

Z80 card

N oo o A oWoN

This list is intended as a guide only, since you may insert some of
these cards in slots other than those listed. Consult your Apple Ile
Owner’s Manual for more information.
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Warning

Always be sure that your computer is turned off before touching anything
inside the case, such as a peripheral card. This prevents possible dam-
age not only to the circuits of your Apple lle but also to yourself.

What Happens When You Use Apple Writer?

The product of your labors with Apple Writer is a document—you
want to produce a finished, printed piece of text as quickly and easily
as possible. The basic steps for making the finished document are as
follows (don't try to do these steps right now, just read about them):

1. Turn on the computer with the Apple Writer Il MASTER disk in
drive 1.

When you turn on your computer, it automatically puts a copy of
the programs on the Apple Writer Il MASTER disk into main mem-
ory. This is known as starting up, or booting, the system. If you
have only one disk drive with your system, you then remove the
Apple Writer MASTER disk and insert the disk on which you will
save your files.

Figure 1-4, Starting Up Apple Writer II

s 1) S s
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2. Type and change the text of the document.
You then begin to type your document. The text you type appears

A display device exhibits information on the display device and is put into memory. Apple Writer’s edit-
‘r:;f)‘r‘]?t'(';; such as atelevision set or video ing commands help you to insert, delete, move, and manipulate

the textin memory.

Figure 1-5. Editing a Document
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3. Put a copy of the text onto a disk.

After you have polished your document, you tell Apple Writer to
Afile is a collection of information stored write a copy of what is in memory into a file on a disk. This is called

as a named unit on a peripheral storage saving a file.
medium, such as a disk.

Warning
When you turn your computer off, what is in main memory is lost. To save
a document, you must write a copy to a disk for permanent storage.
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Figure 1-6. Saving a File

4. Print a copy of the file (optional).

If you have a printer attached to your Apple lle, you cam msmmm
Apple Writer to print a copy of the contents of main memary Or
Figure 1-7. Printing you can print a copy at some future time.
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5. Continue editing.

Since you haven't turned off the computer or cleared the docu-
ment from memory, you can now:

e continue editing the same document (step 3 stored what you e
done so far permanently on the disk, but you can continue 1o
make changes to the version still in memory—and then siore
those changes later)

e clear the contents of memory, erasing the document, to begm
another project

® clear the contents of memory and then load another file to it

(in other words, put a copy of a file previously saved into
memory)
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Figure 1-8. Continue Editing
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Figure 1-9. Clearing Memory and
Beginning a New File
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Figure 1-10. Clearing Memory and
Loading a File
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Figure 1-11. Backing Up

You can do these steps in any order you like. The thing to remember is
that you can work on only one document at a time, so you must save a
copy of each document onto a disk when you're through if you want to use
that document again. Clear memory before you begin work on another
document.

6. Make copies of your files, quit, and turn off your Apple lle.

You end a session on the computer by copying the files you've
been working on onto another disk (this is known as backing up
your work). A backup disk should always be stored separately
from the original disk. That way, if something destroys your origi-
nal disk (like sunlight or spilled coffee), the backup will still have
the files you need.

———y _
ORIGINAL DUPLICATE .

O O
0 0

Y 1)

N\

You are now through with your Apple Writer session, so turn off
your Apple lle.
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See the Apple lle Owner’s Manual for
how to set up your system.

See the Apple lle Owner's Manual for
how to care for disks.

The next time you start up Apple Writer, you can load documents al-
ready stored on a disk for further editing or printing; or you can begin
a new document. Just remember these tips:

® Always save the documents you want to keep for future use.
® Clear memory between documents.

® Back up your work.

Starting Up Apple Writer

Once you have set up your system, plugged in your printer controller
card, 80-column text card, or any other peripheral cards you plan to
use, you are ready to start up Apple Writer. You do this by putting a
copy of the Apple Writer program into the computer’'s memory.

You will see that you have two disks in your Apple Writer package.
The Apple Writer program is copy-protected. This means that you
cannot make a copy of the program disk, MASTER. So Apple has
provided two copies in case something happens to one.

Remove the disk marked “MASTER.” The other disk, BACKUP, is
just what its name implies: it's a backup, to be used only if your origi-
nal system disk is destroyed. Store the BACKUP disk in a safe place,
away from heat, magnets, dust, and moisture.

Whenever you want to use Apple Writer Il, you will use the proce-
dure that follows. This simple procedure copies the Apple Writer I
program into the computer's memory. Once the program s in the
Apple lle’s memory, you are at the controls of Apple Writer.

1. With your thumb on the disk label, and with the label facing up, put
the Apple Writer Il MASTER disk into drive 1 and close the drive
door.

2. Turn on the video monitor.

3. Turnon the Apple lle.

In about 15 seconds, the name and copyright data of Apple Writer will
appear on your screen.

Starting Up Apple Writer




The Copyright Screen

Figure 1-12 shows what the copyright screen should look like if you
have an 80-column text card; Figure 1-13 shows what it should look
like if you do not. Generally, there is only one difference between
40-column and 80-column display. With an 80-column display, twice
as many characters are displayed on each line.

Figure 1-12. The Copyright Screen With
an 80-Column Display

Figure 1-13. The Copyright Screen With
a 40-Column Display

Press as the screen instructs. The display is blank except fora
line of text at the top and a blinking white box beneath it. The blinking
The cursor shows where the usersnext ~ white box is called a cursor; it shows where the next character that
action will take effect. you type will appear on the screen. The line of text is called the Data
Line.
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You are looking at the editing display, and you can type characters
directly onto the screen, correcting, and editing as you type. For
more on the editing display, see “Entering Text” in Chapter 2.

Anatomy of Apple Writer

Apple Writer is a program that uses (ConTrRoU)-character commands.
This means that you issue commands to Apple Writer by holding
down and pressing the appropriate letter key at the

same time.

Apple Writer and this manual show Apple Writer commands like this:

(L]

To use the command, you hold down the key and press the
letter in the brackets. You never type the brackets.

By the Way: Once you have pressed the letter key you can release the
key. The letter will always be printed in uppercase, but you
may also type the letter in lowercase.

Depending on the command one of two things will happen:

® amessage, called a prompt, will appear at the bottom of the dis-
play, asin

[Lload:

® or amenu will be displayed.

When a prompt is displayed, Apple Writer is expecting you to type
something, for example a file name. Depending on the command,
you may have several alternatives. Each command is fully explained
in this manual.

When a menu is displayed, you may select from several options of
the command, which are listed on the menu. Apple Writer will wait un-
til you enter a selection or exit the menu.

An option is selected by typing the letter next to itin the menu. In
most cases, a prompt will ask for more information, such as a file
name or a disk drive designation.

Whenever you type information in answer to a prompt, Apple Writer
will wait until the key is pressed to perform the command.

Anatomy of Apple Writer




Recovering From an Incorrect Command

Any command you give to Apple Writer, whether it resulis = 2 gomgs
or amenu can be canceled by pressing the (RETuax key

For example, say you wanted to save a file but you mistziksmily
pressed [L]. Withthe [LL 10 ad : prompt at the bottom of the dispiay
don't type anything, just press (RETURN). All is forgiven.

The Help Screen Menu

Apple Writer gives you a great deal of flexibility to create. change.
and print documents any way you want. But all of this flexibility zmg
power require a lot of commands. How do you remember all of the
commands and their options?

Of course you won't at first, and there will always be commands that
you don’t use frequently enough to memorize. And that's where the
Help Screen Menu comes in handy—in case you forget how to exs-
cute a certain command, you can call up the Help Screen Menu.

The Help Screen Menu lists all the help screens available on particu-
lar commands. Stored on the Apple Writer MASTER disk, the help
screens will tell you how to use that command you can'’t quite
remember.

_Note: Tocall ug{én{yaof th:,e’h’elp scr’eéﬁs, jncludiﬁggthe Help Screen Menu,
the Apple Writer MASTER disk must be in drive 1.

_ Ifyou are using only one disk drive and need help, you must put the
- Apple Writer MASTER disk in drive 1 before pressing &-(2).

Try calling up the menu now.

Hold down the (&) key while you type

You must hold down the key to type a question mark.

In a moment, the Help Screen Menu will replace the editing display.

To get an idea of how the menu works, type (A} and then press
(RETURN). The Apple Writer Il Command Summary will appear.
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Notice the words at the bottom of the display:

This message is referred to as a prompt because the computer is
prompting you for a reply. For now, press (€] and then to exit
from the Command Summary and return to the editing display.

The display is blank again except for the line of text at the top and the
cursor. The cursor, you remember, tells you where the next character
you type will appear. Try it out. Press afew times to move the
cursor and then type your name.

The Data Line

The line of text at the top of the screen is called the Data Line. The
Data Line supplies important information to you on the size of your
document and the status of various editing functions (Figure 1-14
shows atypical Data Line).

- Z Mem:4B645 Len

Figure 1-14. A Typical Data Line

Here’s what each entry on the Data Line means:

< The direction arrow. Shows the direction for some
editing commands.

Z Indicates whether or not the word wraparound fea-
tureis on.

Anatomv of Apple Writer n



Mem: Shows how many characters of memory are free fior
more text. To roughly estimate the amount of avai-
able memory in pages of printed text, divide the
number of characters shown by 2500.

Len: Shows the total length, in characters, of current text
in memory.
Pos: Shows the current cursor position, in number of

characters, from the beginning of the document.

Tab: Shows the current cursor position, in number of
characters, from the last carriage return (used to de-
termine how far into a paragraph the cursoris).

File: Shows the name of the file you loaded into memory
(and the disk drive number, if specified).

Turning Off the Data Line

In general, you can turn off the Data Line by pressing (Escape). Press
the key a few times.

The first time you press it, the Data Line displays tab settings. The
second time you press it, the Data Line is turned off. The third time
you press it, the Data Line is turned back on.

You may also use one of the options of the Additional Functions
Menu.

Whatyoudo... What you get...

Press [Q] The Additional Functions Menu
replaces the editing display.

Type(Hjtoselect Todggle The Data Line displays tab

Data Line Displav settings.

Press [Q] and type (H] again. The Data Line is turned off.

Press [Q] and type (H) again. The Data Line is turned back on.

Where to Go From Here

You now have two choices. Appendix A contains a step by step tuto-
rial for creating, changing, loading, saving, and printing text. All the
basics for creating your own documents. If you haven't used a word
processor before, we suggest you go there next. Then you'll be ready
for Chapters 2-4.
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If you have used a word processor before, you're probably ready to
begin creating documents with Apple Writer. When you want to know
about something, check the reference chapters. If you are areal
whiz, the help screens may be all you need.

Summary of Chapter 1 Terms

Back up: To copy a file or files onto a disk other than the original.
The backup copy can be a lifesaver in case anything happens to the
original disk.

Cursor: A special marker on the display that indicates where what
you type will take effect. The cursor can be moved in a number of
ways.

Disk: An information storage medium. Can be either rigid or flexible.

Edit: To add to, subtract from, or make any other desired changes to
a document currently in memory.

File: A collection of data stored on a disk. You load a copy of the data
into memory, not the actual file.

Flexible disk: A flat, circular medium that stores information magnet-
ically. Also called a “floppy” disk.

Load: To transfer a program or document from its storage area on
the disk into memory.

Memory: A temporary storage area for a document in the computer;
while in memory, the document can be edited or printed.

Prompt: A message from the computer that prompts you for
information.

Save: To permanently store a document on a disk.

Start up: To start up a computer or program. Sometimes referred to
as booting.
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Read “Initializing Disks” in Chapter 3 for

more information.

A mode determines how Apple Writer
reacts to commands.

Editing With
Apple Writer I

Once you have started up Apple Writer, you should remove the
MASTER disk from drive 1 and insert an initialized disk in its place.
The initialized disk is the one you will use to store your work.

If you have two disk drives, the MASTER disk can stay in drive 1
throughout your entire session on the computer. However, all loading,
editing, and saving is done via drive 2.

Warning

One of the most important rules in using Apple Writer is that you should
never write on the Apple Writer MASTER disk. Don’t save documents to
the MASTER disk. The only reason to use the MASTER disk is to load
Apple Writer or its associated programs into your computer.

When you start up Apple Writer, you are automatically in the editing
display, or mode. You can add, delete, and change text.

Entering Text

To enter text, simply start typing! In editing mode, any character that
you type is put on the screen to the left of the cursor.

Entering Text




When Is Apple Writer in Editing Mode?

Apple Writer is almost always in editing mode. The only exceptions
are shown in Figure 2-1. When one of these modes is on, the keys
you press act differently than they do in editing mode.

Figure 2-1. Apple Writer Modes

Text Entry
Mode

Cursor Case- (ConTROL
Moving Replace Change Character
Mode Mode Mode Insertion

Mode

Where Does Entered Text Go?

When you enter text at the keyboard, it is put into Apple Writer’s text
memory area; that is, the part of memory reserved for your docu-
Abuffer is an area of the computer's ment. There are other parts of memory known as buffers. Some of
memory reserved for a specific purpose,  these buffers hold information used by the Apple Writer program, and
such as to hold graphic information or T ] ;
text characters. A buffer is oftenusedas ~ S0me buffers hold data used when editing. Figure 2-2 illustrates

a holding area for transferring infor- these buffers and tells you where to look to find out more about them.
mation between devices operating at
different speeds.

Character
Figure 2-2. How Memory Is Divided Deletion Buffer | See Ch. 2.
Word & Paragraph
F| le App|e Deletion Buffer See Ch. 2.
erter Tab \'alue
|n Buffer See Ch. 2.
Il .
Print Value
Memory |Program Buffer See Ch. 4.
Glossary
(See Ch.3) (See Ch.1) Buffer See Ch. 2.
Footnote
Buffer See Ch. 2.
WPL
Buffer See WPL Manual
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How to Get Upper- and Lowercase Characters

See the Apple lle Owner's Manualifyou ~ Getting upper- and lowercase characters with Apple Writer is similar
have questions about the keyboard. to the way you get them with a typewriter: use the key for upper-
case. You also can press the key—much more convenient
when you are typing many capital letters. However, when you are
using (CAPS LocK), you still must use the key to get upper-position
characters on the numeric and special-character keys.

How to Add Text

To add text, simply move the cursor to the position at which you want
to insert and begin typing.

Word Wraparound

Apple Writer has a time-saving function called word wraparound.
You will notice as you type that, when you reach the end of a line, you
don’t have to press to move the cursor to the beginning of the
next line. The cursor does so automatically.

For more detailed information on this function, see “Wrapping and
Splitting Words to Simplify Editing” later in this chapter.

Repeat Function of Keys

Another handy feature is auto-repeat. Hold down any key—the
key, for instance, or the (s) key. After you hold the key down or more
than a second, the character the key generates is repeated until
you take your finger off the key. The same is true for the bar
and the arrow keys.

Moving the Cursor
There are several ways to move the cursor:

® you can move it in one of four directions by using the arrow keys

® you can move itin jumps, using the (&) in combination with the arrow
keys

® you can move it to the beginning or end of the document by using
the editing commands [B] and [E]

® you can move it to a particular word or group of words anywhere in
the file by using the editing command [F]

Moving the Cursor




The direction arrow is the first character
on the Data Line.

Moving the Cursor Directionally

The =) and (<) keys move the cursor to the right or left with each
keypress. If you continue to hold these keys down, the cursor will
keep moving.

The (1) and (1) keys will move the cursor up or down one line with each
keypress. If the key is held down, the cursor will continue moving up
ordown.

Helpful Hint: When you hold down the @) key while pressing the =) or (<)
keys, the cursor will jump, right or left, one word or 12 characters if you
have long words. When you hold down the (@) key while pressing the

or (iJkeys, the cursor will jump, up or down, 12lines.

Moving the Cursor With [E] and [B]

You can move the cursor from anywhere in the document to the
beginning by using [B]. Moving the cursor to the beginning also will set
the direction arrow in the Data Line to , toward the text of the
document.

You can move the cursor from anywhere in the document to the end
by using [E]. Moving the cursor to the end also will set the direction
arrow to <, toward the text of the document.

Moving the Cursor With [F]

The [F] command, for “find,” moves the cursor quickly to a specific
word or phrase within the file.

First, check the direction of the arrow on the Data Line: it should

point toward what you want to find. That is, if you are in the middle of a
document, and you know that the word you want to find is at the end
of the document, the direction arrow should point to the right, in the
direction of the remainder of the document. If, on the other hand, you
know that you passed the word somewhere back toward the begin-
ning, the arrow should point to the left.

Helpful Hint: The most convenient way to find a word or phrase is to put
the cursor at the beginning or end, using the [B] or [E] command, before
starting the search. This automatically sets the direction of the arrow and
lets you quickly scan the entire document.
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After the direction arrow on the Data Line and the cursor are
positioned where you want them, press [F]. And in answer to the

A prompt is a message from the [LFJ1ind: prompt,type
computer. It “prompts” you for

information. .

' (“word(s) to find/)

and press the key.

A\ Warning
A delimiter is a character that is used to Delimiters, in this example, the slash (/), must enclose the exact word or
mark the beginning and end of a segence phrase you wish to find. The delimiter (/) must be the first character typed,;
of characters. In written English, the do not type aspace first.
space character is used as a delimiter
between words.
The prompt

[Flind:RETURN=Proceed
will appear at the bottom of the screen. You should then press
to move to the next occurrence of the word.

Pressing any key except will exit the [F] command at the
current position. However, it's a good idea to develop regular habits,
so we suggest that you press the bar to exit the command.
But you could just as easily press (E).

If you press and there are no more occurrences of the word or
phrase in the document, the prompt disappears, and the cursor stops
at whichever end of the file the direction arrow was pointed toward.

To find a phrase containing a slash (/), you must use another
delimiter. To find out the characters that may be used as delimiters,
see “Delimiters, Wildcards, and Other Characters” at the end of this
chapter.

Moving the Cursor




Toggling means to switch between
opposites: on and off, left and right.

Setting the Direction Arrow for Editing
Commands

The direction arrow is the first character on the Data Line. The direc-
tion of this arrow affects several editing commands: it sets the direc-
tion for finding and replacing text, and it determines whether text is
deleted or retrieved when you use the [W] and [X] commands.

Whatyoudo... What you get...
Press [D] The arrow changes direction.
Press [D] again. The direction of the arrow

changes once more.

Notice that each time you press [D], the direction arrow switches be-
tween . and . Thisis called toggling. The direction arrow toggles
between < and .

Deleting and Retrieving Text

Using Apple Writer you can delete text by character, word, or para-
graph. There are two methods for deleting characters: one allows
you to retrieve text from a temporary 128-character buffer. Words and
paragraphs can be deleted with the [W] and [X] commands, both of
which temporarily store the deleted text in a 1024-character buffer
from which it can be retrieved.

Deleting and Retrieving Characters

With Apple Writer there are two ways to delete characters, but only
one way to retrieve them. The key deletes characters for
good, but the combination of the (&) key and the () key stores the
deleted characters in a small, temporary buffer.

Deleting Characters Using the Key

In this method, characters cannot be retrieved. The key
moves the the cursor backward (to the left), permanently deleting the
characters the cursor passes over. If you keep pressing the

key, characters will continue to be deleted.
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Deleting and Retrieving Characters Using () and

In this method, characters can be retrieved. Holding down the (&) key
and pressing the (<] key moves the cursor to the left, deleting charac-
ters as it goes—just as with the key. However, there’s an
important difference: the characters you erase are put in a temporary
buffer—a part of memory used for storage. To retrieve the text you've
erased, hold down the (&) key while pressing the =) key. The deleted
text will reappear character by character.

Note: The temporary buffer used by the (@ method of deletion is 128
characters long. This means you can only delete and then retrieve 128
characters atatime.

Deleting Words and Paragraphs With [W] and [X]

Apple Writer also allows you to delete text a word or paragraph at a
time. The [W] command is used to delete and retrieve words. The [X]
command is used to delete and retrieve paragraphs.

Move the cursor to the right of the text to be deleted. Check to be sure
the direction arrow on the Data Line points to the left, <. If the arrow
isn’t pointing left, press [D].

Note: Apple Writer always deletes from left to right.
If you want to delete a word, press [W].
[W] deletes a word at a time and stores up to 1024 charactersin a
buffer. If you continue pressing [W], the cursor will move up the docu-

ment, deleting words as it goes. [W] deletes the characters between
the cursor and the previous space.

Deleting and Retrieving Text




If you want to delete an entire paragraph, press [X].

[X] deletes the text between the cursor and the previous carriage
return. [X] can delete up to 1024 characters at a time. To delete
paragraphs longer than this, press [X] more than once. If you
continue pressing [X], the cursor will move up the document—just
like [W]—deleting paragraphs as it goes.

Warning

Be careful when using [W] and [X]—you might overshoot your goal and
delete valuable text. Of course, you can retrieve the last 1024 characters
you deleted from the temporary storage buffer.

Retrieving Words and Paragraphs

If you change your mind about text you've deleted, you can retrieve it
(provided you haven't used the key) from the buffer.

Note: The deleted text remains in the buffer until later deletions fill up the
buffer and write over previous deletions.

Apple Writer has two buffers to hold deleted text. One buffer holds the
last 128 characters deleted with the (&) and (- keys. And the other,
which holds 1024 characters, is shared by [W] and [X].

Be careful when using [W] and [X] in a kind of combination delete.
You might get some unwanted text when you try to retrieve a para-
graph. But, of course, you always can delete that bit of text.

Helpful Hint: The word/paragraph buffer can hold up to 1024 characters.
To find out the number of characters in a paragraph, place the cursor to
the right of the last character of the paragraph and read the number to the
rightof Tak : onthe Data Line.

To retrieve text deleted with [W] or [X], move the cursor to the posi-
tion at which you wish the previously deleted word or paragraph to
appear. Then make sure the direction arrow on the Data Line points
totheright (). Ifitisn't, press [D].
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Figure 2-3. Deleting and Retrieving

Whatyoudo... What you get...

Press [W] The most recently deleted (with
[W]) word is retrieved and in-
serted into the text at the cursor’s
position.

Press [X] The most recently deleted (with
[X]) paragraph is retrieved and
inserted into the text at the cur-
sor’s position.

_ Note: The Iast

You can also copy text into the buffer without deleting it, helpful when
you want to duplicate text somewhere else in the document. See the
next section, “Moving Text.”

Characters Words and Paragraphs
© (W)
X
puts text into buffer put text into buffer
This buffer can hold This buffer can hold
up to 128 characters. up to 1024 characters.
Retrieve contents with Retre contents with
>) W]
& X
Moving Text

With Apple Writer you can move text in two ways. Both ways use [W]
and [X], but there the similarity stops. The first method removes text
from one location and puts it somewhere else. The second method
leaves the text intact in its original location, but makes an exact dupli-
cate of it somewhere else in the file.

Moving Text




Moving Paragraphs of 1024 or Less Characters
To change the text location of a paragraph of 1024 or less characters:

1. Place the cursor at the end of the text to be moved.
2. Be sure the direction arrow on the Data Line points to the left (+).

3. Delete the text, using either (GJand (< (for character deletions), [W]
(for word deletions), or [X] (for paragraph deletions). For more in-
formation, see the previous section, “Deleting Text.”

4. Move the cursor to the position where you want the text inserted.

5. Retrieve the text. Use (&) and (=) for character retrieval. To retrieve a
word or paragraph, make sure the direction arrow on the Data Line
points to the right () and then use the same command you used
to delete.

Moving Larger Paragraphs
To move a paragraph larger than 1024 characters:
1. Delete the last 1024 characters of the paragraph. Retrieve that

part of the paragraph at the new position following the directions in
step 5 of the previous section.

2. Delete the next segment of the paragraph; retrieve it at the new
position.

3. Continue deleting and retrieving until the entire paragraph is
moved.

Copying Text

If you would like to leave a portion of text intact in one location but
duplicate it somewhere else, you can do so easily with Apple Writer.

To copy text:

1. Place the cursor at the end of the text to be moved.
2. Be sure the direction arrow points left, <.
3. Copy the text, by holding down the () key and using [W] or [X].

Note: When you delete, use the & key. When you copy, use the @ key.
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4. Move the cursor to the location where you want to copy the text.
5. Be sure the direction arrow points right, .

6. Retrieve the text, using [W] or [X]. You now have the same textin
two places.

Replacing Text

If you want to replace a word or phrase with another, you don’t have to
delete the old text and type in new text. You can simply write over the
old text with the [R] command.

To replace an unwanted portion of text with another, move the cursor
to where you want to make the change.

Whatyoudo... What you get...

Press [R] An R appears on the Data Line
as the [R] command is turned
on.

Type the new text over theold.  What you type replaces what is
on the display.

Press [R] The R disappears from the Data

Line as the [R] command is
turned off, and you can move the
cursor to insert, delete, or edit as
usual.

Replace mode allows you to write over text that you want to change
without having to delete it first. If the old text is longer than the new
text, delete the extra text after you turn off the [R] command. If the
new text is longer than the text you are replacing, turn off replace
when you have written over the old text and insert text in the usual
fashion from that point on.

® pressing an arrow key or any
- ] asecondtime

-character turns off replace, as

Replacing Text




Figure 2-4. Text Written With Word
Wraparound On

Wrapping and Splitting Words to Simplify
Editing

Apple Writer's word wraparound feature formats the display so that
lines end at word boundaries, rather than in the middle of words.

When this feature is on, a word that is too long for the end of a line
wraps around to the beginning of the next line.

Word wraparound automatically comes on when you start up Apple
Writer, but you can turn the feature off, and back on, as you please.
To switch the word wraparound on and off, press

(2]

When word wraparound is off, lines end at the 80th character (or 40th
character if you do not have an 80-column text card) or when you press
(RETURN),

Word wraparound makes text easier to read. Figure 2-4 shows an
example of text that has been written on Apple Writer using the word
wraparound feature.
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When word wraparound is off, lines end at the right edge of the
screen. Figure 2-5 shows the text in Figure 2-4 written with the word
wraparound feature off.

Figure 2-5. Word Wraparound Off

Turning off word wraparound has many uses. Among them:

e editing text in tables
e speeding up the time it takes to update the display

o Using [F] to Replace Words

See “Moving the Cursor With [F]" earlier  The find ([F]) command can be used for two purposes: to move the
in this chapter. cursor quickly to a specific word or phrase and to find and replace

[F]uses a buffer that has a limit of 128 text. ’

characters.

Finding and Replacing Text

There will be times when you will want to change all occurrences of a
word or phrase—perhaps a name has been misspelled consistently
throughout a document or an inventory number has been altered.
Finding and replacing one word or phrase with another throughout a
document is quite simple.

First, check the direction of the arrow on the Data Line. It should point
toward the word or phrase you want to find. If you want to make the
replacement throughout the entire document, move the cursor to the
beginning or end of the document.

Using [F] to Replace Words



Whatyoudo... What you get...

Press [F] [FJ1ind: promptsyou for
what you want to find.

Type All occurrences of the word(s)

(word(s) new word(s) )2 arer Leplaced with the new

and press Wore(s).

The A, which means “replace all occurrences automatically,” can be
typed in upper- or lowercase.

Say youwantedtoreplace thousand-cents throughouta
document with a more profitable figurelikemillion-dollar.

Whatyoudo... What you get...

Press [F] The LF 1ind: promptappears
on the bottom of the display.

Type

(eI )a)n) @) XeXe X IS Dm G @D D=) I T

and press

Alloccurrencesof t housand-
cents arereplaced with
million-dollar.

Using [F] to Replace Selectively

You also can use [F] to replace some, but not all, occurrences of a
word or phrase.

Warning

Whenever using [F] remember to check the direction of the arrow on the
Data Line and make sure it points toward the word/phrase you want to
find. If you want to search through an entire document, move the cursor to
the beginning or end.

What you do... What you get...

Press [F] Apple Writer answers with
[Flind:

Type The cursor moves to the first oc-
currence of the word(s), and you

(Dword(s)/J)new word(s)(/)

and press are asked

[Flind:RETURN=
Proceed / Y=Rerlace
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Press to continue the
search.

Press (Y) to replace.

Press

When you want to stop the
search, press the bar.

The word(s) is not changed, and
the cursor moves to the next oc-
currence. The prompt is dis-
played again.

The word(s) is replaced with the
new word(s), and you are asked
if you want to continue.

[Flind:RETURN=
Proceed

appears at the bottom of the
display.

The cursor moves to the next
occurrence of the word.

The search stops.

You may press any character except to stop the search.

When there are no more occurrences of the word or phrase you are
looking for, the cursor stops at the beginning or end of the document,
depending on the direction you were searching.

Resuming Searches

If you accidentally stop a search, or you exit [F] to edit the text you
were looking for, you can go back and continue the search where you
left off—without retyping the command.

Whatyoudo...
Press [F]

Type

=)
and press

Using [F] to Replace Words

What you get...

The LF1ind: promptappears
on the bottom of the display.

The cursor moves to the next oc-
currence of the word or phrase
indicated in the previous [F]
command. The prompt

[Flind:RETURN=
Proceed / Y=Rerlace

appears.




Press The previously defined new
word(s) replaces the previously
defined word(s), and you are
asked if you want to continue.

[Flinds:RETURN=
Proceed

is displayed.

Neat Tricks With [F]

The find command can be a real timesaver. It can

e |eap whole paragraphs with a single bound.

Whatyou do... What you get...

Press [F] The [F 1ind: promptappears
on the bottom of the display.

Type The cursor jumps to the end of

= the next paragraph, and you are

asked if you want to continue.

and press

Press again. The cursor jumps to the end of
the next paragraph or a blank
line.

Each time you press (RETURN), the cursor jumps to the next paragraph
because itis finding carriage returns. To find out more, see “Delim-
iters, Wildcards, and Other Characters” at the end of this chapter.

® Replace something with nothing.

What you do... What you get...

Press [F] The [F 1ind: promptappears
on the bottom of the display.

Type Nothing replaces the first occur-

Bo0O00000000 renceof something.

and press
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The last two slashes, which enclose nothing, indicate that
some thin g willbe replaced with nothing.

e Change tabular spacing.

Whatyoudo... What you get...

Press [F] The LF1ind: promptappears
on the bottom of the display.

Type

(SPACE)(SPACE](SPACE]@_FEJ(SPACE .W(SPACE ).

and press

The number of spaces between
columns changes from five to
two.

Remember: You insert space characters by pressing the bar.
® Replace something with spaces.

What youdo... What you get...

Press [F] The LF 1ind: promptappears
on the bottom of the display.

Type The cursor moves to the first oc-
currence of a backslash (used to

(PacE( ) underline text), and Apple Writer
and press asks if you want to replace it with

a space.

Toggling Carriage Returns

Sometimes it's useful to know where carriage returns are. Apple
Writer shows carriage returns in your document as right brackets (]).

Whatyoudo... What you get...

Press [Q] The Additional Functions Menu
replaces the editing display.

Typel(cJtoselect Toggle The editing display returns with

Carriade Return the carriage returns in the docu-

Displav ment indicated with a right
bracket (]).

Press [Q](¢] again to turn the carriage display off.

Toggling Carriage Returns




See Chapter 4 for another way to indent
the first line of a paragraph.

Tabs

Tabs are a quick way of moving the cursor to a specific place on the
typing line. They also are good for indenting the first line of a para-
graph and for typing columns of numbers or words.

When you start up Apple Writer, a tab file is automatically loaded

into the tab buffer—the part of memory reserved for the current tab
settings. The TAB . 5% 5 file sets tabs every eight spaces up to
column 72. You can use these tabs or, if they aren’t suitable for a
particular text you're editing, you can clear them from the buffer and
set tabs at other positions. You also can save tab settings to a tab file
that you can load into the buffer for use with any text.

If You Want to See a Tab Setting

Seeing the tab settings is easy: press the (Esc) key. Across the top

of the screen, where the Data Line usually is, you see a row of white
boxes and numbers. The white boxes represent tab settings. The
numbers represent the tab number (for instance, the third tab setting
onaline).

Press again; the Data Line is turned off. To get the display
back to normal, press once more; the Data Line returns.

By the Way: The key works the same as the [Q]H command
explained in Chapter 1.

Using toInsert Spaces
To tab to a column where a tab is set, press the key.

When you press the key, the cursor moves to the next set tab
and inserts spaces between the old cursor position and the new one.
This is how you use the tab feature when you are creating new text.

No matter where the cursor is when you press the (7aB) key, it will
move to the next tab position. For instance, if the cursor is in
column 27 and you are using Apple Writer's default tab settings
(every eighth position), when you press the key, the cursor will
move to column 32.
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Rememberthat Tab : onthe Data Line gives the current cursor
position in number of characters from the last carriage return. Tab
positions are always counted from the last carriage return, not from
the left edge of the screen. This makes it possible for you to tab to
positions past column 80—for instance, to tab to position 120 on a
business form. To see where the last carriage return is, follow the
instructions in “Displaying Carriage Returns.”

If you are using tabs to make a table that uses column 80, turn word
wraparound off—by pressing [Z]. If you don't, the last word on the
line will be wrapped around to the next line on your screen, making it
difficult to keep track of the columns in your table.

Tabbing Over Existing Text

If you want to move the cursor over existing text to the next tab posi-
tion without inserting spaces, you use a combination keypress.

What youdo... What you get...

Hold down the (# key and then  The cursor moves over the text to
press the key. the next tab position.

When you hold down the (#) key while pressing the key, the cursor
passes over existing text as it moves to the next tab position; it does
not insert spaces into the text. This is how to use the tab feature when
you want to move the cursor.

Clearing Some Tabs

If you want to clear some of the tab settings in memory, but not all of
them, press an arrow key or (#)-(7A8) until the cursor is on the tab posi-
tion you want to clear.

Whatyoudo... What you get...
Press [T] [Tlabk(Set/Clear/
Purde)

prompts you for a selection.

Type/(c)for “clear.” The message disappears as the
tab clears. There is no indication
on the display that the tab is
cleared, but if you try tabbing to
the position you will pass it.

Tabs




Clearing All Tabs

If you don’t want to use any of the current tab settings in memory, you
can get rid of them all with one command.

Whatyoudo... What you get...
Press [T] [Tlab(Set/Clear/
Purge) :

prompts you for a selection.

Type () for “purge.” The prompt disappears, and if
you press the key nothing
happens.

Note: If you purge all the preset tabs, it is only temporary. The tabs will be
back again the next time you start up Apple Writer.

Setting Tabs

To set atab, use the arrow keys to move the cursor to the position
where you want the new tab.

What you do... What you get...
Press [T] [Tlabk(8et/Clear/
Purge) :

prompts you for a selection.

Type(s) for “set.” Atabis set at the cursor’s
position.

You can set a maximum of 32 tabs, and they can be set at any posi-
tion. Tabs that you set with [T](s) are purged from the tab buffer when
you turn the computer off—but not when you clear memory. So you
can use them in any session at the computer. If you'd like to save tabs
permanently, see the next section.
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Saving Tabs to aFile

If you would like to permanently store a group of tab settings, first set
the tabs using [T](s). Then, to save the settings in the tab buffer:

Whatyoudo... What you get...
Press [Q] The Additional Functions Menu
replaces the editing display.
Type (8] to select Apple Writer asks you to enter
Save Tab File the file name. Don't forget to
specify the disk drive number if
The default drive is the one that was last the default is different than the
used. The computer assumes you want drive you want to use.

to use the default drive unless you
specify otherwise. )
Apple Writer automatically begins tab file names with the prefix

TAB .+ So, for convenience, you can name a tab file the same name
as the text file—and the program will not confuse the two. Don'’t type
the prefix when entering the file name.

If you want to permanently change the default tab settings so that
your tabs are loaded into the buffer when you start up Apple Writer,

here’s how:

Whatyoudo... What you get...

After you’ve set the tabs the The Additional Functions Menu

way you want them, put the is displayed.

MASTER disk in drive 1 and

press [Q]

Type (8] to select You are asked for a file name.

Save Tab File

In response to the prompt, The the original system tab file,

type TAB.SY5, containing tab set-
tings every eight spaces, is re-

placed with your tab file, contain-

Press ing the tab settings in the buffer.

Tabs




Loading a Tab File

Tab files are loaded into the tab buffer, the same part of memory that
holds the tabs you set with [T](s). Any tabs in the buffer are replaced
by the tabs in the file. So, if you've painstakingly set a lot of tabs and

don’t want to lose them, save them before loading another tab file.

Whatyoudo... What you get...

Press [Q] The Additional Functions Menu
replaces the editing display.

Type (4] to select Apple Writer asks you to enter

Load Tab File the file name. Don't forget to

specify the disk drive number if
the default is different than the
drive you want to use.

When you type the name of the file, do not type the TAB .+ prefix.

Helpful Hint: If you press [Q](#), but don’'t remember the name of your
tab file, type a question mark ((2)) and press (®eTurn). A list of the files on
the disk in the default drive is displayed. At the end of the catalog, the
Enter file name: promptisagaindisplayed.

A ShortCut
You can keep Apple Writer's default tab settings on the MASTER disk
and still load another set of default tabs before beginning a session.

Create your own tab file and save it to a disk (other than the
MASTER) withthe name TAB . S S. Save onto that same disk
the file PRT + 5 S from the MASTER disk. Then, each time you
want to use this set of tabs:

1. Start up Apple Writer as you would normally.

2. When the Copyright Screen appears, remove the MASTER Disk,
and insert your special tab file disk. Press (RETURN).

3. Your own tabs are now the default tabs for this session.
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[C] turns on case change.

Underlining Text

To underline text, type a backslash () at the beginning and end of
what you want to underline. When the document is printed, the text
between the backslashes will be underlined and each backslash
you've typed will be printed as a space, unless it appears at the be-
ginning of a paragraph. A backslash that begins a paragraph does
not generate a space when printed so that the line will begin at the left
margin.

What youdo...

Type
UON0008000NINE-E0NnEEG0EO0008)
What you get...

We believe in our product.

is printed.

If you want to print a backslash, you can't use the backslash as the
command to underline text. But you can choose another character as
the underline token and use it in the same way you would use the
backslash. Any character may be used as the underline token. For
more information, see “The Underline Token” in Chapter 4.

Automatic Case Change

You can quickly and conveniently change text from upper- to lower-
case (or vice versa) by turning on case change and then passing the
cursor over the text. If you want to change lowercase letters to upper-
case, place the cursor at the beginning or end of the text to be
changed. Then, press

[C]

to turn on case change.

Look at the Data Line. The letter U has replaced the direction

arrow. This indicates that the cursor has automatically become an
uppercase cursor—that is, any lowercase letters you pass over with
the cursor will change to uppercase.

If, however, you want to change uppercase letters to lowercase,
press [C] again. The U changes to an L., which indicates a lowercase
cursor. Now any uppercase letters you pass over will change to
lowercase.

Automatic Case Change




Whatyoudo...
Press [C]

Move the cursor with the arrow
keys.

Press [C] again.

Move the cursor with the arrow
keys.

Press[C]
Press the bar.

What you get...

U replaces the direction arrow on
the Data Line as case change is
turned on.

Lowercase letters change to
uppercase when the cursor
passes over them.

L replaces U

Uppercase letters change to
lowercase when the cursor
passes over them.

The U returns.

The direction arrow returns as
case change is turned off.

Inserting (CONTROL)-Characters in Text

When you use the key (or key) in conjunction with
another key to tell Apple Writer to do something, as in [S] to save a
document, you issue a command. However, there are instances
when, instead of issuing a command, you will want to embed that
(conTrROL)-character in the document.

You might, for instance, want to use embedded (ConTrRoU)-characters
to manipulate features of your printer. For example, to notify certain
printers that a portion of text should be superscripted, you would
embed an (Esc) (SHIFD-(D] into the text before the character to be
superscripted and then an (SHIFD)-(U] to return to regular text.

If you want to insert control characters into your document—and not
have them interpreted when you type them as commands—you can
do so by using the (ConTroD)-character insertion feature ([V]).

Move the cursor to the place where you want the command to take

effect. Then press

(V]

to turn on (GoNTROD)-character insertion.
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Press [V] again to turn (conTroL)-character insertion off.

Note: When (controL)-character insertion is on, a Y is shown on the Data
Line. Atthat time, the (contrRou)-character(s) you press, including the arrow
keys, are inserted into the text in memory, rather than executed as
commands.

Embedded (ConTroD)-characters are displayed in inverse (black on
white). (Esc) is shown as a left bracket ([).

By the Way: If you want to embed a [V], things get a little tricky. A
specialfile, CONTROLY, onthe MASTER disk was created just for this
purpose. An example of how to embed a [V] is included in “Inserting
(controD)-Characters in Your Glossary.”

Making and Using a Glossary

If there are words or phrases that you use again and again in your
work, you can, with Apple Writer, use a single character to represent
each word or phrase. The word or phrase can then be called up from
a glossary—without your having to type it! This useful feature can
save you a lot of time.

A character and the word or phrase it stands for are called a
definition; one or more of these definitions constitutes a glossary.

A glossary resides in the glossary buffer until the computer is turned
off or until you load another glossary, which writes over the previous
one.

You also can save what you've put into the glossary buffer so that
whenever you want to use it again, you can.

Glossary Specifications

Glossary definitions can differ quite a lot in length and character. But
they all have one important similarity: each definition begins after the
last carriage return and ends with a carriage return.

When making a glossary, observe these rules:

e Any keyboard character can represent a word or phrase except

the asterisk (*) and the question mark (?). The representative
character is called a designator.
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o Uppercase and lowercase letter designators are interpreted
differently by Apple Writer. This means you can use a lowercase
a to represent one definition and an uppercase A to represent
another.

® Each designator must be unique to the glossary. If you repeat a
designator in one glossary, Apple Writer only finds the first
definition.

Glossaries also have size limitations. Follow these rules:
® Maximum size of a glossary (size of the glossary buffer) is 2048

characters.

® Maximum size of a definition is 128 characters (about a line and a
half).

o Maximum number of definitions in a glossary is 99.
® Maximum number of glossary files is unlimited.

Note: You can make a glossary file in which a single definition is 2048
characters long, but if you do, there isn’t any room for other definitions.

There are two ways you can make a glossary. You can build one at
the beginning of a session before you put anything in memory or you
can add definitions to the glossary buffer as you work. In both meth-
ods, the glossary in the buffer can be saved for later use.

Building a Glossary

Before you load a document into memory or start a new document,
you can create a glossary as you would any other document. You can
edit the definitions and save a permanent copy to a disk. If you plan to
use a glossary more than once, this is a faster and more efficient
method than creating a glossary with [G].

To build a glossary all at once, follow these steps:

1. Clear memory (after saving any important contents to a disk) by
pressing [N] and then (¥).
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2. Type your definitions—that is, type the designator followed by the
word or phrase it stands for. Start each definition on a new line.
The glossary can look like this:

- a acco

nts receivable

PProdnosis

If you type a space character between the designator and the word
or phrase, the word or phrase will begin with a space when you
use [G].

3. When all definitions have been entered, check to see that your
document length is not greater than the maximum allowed—2048
characters. The number of characters in the document (in this
case, a glossary) is indicated on the Data Line after L e :.

4. Save the glossary as you would any other document. Press [S]
and, in response to the prompt, give your glossary a file name you
will remember the next time you want to load it. The glossary is
now saved on the disk in the specified disk drive.

5. To use the document as a glossary, you must load it using [Q](€),
which is explained in the next section.

Loading a Glossary File

To use the glossary that you saved on disk, you must load it into the

glossary buffer.

Whatyoudo... What you get...

Press [Q] The Additional Functions Menu
replaces the editing display.

Type(E)toselect Lo ad You are asked to enter a file

[Gllossary File name.

Enter the name of the glossary The glossary is loaded into the

you want to use and press buffer.

When you load a glossary file, it writes over anything that is in the
glossary buffer. This means that any definitions in the buffer are lost.
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Making a Glossary As You Work

If you just want to use a definition temporarily or if you want to add to
the glossary in the buffer, there’s a quick way to do so.

Whatyou do...
Press [G]

Type (2) for “define.”

Follow the rules in “Glossary

Specifications” to enter a defi-

nition. If a glossary is already
in the buffer, be sureto use a
unique designator.

Press

What you get ...

[Gllossarv(?=Define
/*¥=Purde) :

asks you what you want to do.

Enter new
definition :

appears at the top of the display
as you enter the glossary buffer.

The editing display returns.

Note: You must enter each definition separately when you use [GI.

Any glossary in the buffer may be saved with [Q](F), which works the

same as [Q](E).

Warning

All definitions are purged from the buffer when you load a glossary file or
turn off the computer, but not when memory is cleared.

If you load a file of definitions into memory with [Q](g) and then assign defi-
nitions using [G](?), make sure the same designator is not used twice.
Apple Writer will find only the first definition in the glossary for a particular
character: itignores subsequent definitions.
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Purging Glossary Definitions
Here’s how to get rid of all definitions in the glossary buffer.

Whatyou do... What you get...

Press [G] [Gllossarv(7?=Define
/*¥=Purde) :

asks you what you want to do.

Type (+) for “purge.” All definitions in the glossary
buffer are erased.

: use the [G}E] command, only the buffer is cleared. lf you -
loaded the glossary from a disk, the original is still safe and sound. And
you can always save a glossary in the buffer for future use before purging.

Using a Glossary

Using a glossary to insert text into your document is simple.

First, load an existing glossary, with [Q]E), or create one as explained
in “Building a Glossary” and “Making a Glossary as You Work.” Then,
press

[G]

and type the designator that stands for the word or phrase you want
to insert at the cursor’s position. For example, to get the phrase rep-
resented by a, press

[G]=)

The selected phrase is retrieved from the buffer and inserted into the
text at the cursor’s position.
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Figure 2-6.A Sample Glossary File

Trying It Out

Say the glossary in the buffer looks like this:

andyouwanttoinsert FCB Internationals» Inc.into
your text. Move the cursor to where you want to insert the name and
press [G](»). You must type a lowercase p since that's the character
that represents the name.

Voila! The name is inserted.

Helpful ﬁint':*'kly'hefé"s an evel u”lcker way to msert a defmmon press
the (& key and type the designator. The definition, of course, must be
included in the glossary in the buffer. .

Once you've made an extensive glossary, routine correspondence
becomes a snap. For instance, with the glossary shown in Figure 2-6
in the buffer, you could compose many different letters and memos,
each with just a few keystrokes. But before you go to even that much
trouble, see “Creating Personalized Form Letters” in Appendix B to
find out how to do the job automatically!

Notice that the definition in Figure 2-6 that begins with a plus sign (+)
is two lines long. There is no carriage return at the end of the first line
of this definition—it is only at the end of the entire definition.
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Nested Definitions in the Glossary

There may be times when you need to have a definition longer than
128 characters (the maximum size of single definition).

You can use two different, but similar, methods to get around this limi-
tiation: you can nest definitions or you can link them.

To link definitions together, keep your eye on the Data Line to see how
many characters you have typed. When you get to 128, press [G] and
follow with another designator character and continue entering the
definition. You can add to the definition to a level of eight designator
characters (don't forget to count the first one as part of the total).

To retrieve the definition, simply press (&) and the first designator
character: the entire definition will appear at the cursor.

You can also press (&) and the second designator character to get the
portion of the definition from that designator character onward.

Nesting definitions is more complicated. Basically, you can include
seven levels of glossary definitions within the first one.

The first definition begins and includes an embedded [G] command
that calls up the second definition, which is in the middle of the first.
The second definition can have an embedded command to the third
definition, and so on, up to eight levels.

Say the third definition is the last level, after the third definition is in-
terpreted the rest of the second definition is called up, followed by the
remainder of the first definition.

Each definition is nested in the middle of the next.

As in a linked definition, calling up the first designator inserts all the

levels of the definition in your document. The embedded commands
are interpreted as they are encountered,
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Inserting Carriage Returns in Your Glossary

Itis possible for a glossary definition to contain a carriage return.
Simply type a right bracket (1)) to represent the carriage return. When
your document is printed, Apple Writer treats the bracket as any other
carriage return; the bracket is not printed.

This feature allows several lines, such as a name and address, to be
treated as a single glossary definition.

Inserting (CONTROD)-Characters in Your Glossary
You also can embed (conTrRoL)-characters in glossary definitions.

The procedure is similar to that explained in “Inserting
(conTroU)-Characters in Text.” However, (ConTRoU-characters in
glossary definitions are executed as Apple Writer commands when
the definition is inserted into the document in memory.

To get around this, you also must embed a [V] before and after the
(controL)-character. That way, when you insert the definition into a
document, the [V] is executed and the (ConTrRoU)-character is
successfully embedded.

Aside: That's why you can link or nest definitions. The [G] you type is exe-
cuted when you insert that definition. In other words, the definition is in-
serted, and when Apple Writer gets to the [G] it executes the command,
calling up the next part of the definition.

If you are embedding (conTroL)-characters in a definition you are
entering with [G], you just type the character while holding down the
key. The characters are displayed in inverse.

But if you are working with a glossary that you are creating as you
would any other document in the editing display, embedding a[V]is a
little tricky. So a special file, named CONTROLVY, is included on the
MASTER disk to help you. The function of the file is to embed [V].

Say you wanted to embed an (sHiFD-(0) into a glossary defi-
nition to superscript a number.
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What you do...

Type the designator and

the definition. When you

get to the part you want to
superscript, use [V]to turnon
(conTrROL)-character insertion.

Type
(SHIFDD)

Press[V]to turn
(conTroL)-character insertion
off and type the text you want
to superscript.

Use [V]again to embed an
to turn off
the superscript command.

Be sure (ConTRoL)-character
insertion is off. Position the
cursor in front of the
(ConTrROL-characters you just
inserted. Press [L] and type

BE0UREBY

Move the cursor to the
position just after the same
(conTROL)-characters.

Load CONTROLVY again.

What you get...

A U is displayed on the Data Line
as (ConTroL)-character insertion is
turned on.

The (ConTrRoL)-characters are dis-
played in inverse on the screen.

The text is displayed normally.

The (ConTrOL)-characters are dis-
playedininverse.

The file CONTROLV is loaded
into memory and a single [V] is
inserted at the cursor’s position.
The Y is displayed in inverse
like other embedded
(ConTROL)-characters.

Another Y ininverse is inserted
into the text.

You have successfully embedded (ConTrRoL)-characters in a glossary.

Remember: In any glossary that you work on in the editing display, you
must embed a[V], by loadingthe CONTROL Y file, before and after all
embedded (controL)-characters. Those characters (displayed in inverse) are
embedded by using [V] as explained in “Inserting (controD)-Characters in

Text.”
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The SPECIAL File

SPECIAL, onthe MASTER disk, is a A special file contained on your MASTER disk, called SPECIAL,
back door to non-editing functions. can save you time because you don’t have to leave the editing display
to obtain other functions.

SPECIAL issetup asaglossary file, and as such must be loaded
with [Q](E) into the glossary buffer.

Here are some of the shortcuts SPEC I AL lets you take:

® [G](e) prints the document in memory

[G](c) gets you the catalog listing

[G]) restores default print values
[G](@) quits Apple Writer
[G](n) erases memory

SPECIAL also contains the commands necessary to print super-
scripts and subscripts with the Apple Letter Quality Printer:

e [G](t)embeds the command to print a superscript
e [G](Jembeds the command to print a subscript

The following commands apply to the Apple Dot Matrix Printer:

e [G](7) gives 17-pitch (17 characters per inch)

[G](2) gives 12-pitch (12 characters per inch)
[G](e) gives 10-pitch (10 characters per inch)
[G](8) turns on boldface
[G](®] turns off boldface

[G]& turns underlining on (you must use the key for this
command)

e [G](-)turns underlining off

A Warning
Touse SPECIAL itmustbe loaded as a glossary file and notas a
document. See “Loading a Glossary File” earlier in this chapter.
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For more information about using [V],

read “Inserting (contrRoL)-Characters in Text”
and “Inserting (contrRoL)-Characters in Your
Glossary.”

SPECIAL isacollection of embedded commands. It was created
by following the directions in “Inserting (conTrRoD-Characters in Your
Glossary.” Follow the instructions in that section if you want to add to
or change this special glossary.

For instance, if you are not using a letter quality printer, you can still
use SPECTI AL for most of its definitions, but you must use different
subscript and superscript commands.

To make your own “special” glossary file:

1. Load SPECIAL as atextdocument with [L].

2. Type a designator to represent the subscript command. Then use
[V] toinsert the (conTroU)-characters that command your printer to
print subscripts. Repeat this step to enter the superscript
definition.

3. Use CONTROLY to embed a [V] before and after any embedded
(conTrOU)-characters.

4. Save the glossary to a new file name with [S].

5. To use the subscript and superscript commands for your printer,

load this glossary into the buffer with [Q](E).

Note: Subscript and superscript commands must be used in pairs. If you
insert a subscript command to the left of a character, you mustinsert a su-
perscript command to the right of it (and vice versa) so that subsequent
text will be printed normally.

Editing With a Split Screen

You can compare and edit two different parts of the same document
by splitting the screen into two displays.

Editing With a Split Screen




How to Split the Screen

The [Y] command splits the screen horizontally into two 12-line
displays.

Whatyoudo... What you get...
Press|[Y] The prompt

[Y]l SplitScreen
(Yes/No/RETURN

=5witch)
appears at the bottom of the
display.
Type (Y] and press to Two Data Lines are shown as the
split the screen. display is split.

Splitting the screen does not affect your text or the commands used to
editit. Spllttmg the screen only affects the way the text in memory ts
displayed.

Moving the Cursor Between Displays

When you split the display, you get two cursors as well as two Data
Lines. The blinking cursor is the one that is active. To activate the
cursor in the other display, press

(Y]

again. In response to the prompt, press (RETURN),

Each time you press [Y] (RETurN), your control of the cursor switches
between displays.

Restoring the Display

To return to one display, press
[Y]
one more time.

Type (W for “no” in response to the prompt and press (RETURN). The
single screen display is restored.
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A window can be all or part of the display
screen. When you are using a split
screen the display is split into two
windows.

Using a Split Screen to Compare Text

The split screen feature is handy when you want to see two different
parts of the same document. With the document in memory, follow
these steps:

1.
2

Split the screen by pressing [Y](Y) and then (RETURN).

In the display with the blinking cursor, use the normal editing com-
mands to position the document in the window so that the part you
want to see is displayed.

. Activate the cursor in the other display by pressing [Y]

(RETURN).

. Move the cursor to the part of the document that you want to

compare.

Warning

You can edit text in either display, using the same commands you would
use if the screen were not split. Butitis a good idea to do all editing in one
display and use the other just for comparision. When you switch between
the displays, the single document in memory is updated and all the
changes you have made in one display are incorporated into both
versions.

If you want to compare one document with another, be sure both are
saved on a disk. Then, follow these steps:

1.
2.

Load one document.

Put the cursor at either the beginning or end of the document in
memory. Use [B] or [E].

3. Load the other document.

. Split the display using the [Y] command.

. Inthe display with the blinking cursor, use the normal editing com-

mands to position the text in the window so that the document you
want to see is displayed.

. Activate the cursor in the other display by pressing [Y] (RETURN),

. Move the cursor to the part of the other document that you want to

compare.
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Warning

Notice that although you have split the display, you really are working with
only one piece of text. This is because Apple Writer treats everything in
memory as one document—even if you load two or three files. Any
changes you make in either display are incorporated into the one docu-
ment in memory.

If you have loaded more than one document for comparision and you
have made some changes you want to keep, be sure to delete the extra
text before saving the new version. To be on the safe side, it's a good idea
to save the document under a different file name so you don't write over
any of the original files.

Moving Text With a Split Screen

A split screen is especially useful when you are rearranging pieces of
text that are not adjacent. With a split screen you can see both pieces
of text at the same time and move text from one display to another.

For example, after you have used [Y] to split the display, follow these
steps to move a paragraph from one display to the other:

1. Delete the paragraph by placing the cursor atits end and pressing
[X]. Remember that the direction arrow should point to the left.

2. Activate the cursor in the other display by pressing [Y] (RETURN).
Then move the cursor to the new location for the paragraph.

3. Use [D]to point the direction arrow to the right.
4. Retrieve the paragraph by pressing [X].

5. Save the new version with [S].

Footnoting

There are two kinds of footnotes: running footnotes, sometimes
called footers, which repeat from page to page and include things like
page numbers; and notes of reference or explanation, which are usu-
ally placed below the text printed on a page. You'll find out all about
footers in Chapter 4, the chapter on printing. This section only covers
the latter kind of footnotes—notes of reference and explanation.

Apple Writer lets you type the footnote within the textimmediately
after its point of referral. At the same time, you must insert special
commands so that the footnote will be printed at the bottom of the
same page as its point of referral.
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See Chapter 4 for more on the underline
token.

Here’s how you enter a footnote so that it is automatically printed at
the bottom of a page:

1. After you have typed what you want to reference, embed the
(conTrOL)-character to print a superscript.

2. Type the footnote reference number.

3. Embed the (conTroD)-character to cancel the superscript.

4. Type followed by the text of the footnote.

5. Type at the end of the footnote, followed by a space.

That's all there is to it. It can be even easier if you don’t embed

(conTroL)-characters to superscript the reference number. Just skip
steps 1 and 3.

Warning

The begin footnote symbol (< starts the footnote at the left margin, butiitis
up to you to enter carriage returns where necessary to properly format the
footnote. See the next section.

Formatting Footnotes

Text typed between these symbols, (<text>), is automatically put at
the bottom of the page as a footnote when the document is printed.
But the actual footnote must be formatted at the keyboard.

The footnote ignores right margins, so you must insert them by press-
ing RETURN), Your footnote text should not extend beyond the

80th column, so take care to press before you reach that
point.

If you want a second footnote to start on a separate line, you must
end the first footnote with a before typing the >) symbol.

To indent a footnote, put the number of indented spaces desired
between the beginning symbol and the start of the footnote text.

To underline part of a footnote, insert a backslash or underline token
at the beginning and end of the text to be underlined—just as you
would with ordinary text.

Footnoting




A single footnote cannot consist of more than 128 characters. There
cannot be more than 1024 characters of footnotes on a single page. If
there are, you will see this message on the screen when the text is
printed:

This means that there were more than 1024 characters typed into the
footnote buffer.

Recovering From Footnote Buffer Overflow

An overflow error only means that your footnote was too long to be
printed properly. When you look at the document on the display, you
will notice that you haven't lost any of the text.

To print the footnote you must either: delete part of the footnote or
split the footnote between two pages.

Follow these steps to split the footnote between two pages:

e Determine where to divide the footnote.
e Type the first half of the footnote as you would any footnote.

e Type the second half of the footnote anywhere in the text that will
be printed on the next page. If you put it about 50 lines after the
first part of the footnote, it should appear on the next page when
the document is printed.

Trying It Out

Here’s an example of a footnote and how to add it to a document. The
printed text will look like this:

Subsequent studies (3) do not support this theory.

And this footnote, printed at the bottom of the page and indented six
spaces from the left margin, will ook like this:

3. James and Culbertson, The True Meaning of Q
(King’s Press, New York 1970)

Enter the text and footnote so the display looks like this:

equent studi D ¢ ames and Culbertson:\The Meaning of G\

(Kings Presss N SUPPOPL this theory,
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The standard delimiter is the slash (/).
The standard underline token is the
backslash (\).

Figure 2-7. Delimiters and Other
Characters

Delimiters, Wildcards, and Other Characters

A delimiter is a character marking the beginning and end of a text
segment to find, save, or load. For instance, when you use the [F]
command to find a word or phrase buried somewhere in the text, you
surround the word or phrase that you want to find with a slash (/)—a
delimiter. In Apple Writer, the standard delimiter is a slash (/), but sev-
eral other characters can also be used.

Besides delimiters, three other types of characters have special
meaning to Apple Writer: wildcard characters, carriage return
characters, and any length characters. The following sections
explain what they do.

You can use these types of characters to represent other characters
in find, save, and load statements—but only when you use a delimiter
other than the slash. When used with the slash they have no special
meaning.

Use the slash (/) as the standard delimiter, except:

® whenthere’s a slash in the phrase or word to find or in the begin-
ning or end word or phrase of the text to save or load.

® when you want to use a wildcard, any length, or carriage return
character.

If you cannot use the slash as a delimiter, you can use several other
characters. These characters are shown in Figure 2-7.

Delimiter Any Length Carriage Return Any Character
(Wildcard)
/ none none none

A
Il
\%

?
# $ % &
& ' ( )
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When the slash is part of the text you
must use another delimiter. The
delimiter character must not be
repeated in the specified text.

The characters shown on the same line and to the right of each
delimiter—under any length, carriage return, and wildcard
characters—have special meanings when they are used with that
delimiter. So if you use a delimiter other than the slash, make sure
that the text you put between the delimiters does not contain any of
the three special characters shown in Figure 2-7.

Trying It Out

If you want to use the standard delimiter to find the phrase marke t
value, check the direction arrow and cursor position.

Whatyoudo... What you get...

Press [F] and type The bottom of the screen looks
B0000006zs Micetlats:

RO [Flind:/market value/
Press to begin the The cursor moves to the first oc-
search. currenceof market wvalue

and the prompt asks you to press
if you want to proceed.

To find the phrase

Serpt/0Oct % value®?

You must use another delimiter—one that doesn’t have a dollar sign
($) or question mark (?) as a special character. In this case you could
use the ampersand (&). Check the direction arrow and cursor posi-
tion, then press [F] and type

EE R ) Erace s)EracE) )] e 7)e)

The bottom of the screen looks like this:

Press to begin the search.
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The wildcard can help you find things
when you can't spell them exactly.

An any length character helps you find
things when you don’t know how long
they are.

Wildcards

A wildcard is a character that stands for any character. When itis
used, it tells the program to ignore any character found in its position;
it means “don’t try to match this character, just accept whatever char-
acteris there.” Forinstance, the question mark (?) wildcard in this
statement

would find

analvsts
anarchists
antacids

if they occurred in your document. The command looks for all words
that begin with an and have an s in the sixth character postition.

As illustrated in Figure 2-7 the less than sign (<) is the appropriate
delimiter to be used when a question mark (?) is the wildcard.

See Figure 2-7 to find out what other characters you can use as wild-
cards. That figure also shows which delimiters, any length charac-
ters, and carriage return characters you can use with wildcards.

Any Length Characters

An any length character is a character that stands for a character
string of any length.

When itis used, Apple Writer accepts any number of characters
found in the character’s position as long as all other characters of the
text string match. We will use the quotation mark (") as our any length
character in the next illustration. Look at Figure 2-7 to see that the
corresponding delimiter is an exclamation point (!). So, with this in
mind, if you press [F] and type

00000000

Delimiters, Wildcards, and Other Characters




The cursor will find these text strings

July 31, 1981
Jarnuwuary 12th 1881
Jack savs sales drew in 1981

if they occur in the document because the command finds strings of
any length that begin with the letter J and end with the numbers
1981.

See Figure 2-7 to find out what other characters you can use as any
length characters. That figure also shows which delimiters, wild-
cards, and carriage return characters you can use with any length
characters.

Carriage Return Characters

A carriage return character is a character that stands for a carriage
return!

It is the character to use when you want to put a carriage returnin a
find, save, or load statement. If you try to insert a carriage return by
pressing the key, Apple Writer would try to execute the com-
mand and you’d get an error message. To avoid this, Apple Writer
allows other characters to stand for the carriage return.

In our illustration we'll use the pound sign (#) carriage return charac-
ter. Figure 2-7 indicates the exclamation point (!) is the appropriate
delimiter for the pound sign. So, if you press [F] and type

00EC0ErR0A00G00000000EcE3u0080

Apple Writer finds the name PCB Internationals Inc.
only when it appears at the beginning of a paragraph because the
command says to look for all instances of the name that are pre-
ceded by a carriage return.

See Figure 2-7 to find out what other characters you can use as car-
riage return characters. That figure also shows which delimiters,
wildcards, and any length characters you can use with carriage
return characters.
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Another Example

To find the names of doctors on this list

whose first names are four characters long, you would press [F] and
then type

() )(sPacEX s)(s)s)s)(PACE) )

Quitting Apple Writer

If you want to quit Apple Writer—either because you are through with
your current session or because you want to use a program on an-
other disk—first save the document in memory (unless you really
don’'t want it). Then quit Apple Writer.

Whatyoudo... What you get...
Press [Q] The Additional Functions Menu
is displayed.

Type (¥ to selectthe optionto  This prompt is displayed:

it A iter .
9 PPle Wri Erases Memorv. Quit

(Y/N) 7

This is your chance to make a graceful exit from this command, if you
pressed it accidentally, or from Apple Writer! If you don’t want to quit
Apple Writer after all, you can change your mind at this point by
pressing(N).

Whatyoudo... What you get...
Type The screen clears and you are
left with the BASIC prompt (1)

to confirm that you want to

. and cursor.
quit and erase memory.

If you are through using the Apple lle, turn it off. If, however, you want
to insert another program disk and keep working, you may do so.

Quitting Apple Writer




Summary of Chapter 2 Terms

Any length character: A character that stands for a character string
of any length. Used with the [F] command.

Buffer: A part of memory used for temporary storage.
Delimiter: A character that marks the beginning and end of a portion
of text that you want to find, save, or load. In Apple Writer, the stan-

dard delimiter is a slash (/).

Editing mode: Apple Writer is almost always in editing mode. This
means that you are creating or changing a document.

Toggle: To turn on or off.

Wildcard: A wildcard character stands for any character. A wildcard
character is often helpful with the [F] command.
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When you load the contents of afile, you
don’t change anything on the disk.

Managing Files

In this chapter you will learn about the commands that load, save,
and manage files in detail. You also will learn about housekeeping
commands: those that help you monitor your progress, prepare disks
for information, and get rid of documents you no longer need.

Loading Information From a File

In Apple Writer there are several ways in which you can load informa-
tion from afile:

® you can load a copy of an entire file from a disk

® you can load a copy of part of a file from a disk

® you can load all or part of a file from memory

You also can load a file so that you can peek at its contents without

putting it into memory. All these methods will be covered in the follow-
ing sections.

You should understand that when you load the contents of a file you
don’t erase or write over anything you may have in memory. The [L]
command inserts only, and always at the cursor’s position.

Loading the Contents of a File From a Disk

To load the contents of a file with Apple Writer, you must first turn on
the computer and start up the system.

If you have one disk drive, you will then remove the MASTER disk
and insert the disk containing the file or files you wish to load. If you
have two disk drives, you will leave the MASTER disk in drive 1 and
put the disk containing the file or files to be loaded in drive 2.
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If afile is too big for memory a bell will

soundand Mem:
the Data Line.

@ will be displayed on

To load an entire file from a disk, press
[L]

Then, when this prompt

[Lload:

appears, type the name of the file desired and, if necessary, a
comma and the disk drive from which the file will be loaded.

If you load a file when there is no other file in memory, that is, at the
start of a session or after erasing memory with [N], its file name will
be displayed on the Data Line.

If you load a file when another file is already in memory, there’s a
chance that there won'’t be enough space in memory for the entire
file you're loading. If there isn't, the Apple lle will sound a bell and
Mem: @ willbe displayed on the Data Line.

You will have to break the text into two files. To do this, save the text
that fit into memory to a file. You may want to delete some of the text
to make a logical break. Clear memory.

Then load the file that overflowed memory. Delete the text you have
included in the other file. Save this second part to another name.

Now you have smaller chunks to work with. Try the [L] command
again.
A Quick Way to Load the Contents of aFile

When the name of a file you want to load is already on the Data Line,
there’s a quick way to load that file.

Whatyoudo... What you get...

Press|[L] The [LJoad: promptappears
and waits for you to type afile
name.

Type The file named on the Data Line

g is loaded.

and press

[L]=) always loads the entire file.
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If you get an error message while loading
afile, see Appendix C for more
information.

If You Make a Mistake

Occasionally, after typing the name of the file to be loaded, you might
get the following message:

This means you either made a typing error in the name or the file
does not exist. In either case, you should press [O](4) to check the cat-
alog listing of the disk. Perhaps the file you want is on another disk.
Perhaps—we hope this never happens!—you forgot to save the doc-
ument the last time you worked on it. Or perhaps you just made a
spelling error, like typing forafilenamed SILLY.

Note: After the DOS error message, you must press before you
can issue any Apple Writer commands, such as [O](&).

You might get other error messages from time to time: consult
Appendix C.

Most errors occur because of failure to follow the syntax of the com-
puter. More detail about syntax and specifying disk drive numbers
follows.

Syntax

The grammatical rules that govern a computer language are known
as syntax. If you don’t use the correct rules when instructing your
Apple lle to do something, the computer won't understand. For that
reason, you must take care in the order and form in which you spec-
ify a file name, disk drive, or other options when giving a command.

When to Specify Drive and Slot Numbers

A disk drive is used every time you load the contents of a file from a
disk or save a document to a disk. Apple Writer keeps track of the
drive you used last, and uses it again (as the default disk drive)
unless you instruct it otherwise.

In other words, the only time you must specify a disk drive number
is when you want to use a drive other than the default, the one you
used last. If you have not used a drive since starting up the system,
Apple Writer uses drive 1; drive 1 is thus the default until you use
another disk drive. Then that drive becomes the default.

You must specify a slot number only if you are using more than two
disk drives and only when you want Apple Writer to use a slot other
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If you forget the name of the file you want
to load, [L](?)gives you a catalog of the
disk in the default drive.

than the last one used. Slot 6 holds the disk drive controller card for
drive 1 and drive 2. Slot 5 holds the controller card for drives 3 and 4
(if you have them). Slot 4 holds the controller card for drives 5 and 6.

The default slot is slot 6. Apple Writer uses this slot if you have not
used a different slot since starting up the system in a particular ses-
sion. Slots are specified in much the same way as drive numbers:
type the letter (s) followed by the slot number.

Always put the slot number before the drive number in load
commands:

[Lioad:MEMD 55 +d2

Note: Even if you have three or four disk drives, numbers in commands
are always 1 or 2. This is when the slot becomes important. In the preced-
ing example, the drive accessed would be drive 4: the second disk drive
connected via slot 5.

When you load a file from a disk, you are putting a copy of the file into
memory. The editing you do on the copy of the file in memory has no
effect on the file on the disk until you save the document again with
the same name. At that point, the copy in memory (called a docu-
ment) is written over the copy on the disk (called a file).

So, if you make a drastic mistake while editing the file in memory—
perhaps you accidentally wipe out half the file or somehow turn it into
gibberish—don't save the file! Just clear memory, load another copy
of the file, and resume editing.

Helpful Hint:

If you're ready to load a file but can't remember its name, there’s a quick
way to see the names of all the files on your default disk.

Press [L] and type (2). Press (RETURN).

A catalog of the files on the disk in the drive last used is displayed. To list
the files on a disk in another drive, press [L](2) and then type a comma and
the disk drive number. For instance, to get a catalog of the disk in drive 2,
press [L] and then type - f

afterthe LL 1o a.d : prompt.
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Figure 3-1. The Syntax of a Comman

The word or phrase between delimite
called a marker because it marks the
segment to save.

d

sis

A delimiter is a character that is used to

mark the beginning and end of a
sequence of characters. In written

English, the space characteris used as a

delimiter between words.

Loading parts of files is done by
specifying markers within the text.

File Disk Drive First Last Other
Name Number Identifier Identifier Option(s)

Tl

[L]oad:memao,d2/big picture/bottom line/AN

Command Prompt Comma Delimiters

Loading Part of a File

To load part of a file, you must specify the part you want by using
markers—the first and last characters of the part to be loaded. First,
put the cursor where you want to insert the text; then follow these
steps:

1. Press [L] and type the name of the file and, if necessary, acomma
and the disk drive number.

2. Type the beginning marker (the first word or phrase of the segment
to be loaded) between delimiters; then the ending marker (the last
word or phrase of the segment) and a final delimiter. The load
command should look something like this on the screen:

3. Press

When specifying a marker, use as many characters or words as are
necessary to make the marker unique. If the marker is not unique, the
wrong segment may be loaded.

If you use a slash as a marker, you cannot use the slash as a delim-
iter. To find out what other characters you can use as delimiters, see
Chapter 2.

To load from the beginning of a file to a specific word or phrase, leave
the first set of delimiters empty so that the load command looks
something like this:

t&]oad:f’*enamegﬁl//ending marKer/
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The A option loads all occurrences of text
with the specified markers.

When loading part of a file, you can use one or both of two options by
typing the character that stands for it after the final delimiter. You can
type (A for “all” occurrences and (N) for “no” markers. If you type

after the last delimiter, like this:

All occurrences in the text that begin and end with the specified
markers are loaded. If you type

Q)

after the last delimiter. The part of the file specified by the markers is
loaded without loading the markers themselves.

Note: The A and N options should only be used in [L]instructions that use
three delimiters. -

You can also load the part a file from a certain place within the file to
the end. The command should look like this:

Press (RETURM), A copy of the file will be loaded from the indicated place
to the end.
Trying It Out

Create a document that contains the following entries. Type this text
so that it looks like this on your display:
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When you have finished creating the document, save it to a disk with
thename CLIENTS. We'll use this file to see how to load part of a
file. To load the first name and address from this file, press [L] and

type
COEN@DESEGEOE0 ) ele)E)

Specify disk drive number after CLIENTS, if necessary. When you
press (RETURN), this is what is loaded:

Using the N option loads the text without
the markers.

You can use the A and N options together
to load all occurences without markers.

If you want to load a name and address from the same file, but not the
bracketed number preceding it, you can use the bracketed numbers
as markers and load with the N (“no” markers) option. To do so, press
[L]and type

CUOENDEUEDEREWER

Notice that you may type the letter for the option in upper- or
lowercase.

When you press (RETURN), this is what is loaded:

To load all addresses from the same file without loading their mark-
ers, press [L] and type

CUHENDEE< N
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When you press (RETURN), this is loaded:

To load fromthe name Cha rl e s to the end of the file, press[L] and
type

CLOENTEICER WD

When you press (RETURN), this is what will appear on the screen:

Loading From Memory

If you want to make a copy of a segment of text so that it appears
twice in your document, you can load the segment directly from
memory.

First, move the cursor to the position where you want the text in-
serted. Then, press [L] and type

Then type the beginning and end markers of the segment you want to
load. Don’t forget the delimiters and the options. Press (RETURN),

Trying It Out
Type the following text into memory. Use the key to space the
columns.
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See Chapter 2 for other ways to move
and copy text in memory.

: ﬁg

If you want to move these headings to another place in memory, with-
out retyping the whole line, press [L] and type

FHOEEEND

The bottom of the screen should look like this:

Press to accept the command.

The segment is loaded into memory at the cursor’s location. You now
have two copies of the same headings.

By the Way: If this were the only text in memory, you could just type [L|(#]
and then press to copy the text at the cursor position.

Peeking at a Document

If you are editing one document and want to see what's in another,
you can do so without disturbing the document you're editing. To
peek at a document, load it into the screen buffer—the part of
memory reserved for the display.

To do this, press
[L]

and then type the file name (and, if necessary, a comma and the disk
drive number). Then type

and press (RETURN). The backslash tells Apple Writer you want to load
the file to the screen buffer.

Here’s what the command should look like on your display:

Warning
If you leave out the backslash, the file will be loaded into memory.

Loading Information From a File




See the Apple lle Owner’s Manual for
more information about file names.

When a file is loaded to the screen buffer, it scrolls quickly by. If you
want to linger at a particular section of the document, you can control
the scrolling with (ConTrRoD)-(s).

Hold down the key and press (s). The scrolling stops. Press
(conTroL)-(s) again and the scrolling resumes.

Saving Documents

Saving the documents you have created is one of the most important
things you will do with Apple Writer. And one of the most important
aspects of saving is to give your work a unique name. As with load-
ing, there is a certain syntax involved when giving your documents a
name.

The rules for Apple Writer Il file names are simple. Names must

e start with a letter (alpha character)
e contain none of the special characters shown in Figure 2-7.

® be less than or equal to 30 characters long

Note: The Data Line only shows you the first 23 characters of the file
name, but you are allowed,SO.

You can type file names in uppercase, lowercase, or a combination of
the two. Apple Writer doesn’t recognize case when it comes to file
names.

You can save textin memory several ways.

® You can save all of memory to a new file on a disk.

® You can replace an older version of a document by giving the new
version the old name.

® You can save part of memory to a new file.
® You can save all or part of memory onto the end of an existing file.

The next four sections discuss the various methods of saving
documents.

Saving All of a New Document

To save the entire contents of memory to afile, press

[S]
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Then, in answer to the prompt (L 51 au e ), type the file name and
disk drive number of the disk you want to save the document on. Sep-
arate these two pieces of information by a comma. Then, when you

are sure the information you typed is correct, press (RETURN). Before you
press (RETURN), you can correct any typos by backing the cursor over
them and retyping.

For example, if you want to save the contents of memory to a file
named INYENTORY onthe diskin drive 2, you would press [S] and
then type

(D)) ) (@2
Press to execute the command.

Most of the time you do not have to specify the drive number and can
just type the file name. This is because Apple Writer keeps track of
the drive last used and automatically uses it again. The only time you
must type the drive number is when you want to use a disk drive other
than the one last used.

Warning

Do not save the new document to an existing file name, unless you defi-
nitely want the contents of memory to replace the contents stored under
that name! Apple Writer gives you no warning that you are about to write
over an existing file.

You can protect your files so they can’t be accidentally erased. See “Lock-
ing Files” later in this chapter.

Checking the Catalog for File Names

Each disk has a catalog that serves as its table of contents. If you
want to check the catalog before you save your document (to be sure
you won't be writing over any files you need), press [S] and type

Press (RETURN),

A listing of the disk in the default disk drive is displayed. If the catalog
is longer than one screen, press the bar to continue scrolling.

If necessary, before you press (RETURN), type a comma and the number

of the disk drive (and, if appropriate, slot number) containing the disk
whose contents you wish to see.

Saving Documents




The Data Line only shows the first 23
characters of a file name.

The short cut [S]=) will save the
document in memory to the file name on
the Data Line.

If you get an error message when saving
a document, see Appendix C.

Using the Data Line to Save a Document

When the file name you want to save a document under is already on
the Data Line, there’s a speedier way to save. Press [S] and instead
of the file name, type

=)
Press (RETURN).

The contents of memory are saved onto the disk under the file name
on the Data Line.

[S]=) always saves the entire contents of memory. You can’t use it to
save only part of a document.

Whenever you load a document after clearing memory or save a
document, the file name appears on the Data Line until you erase
memory, save to a new file name, quit Apple Writer, or turn off your
Apple lle.

Warning

Save frequently! When you are working on a document, you should save
the contents of memory every 15 minutes or so. That way, if there is a sud-
den loss of power to the computer, you won't lose a great amount of work.

Trying It Out

Type a short memorandum to yourself. Then, to save the contents of
memory to a file named MEMO on the disk in drive 1, press [S] and

type

MEMOLI M)
The screen shows:
ve tMEMD d1

Press to execute the command.

Remember: You should never save documents on the MASTER disk.

Saving by Replacing an Old File

When you load a file, edit it, and then save it again with the same
name, you actually are replacing the old version of the file with the
new version. This is called writing over a file.
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The old version of the file disappears and the space it occupied (plus
or minus the editing changes you made to the new version) is taken
up by the new version of the file.

You save your document in the same way described in the previous
section, “Saving All of a New Document.”

Saving Part of a Document

If you only want to save a part of the text in memory, follow these
steps:

1. Place the cursor at the beginning of the text segment to be saved.

2. Press [S] and type the file name, and, if you want to use a drive
other than the one last used, type a comma and the drive number.

3. Type the last word or phrase (being sure that what you've typed is
a unique word or phrase) of the segment you want to save be-

You can use markers and delimiters with tween delimiters. The word or phrase between delimiters is called
g&ﬂgggma”d to save parts of a marker because it marks the segment to save. Follow this
' syntax:

4. Press (RETURN),

Normally, a slash (/) is used as the delimiter. If the word or phrase that
is used as a marker contains a slash, you cannot use the slash as the
delimiter for that marker. See “Other Delimiters” in Chapter 2 to find
out what other characters you can use as delimiters.

Trying It Out
Type the following paragraph into memory so it looks like this:

- = _us brishter smiles with every
r in 1879--has been in steady
believe that at least 50% o

en and .Rﬁbe-r.

Say you want to save the second sentence of this paragraph to afile
named BRAND X on a disk in drive 2. To do so, move the cursor over
the HinHowe v e r, press [S], and then type

EEENE)DRDW ) &ELD

Press to execute the save.

Saving Documents




You can add text to the end of a file with
[SI&

Saving by Adding Onto the End of a File

There will be times when you will want to add all (or part) of the
contents of memory onto the end of an existing file. Here’s how.
First, press [S] and type the name of the file you want to add the text
onto; if necessary, add the number of the disk drive containing the
disk. If you want to save only part of memory, also type the beginning
and end markers between delimiters. Then, type

and press to add all (or the specified part) of the contents of
memory onto the end of a file.

Trying It Out

Create a small document about Brand X toothpaste and save itto a
file named DOLDBRANDS. (Save itto the same diskas BRANDX.)
Now, load BRAND X into memory. Then, to add

itionally, Brand X toothpaste has brousht us brishter smiles

from the text in memory onto the end of the file named
OLDBRANDS, position the cursor overthe T in
Traditionallvy,press[S], andthentype

EUEERAMNXS) I mDDEI)
Your display should look like this:
[Slave:DLDBRANDS/smiles/+

Press to execute the command.

Clearing Memory for a New Document

Before working on a new document, you should always save the doc-
ument currently in memory to a disk and then erase memory (unless
you want to combine the new document with the document contained
in memory).
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[N] erases the text in the computer's
memory and clears the display.

See the Apple lle Owner’s Manual and
the DOS Manual to learn more about the
Disk Operating System.

Figure 3-2. DOS Commands

What youdo...
Press [N]

What you get...

The following prompt is
displayed:

[NJlew
Memory)

(Erase
Yes/No 7

This cautionary prompt is to protect you. If you pressed [N] by mistake—
or if you decided that you don't, after all, want to erase the contents of
memory—you can change your mind by simply pressing (\) (for “no”).

Press (Y] for “yes.” Memory is cleared.

[N]Y) erases only the part of memory reserved for documents; it does
not erase the contents of the buffers: those areas in memory re-
served for tab settings, glossaries, print values, and text deletions.
[N]¥) also restores Z to the Data Line and sets the direction arrow

to <.

Managing Files With DOS Commands

In Apple Writer, the commands that manage files—those that delete,
rename, lock and unlock files; and those that initialize and catalog
disks—are DOS commands. The DOS Command Menu allows you
to use DOS (the Disk Operating System) directly from Apple Writer.
Press

(O]

to display the DOS Command Menu.

DOS COMMANDS

. Catalosd
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[O]® shows you a list of the files you have
on adisk.

To select a function from this menu, type the letter preceding it.

cting a function from the DOS

edmngdmpmy

After you have selected the appropriate letter for the function you
want, follow the instructions given in the prompt. When you enter in-
formation you must press to tell Apple Writer to execute the
command.

The DOS Command Menu reappears on the screen after each [O]
command is executed. Each command is discussed separately in the
sections that follow.

Cataloging a Disk

The catalog command gives you a listing of all the files on a disk.

Whatyoudo... What you get...

Press [O] The DOS Command Menu is
displayed.

TypeAJtoselectCatalosy This prompt is displayed:

Eniter SlotsDrive
(Example S56:D1):

Type the slot and/or disk drive  The catalog listing is displayed.
number, if necessary, and
press

You can just press if
you want a catalog of the disk
in the drive you last used (your
default drive).
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When you catalog a disk, two items of importance are displayed: the
names of the files on the disk and the size of each file. The size of
each file is expressed in sectors, or units of storage (each of which
holds 256 characters). The number of sectors used by each file is
shown to the left of the file name.

The catalog also indicates which files are locked. Those with an as-
terisk next to the file type (T for “text”; B for “binary”) are protected
(sometimes referred to as locked) and cannot be altered or deleted
without first removing the protection.

A combination command can put a copy Note: Certain Appie Writer commands can be used to display the catalog.
of the catalog in memory. You can press either [Q](2), [Q]), [Q]E), [Q]E), [QIE), [Q]®), [L], or [S]
followed by (?) to get a catalog.

Pressing any of;the above commands followed by ()& will msert the catalog
into memory. , - .

How Much Storage Space Is Left on Your Disk?

Each Apple Writer disk has 496 sectors of storage space. From time
to time, check your catalog to see how many sectors you have used
and how many you have left. Don’t save your documents onto a disk
that’s almost full. Leave yourself plenty of room.

If you do try to save onto a disk that’s out of sector space, the system
will respond with an error message. Don’t worry! Simply remove the
disk that is full, insert an initialized disk into the disk drive, and
execute the [S] command again.

Renaming a File

There will probably be occasions on which you want to rename afile.
Renaming a file is simple.

What you do... What you get...

Press [O] The DOS Command Menu is
displayed.

Type(BJtoselect Rename Enter file name:

File

prompts you for information.
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The [O](©)command will verify if a file is on
adisk.

In response to the prompt,
type the present name of the
file, followed by a comma, and
the new name of the file (fol-
lowed, if necessary, by a
comma and the slot and disk
drive number).

Press when you The file is renamed.
have correctly entered all
the information.

For instance, to rename the file CLIENTS indrive 2to
ACCOUNTS, press [O]®) and then type

CUOENTELRCC NS )

Verifying a File

If you want to know if a file is on a disk without looking through the
catalog, you can do so by using the DOS Command Menu.

Whatyoudo... What you get...

Press [O] The DOS Command Menu ap-
pears on the display.

Type(cltoselect Ve rif ¥ Eniter file name:

File

prompts you for information.

Type the name of the file you The command is executed.
want to verify and press

If Apple Writer displays the DOS Command Menu again, your file has
been verified and is contained in the catalog. If your file—at least

the way you typed its name—is not on the disk, you will see a

DOS : FILE NOT FOUND message onyourdisplay.

Press to exit the menu and return to the document in memory.

Locking a File

There will be times when you want to lock a file—that is, you want to
protect it from ever being written over or deleted. When afile is pro-
tected, or locked, you can load a copy of itinto memory, but you can-
not save anything back to that name. When afile is protected, you
cannot delete it.
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You can use the [O]®) command to protect
a file from accidental erasure.

[O]E) cancels the [O](@) command,
removing protection from afile.

What youdo...
Press[O]

Type(DtoselectLock File

Type the name of the file to be
locked and, if necessary, a

comma and the number of the
disk drive. Then press

What you get...

The DOS Command Menu is
displayed.
Enter file names:
prompts you for information.

The file is locked.

Inthe catalog, an asterisk is displayed next to file names that are

locked.

Unlocking a File

When you want to remove the protection from a file to make changes
to it or, perhaps, to delete it entirely, use the [O](E) command.

What youdo...
Press [O]

Type(EltoselectUnlock
File

Type the name of the file to be
unlocked and, if necessary, a

comma and the number of the
appropriate disk drive.

Press

What you get...

The DOS Command Menu is
displayed.

Eviter file name:

prompts you for the name of the
file.

The protection is removed from
the file.

Deleting a File

Once afile has served its purpose, you will want to get rid of it to

make room on the disk for new files.

The delete command is one you will use frequently.
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The delete command, [O](F), allows you to
getrid of old files to make room on the
disk for new files.

Apple Writer's [O]G command allows you
to initialize a disk without affecting the
textin memory.

What youdo... What you get...

Press [O] The DOS Command Menu is
displayed.

Type(FltoselectDelete Enter file name:

File prompts you for the name of the
file.

Type the name of the file to The file will be deleted from your

delete and, if necessary, a disk.

comma and the number of the
appropriate disk drive.

Press

Once afile has been saved, DOS will not release any of the space re-

' named PRIMO
long. After you . e it, revise it, and whittle it down to good, tight writ-
ing, itis only eight sectors long. That doesn’t matter to DOS.

When DOS saved PR IMO the flrst tlme, lt reserved ten sectors forthat
file; and, even though :
:’;iiretams ten sect

The only way to e extra two sec fspaceisto ldadfhe ewséd
version of PR I M0 into memory, use [O](F] to delete the file from the disk,
and then save the shorter eight-sector-long PR I MO back to the disk.

Initializing Disks

The process of preparing a new disk to receive information is called
initializing, or formatting. With Apple Writer, you can initialize a disk at
any time in the editing process without losing what you are working
on.

To initialize a disk, firstinsert the blank disk into a disk drive and close
the door.

What youdo... What you get...

Press [O] The DOS Command Menu is
displayed.

Type (¢) to select You will see the following

Initialize DiskK prompt:

Eviter SlotsDrive
(Example 56:D1) :

Chapter 3: Managing Files



For information about what happens to a
disk when itis initialized, see the Apple
lle Owner's Manual.

Always back up your work!

Important: When initializing a disk, you must give the drive number (and

slot number, if appropriate) even if you are using the default disk drive.
Enter the disk dive number The disk drive will whir as the
and the slot number and then disk is initialized. When the pro-
press cess is complete, the DOS Com-

mand Menu is displayed again.

Warning

Be careful when initializing disks. Initialization destroys any information
already on a disk. If, for instance, you accidentally tell Apple Writer to
initialize the Apple Writer MASTER disk, it will be destroyed!

Also, Apple Writer disks do not have internal volume names—this means
that the only way you can tell your disks apart is by the way they are exter-
nally labeled. So, label your disks carefully.

Copying Disks

At the end of a session, you should always back up your work in case
the original disk is damaged. The procedure is quick, easy, and pain-
less—and a lot quicker and easier than doing your work all over
again!

There are two ways to back up your work. When you are saving
documents, save two copies. Trade one initialized disk for another
and execute the save command again. Be sure to keep the copies in
different places.

You also can copy the entire disk. For more information onthe COP Y
command, see the Apple lle Owner’'s Manual.

Converting Apple Writer 1.1 Files

You can convert Apple Writer 1.1 files to Apple Writer lle files. Apple
Writer 2.0 files do not need to be converted to be used with
Apple Writer Il

What youdo... What you get...

Press [Q] The Additional Functions Menu
is displayed.

Type(JtoselectConvert Enter file name:

Arrle MWriter 1.1

Files prompts you for information.
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The WPL program CONVERT is
discussed in more detail in Appendix B.

Now follow these steps:

1. Put the disk containing the file or files to be converted into a disk
drive.

2. Type the name of the file to be converted and, if necessary, the
disk drive number. Press (RETURN). The file is instantly converted
and placed in memory.

3. With the text still in memory, put the Apple Writer Il MASTER disk
into drive 1, press [P] and type

EXO)ErAcE )NV ERTLIED)

4. Save the document by pressing [S] and typing the file name and, if
necessary, the disk drive number. Make sure the disk you want to
save the converted file to is inserted in the specified disk drive.

Summary of Chapter 3 Terms
Default drive: The disk drive the computer will opt to use. The de-
fault drive is the one last used.

Syntax: Grammatical rules of a computer language.

Syntax error: Something you typed did not agree with the comput-

er’s rules of grammar—perhaps you typed the letter / instead of the
numeral 7.

Writing over a file: When you save a file with the name of afile previ-

ously saved, Apple Writer erases the old file and writes the new file in
the same space. This is called writing over a file.
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Printing

In this chapter you will learn in detail about the commands that format
and print text.

The Print Commands
There are three kinds of Apple Writer print commands:

1. Print menu commands that format text.
2. Embedded commands that format text from within a document.

3. Commands that actually cause the text to be printed.

All three kinds of commands will be discussed in this chapter.

The Print Command Menu

Most of the commands that specify how text will look when it’s printed
are manipulated from the Print/Program Command Menu. To see this
menu, type [P](?) and press (RETURN).

You should see the Print/Program Command Menu as illustrated in
Figure 4-1.
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Figure 4-1. The Print/Program
Command Menu

Each command of the Print/Program Command Menu governs some
aspect of printing. The number displayed to the right of a command is
the current value of the command—it tells you exactly where (or how)
that aspect of printing will be carried out when the text is printed.

The values shown in Figure 4-1 are the default values of the com-
mands—they are the values used by Apple Writer when it prints your
text, unless you specify otherwise.

What Each Command on the Menu Means

The commands you see on the Print/Program Command Menu are
format commands—commands that determine how text will be layed
outon a page. Here’s a brief explanation of each format command

and its default value.

Command
LM Left Mardin

PM Paradrarh
Margin
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What It Does

Sets the first column (counting from left
edge of paper) in which text is printed.

The default of L. 1 is 9; Apple Writer
starts printing each new line of text nine
spaces from the left edge of the first
column the printer can use.

See “Setting the Left and Right Margins”
later in this chapter.

Sets the number of spaces that the first
line of text after a carriage return is in-
dented relative to the left margin (L M
setting). The P M value also can be
used to print hanging paragraphs. The
PM defaultis @



RM

™

BM

PN

PL

Ridght
Mardin

Tor Mardin

Bottom
Margdin

Padge Number

Printed
Lines
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See “Setting a Paragraph Margin” later in
this chapter.

Sets the last column (counting from the
left edge of the paper) in which text is
printed.

The default of RM is 79; Apple Writer will
not print text to the right of column 79.

See “Setting the Left and Right Margins”
later in this chapter.

Sets the number of blank lines between
the header (T L) and the first line of text.

The defaultof TM is 1; Apple Writer
leaves one blank line between the header
and the text.

See “Changing the Vertical Format of a
Page” later in this chapter.

Sets the number of lines that are left
blank between the last line of text and the
footer (BL).

The defaultof BM is 1; Apple Writer
leaves one blank line between the text
and the footer.

See “Changing the Vertical Format of a
Page” later in this chapter.

Sets the page number for the first page
that is printed. PN does not print the cur-
rent page number, it just keeps track of it.

The defaultfor PN is 1; it starts counting
frompage 1.

See “If the First Page Is Not Page One”
later in this chapter.

Sets the number of lines printed on each
page. PL is the sum of the number of
lines of text plus the number of lines used
by the top line (TL.), top margin (T M),
bottom line (BL.), and bottom margin
(BM).



PI

LI

SP

PD

CR

Pade
Interval

Line
Interval

Sindgle Pade

Print
Destination

Carriade
Return
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The default of PL is 5 8; this means that
the total number of lines of text, top line,
top margin, bottom line, and bottom mar-
ginis 58.

See “Changing the Vertical Format of a
Page” later in this chapter.

Sets the total number of lines from the top
of one page to the top of the next page.

The defaultof P I is B5; this means that
Apple Writer assumes you are using 11
inch paper and will want six lines per
inch.

See “Changing the Vertical Format of a
Page” later in this chapter.

Sets the number of blank lines to be left
between each line of printed text.

The defaultof L. I is @; Apple Writer
causes the text to be single spaced with
no blank lines between lines of text.

See “Single, Double, and Triple Spacing”
later in this chapter.

Sets up the printer for either single sheets
of paper or continuous paper forms.

The default for 5P is @; this means
that Apple Writer is set up to printon
continuous sheets of paper.

See “Single Sheets or Continuous
Paper?” later in this chapter.

Sets the destination for printing.

The default for PD is 1; this means that
Apple Writer automatically prints to the
printer connected via slot 1.

See “Setting the Destination for Printing,”
“Printing to a File,” and “Printing to the
Display” later in this chapter.

Determines whether or not Apple Writer
issues a line feed when it sends a
carriage return to your printer.



uT

LJ
FJ
CdJd
RJ

TL

BL

Underl
ToKen

Print
Print
Print
Print

Tor Li

Bottom

ine

Mode
Mode
Mode
Mode

ne

Line
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The default for CR is &;this means that
Apple Writer is set up to suit a printer that
automatically issues a line feed of its own
atthe end of each line.

See “Advancing Lines on the Printer”
later in this chapter.

The default for the underline token is the
backslash (\). But any character may
be used in its place. See “The Underline
Token” later in this chapter.

Specifies how text is justified—that is,
how it is filled in between the left and right
margins.

The default of the print mode command is
L J; this means the text is left justified.
Each line of text begins at the left margin
and ends on or before the right margin
depending on the length of the last word.

See “Choosing a Way to Justify Text”
later in this chapter.

Prints a header at the top of each new
page.
The default of TL is no header.

See “Printing Headers and Footers” later
in this chapter.

Prints a footer at the bottom of each new
page.
The default of B’L is no footer.

See “Printing Headers and Footers” later
in this chapter.




Figure 4-2. The Effect of Each Format In Figure 4-2 you see a typical page and the way the printer interprets

Command on the Printed Page the format commands.
Left Right
Margin Margin
(LM) (RM)
\/ \J
[ Top Line (TL)
Top Margin (TM) ———

proficis facile explent sine julla un
enim desiderable. Concupis plusque in
emolument oariunt iniur. Itaque ne iustit
quiran cunditat vel plurify. Nam diliget
et luptat plenoire efficit. Tia non ob ea
improbitate putamut sed mult etiam ma

Paragraph garent esse per se sas tam expetend
Margin ———————-amicitate acillard tuent tamet eum
(PM) enim vitutes, de quib ante dictum est, sic LPage Page
; - . S ength Interval
cum solitud et vitary sing amicis insid (PL) (PI)
comparar, quibus part confirmatur anim
Line Atque ut odia, invid despication adversa
Interval -E fidelissim sed al etiam effectrice sunt lu
(CU) etiam spe erigunt consequent poster

firma et perpetuam incandit
diligam idcirco et boctor ipsumed
laetam amico consid aeque nostralet pa

erit affect erg amicund, quo in perseus.
Bottom Margin (BM)— | "3 g quoinp

| Bottom Line (BL) ]

The main part of the page is the printed text, with a header (TL) and
header margin (T M) at the top of the page and a footer (BL) and
footer margin (B M) at the bottom.

All of these commands except print destination may be embedded in
the text.

Embedded Print Commands

Three commands specify how text is printed, but they are not on the
Print/Program Command Menu. These commands can be used only
as embedded commands—that is, contained within the body of the
text itself.

To find out how to actually embed a command in a document, see
“Embedding a Command in a Document” later in this chapter.
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Here’s a brief explanation of each of the embedded commands.

Command
+FF Form Feed

+IN InPut

+EP Enable
Print

What It Does

Forces the printer to start a new page
before printing any more text. If + FF
is followed by a value, for instance

+ FF 1@, the printer starts a new page
if the number of lines left on the current
page is less than the value.

See “Breaking Pages With Form Feed”
later in this chapter.

Allows you to interrupt printing. When
Apple Writer encounters the I N com-
mand in afile, it stops the printer, displays
the message on the screen (but does

not print it), and waits for you to press
before it resumes printing.

See “Inserting a Message” later in this
chapter.

Enables you to print specific parts of a
document.

See “Printing Part of a Document” later in
this chapter.

Warning

+ FF should always be the last three characters of any document you plan
to print, otherwise your printer might end in the middle of a sheet of paper
without printing your footnotes.

By the Way: Some printer controller cards also send the document to the
display while it is printing. To avoid this, you can embed a command at the
beginning of the document to turn off the display.

1. Press[V]to turn on (contron)-character insertion.

2. Type (controD-(1)

3. Press [V]to turn off (contron)-character insertion.
4. Type (8)o)N) and press (FETURN).

When the document is done printing, the display will return to normal. See
the section “Inserting (RETurn)-Characters in Text” in Chapter 2 for more on

(V1.

The Print Commands




[P]®@ shows you most of the values in the
print value buffer.

Commands That Cause Text to Be Printed

The commands that cause text to be printed are not shown on the
Print/Program Command Menu. The following is a brief explanation
of the two commands that print text.

Command What It Does

NP New Print Prints the document in memory.
See “Printing a Document” later in this
chapter.

CP Continue Prints a document at the position on the

Print page where the last one ended, making it

possible to print several documents as
one.

See “Printing Several Documents as
One” later in this chapter.

How to Change the Value of a Print
Command

When you start up Apple Writer each session, the file containing the
default values of the print commands is automatically loaded into the
print value buffer—the part of memory reserved to hold the current
values of the print commands.

This means that the values of the print commands are independent of
the textin memory and are not saved with it. When you print a docu-
ment, the values used are those that are in the print value buffer.

Note: You can see most of the print command values by pressing [P] and
typing (2.

There are three ways in which you can change the value of a
command in the print value buffer:

® You can type the command and a new value for it.

e You can embed a new value for the command in your document.
e You can make your own print value file and load it into the buffer.
In each case, the new value replaces the previous value of the com-

mand in the print value buffer. If the command is a menu command,
the new value is reflected in the Print/Program Command Menu.
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The value of a print command stays the same until you change it. This
means that values set or embedded in one document carry over to
subsequently printed documents unless you change the values or
turn the computer off.

The first two ways to change the value of a print command—typing a
new value and embedding a value in a file—are discussed in the sec-
tions that follow. The third way—making a print value file and loading
it—is discussed in “Saving and Loading a Print Value File” later in
this chapter.

Typing a New Value fora Command

Changing the value of a print command is quite easy. Once you have
theLPIrint/Prodram: prompton the display, you simply
type the two letters representing the command ((€)®) for “carriage re-
turn,” for example) and then the new value. The two-letter command
can be typed in upper- or lowercase.

You can issue the new command in two different ways:

e Typethe command and its new value after displaying the
Print/Program Command Menu by pressing [P]2).

® Press[P]and type the command and its new value.

Eitherway,the LPIrint/Prodram: promptisdisplayed
before you type the command and its new value. Remember, you
must press to let Apple Writer know you are done entering
information.

When you want to change a particular command and are not sure
how to go about i, first look up the command in “What Each
Command on the Menu Means,” then turn to the appropriate
reference section.

Helpful Hint:
To get the Print/Program Command Menu, press [P](2) and (RETURN),

Use [P](2) if you want to change several print commands atonce. The
changes you make are reflected in the menu as soon as you press (FETGaN),

Use [P]if you want to change only one command and you know the
two-letter abbreviation.

How to Change the Value of a Print Command




Print command values do not change the way the text looks on
the display. They only affect text when it is printed. So don’t be sur-
prised if your display remains the same after you've changed the print
values.

Trying It Out

Let’s change the value of one print command just to get an idea of
how it's done. To change the value of the L.} (left margin) command
from 1@ to 2@, press [P] and type

LMo

Press (RETUrN). Nothing changes on the display. To check that
you really have changed the left margin, you must look at the
Print/Program Command Menu.

Now let’s change the value of two print commands, using the
[P1() option.
Whatyoudo... What you get...

Type [P]?) and press The Print/Program Command
Menu is displayed. And the

[PIrint/Prodram

prompt is at the bottom of the

display.
Type The left margin value changes
00006 from the default (9)to 13
Type The bottom margin value
06 changesto 2
and press

To return to the document in memory, press (RETURN),

H  Theco
d (L)(m)(eace)(1)

But be careful. Inthe case of TL. and B L, Apple Writer will treat a
spaceasa delnmlter .
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Embedding a Command in a Document

Any command except print destinationon  Embedding a print command in your text means that you can control
the Print/Program CommandMenucan  the way the document is printed from within. For Apple Writer to be
be embedded within a document. . . )
able to distinguish an embedded command from other text in the
document, the embedded command must follow this format:

e It mustbe on a line by itself (to accomplish this, you may need to
precede the command with a carriage return).
® It must begin with a period (.).

® |t must be followed by a carriage return.

Here’s an example of how to use an embedded command within a
document:

When you want to embed a print command in a document, follow
these steps:

1. Move the cursor to the end of the line just before the line you want
the embedded command to take effect on.

2. Press (RETURN),
3. Type a period, followed by the command and its value.
4. Press (RETURN).

Be careful not to add extra lines when you are putting the embedded
command on a line by itself.

How to Change the Value of a Print Command




When Apple Writer encounters an embedded command during print-
ing, it replaces the value of the command in the print value buffer with
the embedded value. For instance, if the command . LM Z@isem-
bedded in a document, subsequent printing willalsouse LM 2.
And LM 2 will be displayed on the Print/Program Command
Menu.

Warning

Because embedded values update the values in the print command
buffer, the value of a command embedded in one document will carry over
to subsequently printed documents—unless you change the command’s
value or turn the computer off.

Always check the current values of the commands on the Print/Program
Command Menu before printing a document.

Trying It Out

Here’s an example with left and right margin values (L1 and R M)
embedded within a document:

When the text is printed, it will look like this:

Our plan worked! Here’s what they said today in the Journal:

By instituting a lean management policy and
strict conservation measures, Universal
Industries has come from behind to capture 607
of the domestic market.

Let’s go celebrate! Meet me at Ernie’s tonight at 8., I’ve
got some great strategy ideas to discuss.
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Saving and Loading a Print Value File

Once you've changed the values of the print commands in the buffer
to suit your needs, you can save those values in a print value file and
then load them into the print value buffer whenever you want to use

them.

What youdo...
Press [Q]

Type()toselectSauve
Print/Prodram Yalue
File

Type the name and, if neces-
sary, the disk drive number.
Press

Press [Q]

Type(CltoselectLoad
Print/Prodram Value
File

Type the name and, if neces-
sary, the disk drive number.
Press

Just type the name. Apple
Writer automatically adds the
PRT . prefix.

What you get...

The Additional Functions Menu
is displayed.

Enter file names:

asks you what you want to name
your value file.

Apple Writer saves the file with
the prefix PR T + for “print.” Once
the file is saved, the editing dis-
play returns.

The Additional Functions Menu
is displayed.

Ennter file names:

asks you for the name of the
value file you want to put into the
buffer.

To permanently change the default values of the print commands,
you can use [Q](®) to save your own print value settings to the file
PRT.5YS onthe Apple Writer MASTER disk. This will write your
print value file over the original PRT + 5 & file. Type in
response to the file name prompt. These new values will thenbe
used each time you start up Apple Writer.

Saving and Loading a Print Value File




If your printer controller card is not
in slot 1 you must change the print
destination.

Trying It Out

To make a file of print values suitable for letters, change the print val-
ues in the buffer by pressing [P]?) and then typing each command
and its new value. Then, to save the print values as a file named
LETTERS on adisk in the disk drive last used, press [Q](®)

and type

LETEERS)

If you display a listing of the disk (by pressing [O](4)), you'll see your
filelistedas PRT.LETTERS.

How to Communicate With Your Printer

Apple Writer can print to Apple, Qume, and Centronix printers. It can
also print to most other printers with a compatible Apple printer inter-
face card (see Chapter 1). The following sections will tell you how to
communicate with your printer.

By the Way: Don't overlook the features offered by Apple Writer’s
SPECIAL glossary file. If you have an Apple Dot Matrix Printer or an
Apple Letter Quality Printer, a number of embedded commands are al-
ready set up for you. See “The SPEC I AL File” in Chapter 2.

If you haven't already done 5o, turn your Apple computer off and plug
in your printer and printer interface card. Follow the instructions in the
manual that came with the printer. We recommend that you plug the
printer interface card into slot 1.

Setting the Destination for Printing

If the printer interface card is in a slot other than slot 1—for example,
if you have more than one printer—you must specify that slot to
Apple Writer. If the card were in slot 2, for instance, you would inform
Apple Writer of this information by changing the print destination to Z.

What you do... What you get...

Press [P] The[Plrint/Prodram
prompt is displayed.

Type Apple Writer will now send the

FDGErEE) text to a printer via slot 2.

and press
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Table 4-1. Line Feed Status of Printers

If you check the Print/Program Command Menu, by pressing [P]2),
you will see that the value for print destination is .

* Remember: The value for PD wull stay 2 until you either change |t
turn off your Apple computer, or load a print value file. .

If you don’t have a printer, see “Printing to the Display” later in this
chapter.

Advancing Lines on the Printer

Apple Writer doesn’t automatically advance a line with the carriage
return at the end of each line unless you specifically tell it to. You
should first check your printer to see if it automatically issues a line
feed at the end of each line. If it doesn't, let Apple Writer generate line
feeds.

The following table shows the line feed capabilities of several
common printers.

Printer Issues Line Feed?

Apple Dot Matrix yes

Apple Letter Quality yes - if front panel line feed switch is ON
no - if front panel line feed switch is OFF

Silentype yes

Centronics no

Qume yes - if front panel line feed switch is ON

no - if front panel line feed switch is OFF

How to Communicate With Your Printer




If you would like to turn on (or turn off) line feed generation by Apple
Writer, follow this procedure:

Whatyoudo... What you get...
Press [P] LPIrint/Prodram
is displayed.
Type Apple Writer puts a carriage re-
turn at the end of each line.
e When you print a document with
and press CR 1, the carriage return be-
comes a line feed.
Press [P] again. The same prompt appears.
Type When you print a document with
CR@,itis upto the printerto is-
ou sue a line feed at the end of each
and press line.

Single Sheet or Continuous Paper?

If you want to use continuous fanfold paper, Apple Writer is already
set up for you. If you want to print on single sheets of paper, however,

Ic?tar:g: atge 5P value to printon you must change the value of the single page (5 F) command.
ette .
What you do... What you get...
Press [P] [LPIlrint/Progranm
is displayed.
Type
EF Apple Writer is now set up for

single sheet printing.
and press

The printer will stop after printing one piece of paper. Apple Writer will
issue a prompt and wait for you to insert another piece of paper be-
fore continuing to print. You must press when you are ready
to resume printing.
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You can vary the P I value to printon
long or short paper.

What you do... What you get...

Press [P] [Plrint/Prodram
is displayed.
Type Apple Writer is now ready to print
on continuous fanfold paper
again.
and press

Setting Page Form Length

The most common reason to change the page interval (P I) value is
to accommodate legal-size or larger paper. The page interval is set to
B G, which prints six lines per inch on standard 11-inch paper.

If you want to use nonstandard spacing or paper size, you must spec-
ify the size of a page in number of lines of text per page.

For instance, to print six lines of text per inch on paper that is
14 inches long, the page will take 84 lines of text (6 x 14 = 84).

Whatyoudo... What you get...
Press [P] [PIrint/Prodram
is displayed.
Type Apple Writer is now set up to print
RDE=E00 just the way you like.

(84 is the number of lines
of text per page) and press

How to Print

With Apple Writer you can print all of a document, part of a document,
or several documents together as one.

You can print documents using Apple Writer's default format set-
tings—the margins, page length, and justification values displayed in
the Print/Program Command Menu—or you can alter these settings
to suit your needs.
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To find out the defaulf settings, see “What Each Command on the
Menu Means” earlier in this chapter. To find out how to change the
format settings, see “How to Change the Value of a Print Command”
earlier in this chapter.

Printing a Document

If the document you want to print is not in memory, load it.
Note: A document must be in memory to be printed.

Press [P](?) to check the current values on the Print/Program
Command Menu. When you have set the commands to
reflect the way you want the document printed, and with the
[PIrint/Prodram: promptstildisplayed, type

NE)
and press (RETURN). N P stands for “new print.”

If the printed text doesn’t look the way you expected, check the val-
ues on the Print/Program Command Menu: perhaps you forgot to
change the values after printing the last document. Or, maybe, there
are some embedded values in the document doing the unexpected.
In the latter case you will have to search for the embedded values
and either fix them or remove them!

Remember: The values of the print commands stay in the print value
buffer until you change them or turn off the computer.

You can also print the document without going into the menu. If you

are editing the document in memory and know that the print values
are set the way you want them, simply press [P] and type

NE)

Press (RETURN). The document in memory will begin printing.

Printing Several Documents as One

When you print several documents as one continuous document,
Apple Writer begins each new document at the position on the page
where the last document ended, and, if page numbering is used, it
numbers the pages consecutively.
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You can print several documents as one by using the continue print
(CP)command.

First, you must embed a form feed ( « F F) on the last line of the last
document to be printed. This causes the page footer and any foot-
notes to be printed and positions the carriage at the beginning of the
next sheet of paper when printing is finished.

all documel
ddle of:;

To embed the form feed, load the last document, move the cursor to
the end of the document, press and type

CXFXF)

Don't press after the form feed. (This is the exception to the
rule about following embedded commands with (RETURN). In this in-
stance, a will produce a sheet of paper with just headers and
footers.)

Then save the document by pressing [S] and typing its name.
To print several documents as one:

1. Erase memory by pressing [N](Y).

2. Load the first document to be printed by pressing [L] and typing
the name of the document.

3. Start printing by pressing [P]N)P).

4. When printing stops, erase memory, and load the next document
to be printed.

5. Continue printing by pressing [P](c)?). The print command C P keeps
track of the current page number and line count.

6. Repeat steps 4 and 5 until all the parts that make up the document
have been printed.
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Printing Part of a Document

To print only part of a document use the embedded command EF,
which stands for “enable print.”

With the document to be printed in memory:

e Embed . EP 1 atthe beginning of the part you want to print.
e Embed : EP@ at the beginning of the part you don’t want to print.

Then print the document as usual, using NF or CP.
Apple Writer always starts printing at the beginning of the document

unless it encounters an embedded . E P @ there. So, if you don’t want
to print from the beginning of the document, embed an + EF @.

Warning

Apple Writer prints all the text from + EP 1 to « EP@. If Apple Writer
doesn’t encounter another + E P @, it will print to the end of the document.
Be sure you've embedded all the two-letter commands necessary to print
what you want.

When you use the E P command, the pages you print have the same
numbers that they would have had if you had printed the entire
document. For instance, if you only print page 4 of your text, it will be
numbered page 4, not page 1.

Printing to the Display

If you want to see how your printed text will look before you actually
print the text on paper, you can do so by making the display screen
the print destination.

To print the text to the screen, press [P] and type

RO

inresponsetothe LPIrint/Progdrams: prompt.
Press (RETURN).

When the print destination value is @, Apple Writer sends what you
are printing to the display.

Then use NP or C P to print the text, just as you would if you were
printing it to a printer.
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to 79 or less before printing tothe dlsplay The RM settmg should never
exceed the Wldth of the prlnter

If you don’t have an 80-column text
card, be sure to set R M to 39 or less
before printing to the display.

When text is printed to the display screen, it scrolls by quickly. For this
reason we recommend that you set the value of the single page (5 F)

command to 1 before printing. This causes printing to stop at the end
of each page and wait for you to press to continue.

If you want to get a long look at the text, you can control the scrolling.

What you do... What you get...
Press (CONTROL)S) The scrolling stops.
Press (conTroL)<s]) again. The scrolling resumes.
Printing to a File

There might be times when you would like to give a copy of a docu-
ment to someone who does not have Apple Writer. When Apple
Writer composes a document for printing, it translates your printing
commands into (ControL)-characters, which control what the printer
does.

Wseis P D GRioh 158V8 S uasnrant Usingthe PD opt|o_n of Apple Writer, you can give th_e person a copy

composed for printing. of the document with control characters embedded in the text so that
the copy on a disk will print out the way you intended it to when you
typedit.

What you want to do is print a document to a file on a disk. With the
document in memory, insert the disk you want the text copied to into
the disk drive. Then, press [P] and type

(Plo)e)
Press (RETurn). Now press [P] again and type (N(P] to begin printing. Apple

Writer will ask you to enter a file name. Don’t forget to type the disk
drive and slot number if necessary.
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By the Way: You type (FJ0)(&) because there is no slot 8 on the Apple lle.
So when Apple Writer sees a PD 8 it knows you want to print to a disk and
asks you for a file name.

This action prints your document to the disk, along with all
(conTroL)-characters. The embedded print commands are executed
and then removed.

Warning

Not all printers respond to (control)-characters, such as those that under-
line and issue form feeds and line feeds, in the same way. If you give a
file prepared with the P D option to someone who sends it to a printer
other than the one you were using with Apple Writer, the results may

be surprising.

Stopping the Print Command

If you want to stop the printer before it's done, simply press the
(Esc) key. The printer will stop, and you will have to start over
with the print command.

Note: Some printers have large buffers and will continue to print for a
while after you press (€sc), even though Apple Writer has stopped
- sending characters to the printer.

Printing to Your Specifications

This section will tell you how to use the commands introduced in the
first section of this chapter, “The Print Commands.”

Setting the Left and Right Margins

There are two ways to express the value of a left or right margin in
Apple Writer. The value can be absolute or relative.

An absolute margin value specifies the column setting of the
margin.

Whatyou do... What you get...

Press [P] [PIrint/Prodram :
prompts you for information.

Type The right marginis setat 72

RM)2)

and press
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A relative margin value specifies the new margin as the number of
columns to move to the left (~) or right (+) of the previous margin.

Whatyoudo... What you get...

Press [P] [Plrint/Prodram :
prompts you for information.

Type The left margin is set three col-

OMEE) umns to the right of the previous

left margin setting.
and press

So, if the previous setting was .M, the new settingis L.M1 Z.

Whatyoudo... What you get...

Press[P] [Plrint/Prodram :
prompts you for information.

Type The left margin is set four col-

OPEE umns to the left of the previous

left margin setting
and press

If the previous setting was L M8, the new settingis LM 5.

Remember that when you type a new value for a print command, it
updates the value of the command in the print value buffer.

Warning

Be careful not to set a right margin wider than the width of your printer! If
you do, the excess text at the end of the line will be printed on the next
line, followed by a carriage return. Your text will look rather unusual.

Also, use some care when entering negative values, especially with L M.
If LMis @ and LM- 1 is entered, the new left margin will be G55 35!
This is a computer quirk known as overflow.
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Printing Headers and Footers

With Apple Writer you can have a name, date, or other information
printed at the top of each page as a header or at the bottom of each

page as afooter.

Whatyou do...
Press [P]

Type
Then type the text of the

header between delimiters.

Press
Press [P]

Type

Then type the text of the
footer between delimiters.
Press

What you get...
[Plrint/Program :
prompts you for information.

When the document is printed,
the header will be positioned on
the page according to the
delimiters.

[Pirint/Prodram :
prompts you for information.

When the document is printed,
the footer will be positioned on
the page according to the
delimiters.

Whenyou use TL and BL, delimiters determine where the text is po-

sitioned on the page:

(Dleft partZJcenter partright part/)

Warning

The first character entered after typing or (8)()—even a space—is con-
sidered the delimiter. In TL and BL entries, any character may be used

as adelimiter.

The text of the header or footer is put into the print value buffer and

displayedunder Tor Line

(TL) or Bottom Line

{BL) onthe Print/Program Command Menu.

You can underline a header or footer in the same way you underline
other text: type a backslash (or a character defined as an underline
token) at the beginning and end of the text to be underlined.
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If you print a header by embedding . TL. atthe beginning of your doc-
ument, the header will not be printed on the first page of the
document.

To do so, embed the desired + TL entry at the beginning of the docu-
ment, then type [P](T)(1] and press to ensure that there aren’t
any . TL entries still around from previous prints.

You can suppress + BL entries on the first page in much the same
way, except that you would embed the « BL entry anywhere within
the text that would appear on the second page.

To find out how Apple Writer determines the lines on which to print

headers and footers, see “Changing the Vertical Format of a Page”
later in this chapter.

Trying It Out
To get a footer that looks like this when it’s printed,

Sept. 12, 1982 BUDGET REPORT D. Beard

Press[P] and type

ELUEEEEERRB ). )ErPAce e s E VR ET
(sracE)RJE(PIO)RITIEI . JEPACE ) e ) a) (- )

Press (RETURN).

~ If you want just the name printed as a footer at the right of the page,
press [P] and type

EL . EracE e ) e a ) W)
Press (RETURN).
By‘the Way: TL and BL use the left and right margins set when the doc- ;

_ ument begins printing. Any embedded margin commands will not affect
_headers and footers.

Numbering Pages

Apple Writer automatically keeps track of page numbers. It starts
counting on page 1 (unless you have set a different number for the
first page) and it automatically increases the number by one for each
subsequent page. However, it prints the numbers on the pages only if
you tell it to do so.
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How to Print Numbers on Pages
Here’s how to get the current page number printed on each page.

What youdo... What you get...

Press [P] [PIrint/Prodram
prompts you for information.

Type Page numbers will be included

when you print the document.

if you want the page number
printed in the header. Type

if you want the page number
printer in the footer. Then, us-
ing delimiters to place the
page number, type

When you are done typing the
header or footer, press

Trying It Out

To get the word page and the current page number printed in the
top-right corner of each page, press [P] and type

OO ) (@ )ErPea )
and press (RETURN),

To get the page number and hyphens printed at the center bottom of
each page, press [P] and type

ELOOERE ) )EPBF )

and press (RETURN),
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Figure 4-3. Left Justified Text

incidunt ut labore et dolo
nostrud exercitation ullam
duis autem vel eum irure
dolore eu fugiat nulia
praesant luptatum delenit
provident, simil tempor
fuga. Et harumd dereud
eligend oprio congue nihil
assumenda est, omnis dolo
rerun necessit atib saepe
rerum hic tenetury sapien
cum tene sententiam, quid
paulo ante cum memorite
augendas cum conscient

If the First Page Is Not Page One

Apple Writer is set up so that the first page you print is automatically
page 1. If you want to start the first page with a different number,
press [P] and type

(PN

which stands for “page number.” Then type the number for the first
page and press (RETURN).

Helpful Hint: If you want Roman numerals as page numbers (for in-
stance, in a preface chapter), then you mustembed a TL or BL for each
page with the Roman numeral.

Choosing a Way to Justify Text
To justify text means to adjust the spacing of the text between the
left and right margins. The four ways in which text can be filled in
between the margins are
o |eft justification (L J)
e fill justification (F J)
e center justification (CJ)
e rightjustification (R J)
Note: A change in text justification does not change how the document is
displayed on your monitor. The command only affects the way it's printed.
Left Justification

When text is left justified, each line of text begins at the left margin
and ends at or before the right margin, depending on the length of the
words on the line.

Figure 4-3 shows text that has been left justified.

Apple Writer is set up so that your text is automatically left justified
when it's printed. Therefore, the default value of the print mode is left
justification (L J). If you've changed the value of the print mode and
now want to left justify your text, press [P] and type

Press (RETURN).
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Figure 4-4. Fill Justified Text

natura proficis facile explent sine
enim desiderable. Concupis plusq
emolument oariunt iniur. Itaque n:
quiran cunditat vel plurify. Nam dil
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improbitate putamut sed mult eti.
garent esse per se sas tam expeter
stabilit amicitate acillard tuent tam
enim vitutes, de quib ante dictum ¢
cum solitud et vitary sing amicis i
comparar, quibus part confirmatui
Atque ut odia, invid despication a(
fidelissim sed al etiam effectrice st
etiam spe erigunt consequent pos'
firma et perpetuam incandit vitae
-nosmet diligam idcirco et boctor i|
laetam amico consid aeque nostral

Figure 4-5. Center Justified Text

t mihi detur expedium. It
a monet am
10 non modo fautri¢
| modo sine

1m olupation. Mam etalon

You can embed a + CJ to center a few
lines.

Fill Justification

When text is fill justified, each line of text begins at the left margin and
ends at the right margin, even though the number of characters per
line may vary from line to line. Apple Writer fill justifies text by padding
short lines with extra spaces to make the right margin flush.

Figure 4-4 shows text that has been fill justified.

If you want to fill justify your text, press [P] and type

Press (RETURN).

Center Justification
When text is center justified, each line of text is centered on the page.

The difference between the number of columns within the left and
right margins and the actual number of characters on aline is split
and is put as spaces at the beginning and end of each line.

Figure 4-5 shows text that has been center justified.

If you would like to center justify your text, press [P] and type
Press (RETURN).

If you'd like to center a title or name on a page, embed

+CJ

in the text on the line before the title. Then, to return to normal,

embed either + L J, + F J, or + RJ onthe line after the title, depend-
ing upon the type of justification you were using.

Right Justification

When text is right justified, each line begins at or to the right of the left
margin (depending upon the length of the words in the line) and ends
at the right margin.
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Figure 4-6. Right Justified Text

nonnumy eiusmod

volupat. Ut enim ad minim
ut aliquip ex ea ulla
reprehenderit in voluptate velit
delenit aigue duos dolor
periatur. At vero eos et nods
simil tempor sunt in culpa

Et harumd dereud facilis est
optio congue nihil muk
office aut tum rerum necessit
voluptas assumenda esti
Itaque earud rerum hic

Hanc ego cum
accommodare nost ros

Figure 4-7. Format Command
Relationships

Figure 4-6 shows text that has been right justified.

If you'd like to right justify your text, press [P] and type
(R

Press (RETURN),

Changing the Vertical Format of a Page

In Apple Writer the vertical format of a page is determined by the
presence or absence of a footnote and the values of the PL., TL, TH,
BM, and BL commands.

The number of printed lines (P L) is the frame within which all of the
other vertical format commands operate. FL is the sum of the lines
taken up by everything else:

PL =topline(TL)

+

top margin (TM)
+

text (and footnote, if any)
+

bottom margin (B M)
..|_

bottom line (BL.)

In other words, the number of lines of the document that are printed
on a page is the number of lines left over when the lines used by TL.,
THM, BM, BL, and the footnote are subtracted from the total (PL):
text = PL — (TL.+ TM+BM 4+ BL +footnote)

Figure 4-7 shows how each of these commands affects the number
of lines of text printed on the page.

L TL |
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quos tu paulo ante memor
fier ad augendas cum consc
atib saepe eveniet ut er rep
ditat. quas nulla praid
coercend magist and et dod
BM

um odioque civiuda. Et tame
red libiding
potius inflammad ut g/

at igitur vera ratio bene sana
iuste fact est cond qui neg f:
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BM

‘uae ad erat amicos pertiner:
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a luptate discedere. Na
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Notice that two extra lines of the document are printed on the page if
there is no header or footer.

If there is a footnote, the space for it and an extra blank line between
itand the preceding text is subtracted from the space normally used
by the document.

Setting the Number of Text Lines Per Page

If you want to specify how many lines of the document to print on
each page, follow these instructions.

First, decide how many lines of the document you want printed on a
page. Add that number to the sum of the lines takenup by TL, THM,
BM, BL, and a footnote, if any. Use this number to set the total num-
ber of printed lines per page. Press [P] and type

R0
and the number of lines desired. Press (RETURN),

Make sure the number of lines in P L. does not exceed the number of
linesin P I (page interval). When PL isless than P I, Apple Writer
inserts blank lines after the last line of text.

Changing Where Printing Begins

The first line of text is printed on the second line from the top of the
page when you align the carriage of the printer so that it is even with
the top edge of the paper and you use the default values of the TL
and TM commands (thatis, no headerand THM1).

To change where the header or first line of text is printed, align the
carriage differently on the paper before you start to print. For in-
stance, if you're using the default values of PL (58)and PI (BB),
there are eight blank lines on the page—so, to center the text, you
must align the carriage with the top edge of the paper and then turn
the carriage forward four lines.

Warning

If you change the print location of the header or first line of text by hand,
the printer will still start subsequent pages on the second line. If you want
to start each page on the same line, you should embed an + I N message
in the text that reminds you to fix the carriage position.
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Use the P option to indent one
paragraph or all.

Single, Double, and Triple Spacing

To get single, double, or triple spaced text, you must specify the num-
ber of blank lines that you want between each line of text.

What you do... What you get...

Press [P] EPIrint/Program :

prompts you for information.

Type When the document is printed,
the spacing will be as set with the

on line interval command.

and then one of these

numbers:

(o) for single spaced text
(the default setting)

for double spaced text
for triple spaced text

Press

If desired, you can enter even larger numbers.

Setting a Paragraph Margin
In Apple Writer you can set a margin for the first line of a paragraph.
This margin takes effect on the first line of text after a carriage return.

Paragraph margins can be used not only to indent paragraphs, but
also to format hanging paragraphs and bullets.

Indenting Paragraphs

If you want every paragraph to be indented when printed, set a
positive value for the paragraph margin in the print value buffer.
Press [P] and type

(P

and a number to represent the number of spaces you want to indent
the paragraph from the left margin (L M) setting.
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Forinstance, if you want the line indented five spaces from the
current left margin, press [P] and type

RUBO

and then press (RETURN),

If you want to indent the first line of a particular paragraph, embed
+ PM+ and a number that represents the number of spaces to be

indented on the line before the paragraph. On the line immediately
after the paragraph, embed . PM® and then press (RETURN).

If you enter the PM command and a value without typing (] or (=), the
value is assumed to be positive and the paragraph will be indented.

Warning

Remember to be careful when using negative P M values, especially if L. M
isa smallvalue. If LMis 5 and PM- G is entered, the paragraph margin’s
new value willbe G55 35. This is known as overflow.

Trying It Out

If the current left margin setting is 9, and you want to indent the first
line of each paragraph five spaces from the left margin, press [P] and

type (PIm()s) or (PIm)5).

The first line of each paragraph is then indented 14 spaces (9 + 5)
from the left edge of the paper.

If you want the first line of just one paragraph indented five spaces
from the left margin, embed . PM3 at the beginning of the paragraph
and . PM@ atthe end, like this:
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The final, printed paragraph will look like this:

I want the first line of this paragraph to be indented
five spaces to the right of the current left margin setting,
and all other lines to begin at the left margin.

Since I embedded PMO at the end of the last paragraph, this
paragraph will begin at the left margin.

Making Hanging Paragraphs and Bullets

When the paragraph margin is used to hang the first line of a para-
graph or bullet over the rest of the text, it is always embedded. In this
case, the paragraph margin (P M) is used to outdent the first line to
the normal left margin setting, and the left margin (L M) setting is
used to indent the rest of the paragraph or bullet.

To make a hanging paragraph or bullet:

1. Embed : LM and the number of the column where you want the
body of the paragraph or bullet to print on the line before the text
begins.

2. Onthe line after the embedded . L M setting, embed . PM and the
number of spaces you want the first line of the paragraph to be
outdented from the embedded left margin.

Trying It Out

Say you want to print the following text just the way you see it here:

This month we are proud to welcome two more distinguished
artists to our editorial staff:

JOHN DAVID HOFF will be our fine arts correspondent. Mr.
Hoff, whose exquisite renderings of nature won him
the 1971 Nephu award, comes to us from the
University of Reading in Reading, England.

SASHA CONSTANCE IVANHOFF will cover the performing arts,

Ms. Ivanhoff is best known for her stirring
evocation of Maid Marian in the ballet "Robin Hood."
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The text should look like this on the display. The initial value of L M is
setat 3.

To get text that looks like this when printed:

These are the objectives of our newsletter:

- to promote public interest in the arts and encourage
participation throughout the community

- to help raise money for local theaters, schools, and
conservatories

It should look like this on the display. L./ is already setto 5.
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If you do not know how to embed a
command, see “Embedding a Command
in a Document” earlier in this chapter.

An unconditional form feed advances a
page on the printer no matter how much
space is left on the page.

Breaking Pages With Form Feed

Apple Writer automatically breaks each page for you. When a sheet
of paper is full of text, Apple Writer issues a form feed and starts print-
ing on the next sheet of paper unless you have selected single page
printing.

If you want to control how a particular page is broken—for instance,
to make sure that a table is not split between two pages when it's
printed—you can do so by embedding a form feed (+ FF). An em-
bedded form feed causes printing to stop on the present sheet of pa-
per and feeds the next sheet of paper into the printer (or, if SP is set
to 1, the printer waits for you to insert the next sheet of paper)

An embedded form feed can be either unconditional or conditional.

An unconditional form feed is a form feed without a number; it trig-
gers a form feed, no matter how much space is still available on the

page.

This is how an unconditional form feed looks when it's embedded in
text:
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A conditional form feed is used with a
number. It only advances a page on the
printer if the number of lines left on the
page is less than the number used in the
command.

To use an unconditional form feed, embed . F F at the place in your
document that you want it to occur.

Use an unconditional form feed to

e force apage break

e end the last page of every document (but not every file)

e issue a blank page (to do this, you would need to embed two + FF
instructions with carriage returns)

A conditional form feed is a « F F followed by a number. The form
feed is triggered only if the number of lines left on the page is less
than the number used in the command.

This command is quite handy to fit all of a particular piece of text on
the same page.

Here’s an example of how a conditional form feed looks in a
document:

A

To use a conditional form feed, embed . FF and the number of lines
needed for the text right before the piece of text in your file.

Warning

An . FF must be used at the end of every document to instruct the printer
to eject the page and to print footnotes and bottom line entries (if any) on
the last page. This last . FF entry should not be followed by a (RETurN); if it
is, the top line entries will be printed on the next page.
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Figure 4-8. An Example of How to Use a
Conditional Form Feed. To make sure
that this table is printed on one page,
embed a . FF 9 at the beginning so your
display looks like this.

Trying It Out

To make sure that the table in Figure 4-8 is put on one page wheniitis
printed, embed . FF (and the number of lines in the text) at the be-
ginning of the text.

Inserting a Message

You can use Apple Writer to insert a message to yourself in your doc-
ument. When Apple Writer encounters a message command in your
document, it stops the printer, displays the message, and waits for
you to press before it resumes printing.

To insert a message in your document, embed : I N followed by the
text of the message at the place in your document where you want
the message to occur.

The + I N command is especially useful for inserting important mes-
sages about the printer in your document. For instance, if you must
tighten the platen on the printer before printing a subscript or super-
script, embed a message to remind yourself to do so—and to stop
the printer at the appropriate time.
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Trying It Out

When this text is printed:

The printer will print the first line
These data are consistent with the recent studies of these

and then stop. The Apple lle will display this message:

Then, when you press (RETURN), the printing will continue with the
rest of the document.

screen! All you have todoi is embed a (ConTROL) m @ as part ofthe » I N
message. - . . .

The Underline Token

The character used to tell the printer when to underline text is called
the underline token.

The default underline token for Apple Writer is the backslash. To
underline text, type (\) at the beginning and end of the text. Then, when
the text is printed, the portion between the backslashes will be under-
lined and each backslash you've typed will be printed as a space
(unless it appears at the beginning of a paragraph). A backslash that
begins a paragraph does not generate a space when printed so that
the line will begin at the left margin.
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Whatyou do...

Type
UOND0008NnaNI0E-E00GE3 00000008
What you get...

We believe in our product.

is printed.

But you might want a backslash printed in your text. In that case, you
can't use the backslash as the command to underline text. You can
choose any character as an underline token.

Say you wanted to use the pound sign as the underline token.
1. Use the pound sign as you would the backslash when typing your

text; that is, whenever you want text to be underlined, type a
before and after the text.

What youdo...

Type

WEFEEWOEMEF I nErAce) o) ul NErAcE ) o) )W)
What you get...

We believe in our product.

is printed.

2. When the time comes to print, change the underline token
(UT) from \ to #. Press [P] and type (W[T(#). Press (RETURN).
Check the Print/Program Command Menu to see that the
underline token has changed to the pound sign.

3. Printas usual. All portions of text with a pound sign before it will be
underlined.
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Connecting the Keyboard to Your Printer

You might, from time to time, want to print directly from the keyboard.
There is a way with Apple Writer. First, press [P](2) and check to see
that your print destination (P D) is set to the slot your printer controller
cardisin (it's usually in slot 1). Then, press [Q] and type

@)

Start typing. Some printers will immediately print what you are typing,
but others will wait until you press to print.

When you have finished printing from your keyboard, press
(conTROL)-(Q) to quit.

A good use for this feature is to print envelopes or special forms like
invoices.

Warning
If you are using an Apple Super Serial Interface Card you must type

(conTroL)-(1)(T)(SPACE) (E)(RETURN)

before any text to keep the printer from tabbing your characters.

If you do not have an 80-column text card then you cannot type more than
40 characters on aline. This is because your printer directly reflects what
would appear on the display.

Wrapup

The last three chapters have given you the understanding and
knowledge you will need to use Apple Writer. From this point on,
you're on your own. You'll probably refer to the reference chapters
and appendixes frequently at first, and less and less as time

goes by. You'll discover little neat tricks of your own. If you do, write
and tell Apple Computer, Inc. about them!

You've chosen a good tool to help you work with words. Good luck!
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Apple Writer Il Tutorial

Overview

This step-by-step tutorial, which will take a couple of hours, will teach
you how to use the Apple Writer Il Word Processing System—even if
you've never touched a computer before. The tutorial is designed to
be interactive; that is, you and your Apple Ile computer will work
together. Do not merely read this chapter: itis important that you
work through the exercises and try out the various commands. When
you have finished, you will know the basic steps necessary to use
Apple Writer, and you will be able to create and edit documents on
your own.

The tutorial contains only some of Apple Writer's commands. When
you have finished the tutorial, you'll probably want to turn to the refer-
ence section, Chapters 2, 3, and 4, for a detailed and more thorough
description of these commands. The reference section also describes
additional commands that will expand your text editing skills.

The tutorial is divided into three sections:

e “Basic Editing.” This section will lead you through the commands
most frequently used in text editing. You will learn how to create
and edit text, how to save your text as a file on a disk, how to load a
file from a disk, and how to print.

® “Additional Features.” This section introduces you to more ad-
vanced commands. These commands are not as frequently used
as those in the “Basic Editing” section, but, when you need them,
they will save you a lot of time and trouble. You will learn about tab
settings, how to split the display, and how to use the glossary.
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e “Advanced Techniques.” This section demonstrates some of the
most powerful features of Apple Writer Il and the Word Processing
Language. You'll learn how to “personalize” form letters, how to
create documents from stored paragraphs—and much more.

Important: Before you begin, be sure you've read the Apple lle Owner’s

Manual and Chapter 1 of this manual. Also be sure that you've got a few

initialized di hand: il be using them in the tutorial, and the tu-
 torial u ini disks now. '

_If you don't know how to initialize disks, read “Initializing Disks” in
- Chapter 3 of this manual. Refer to the Apple lle Owner's Manual for a
more comprehensive discussion about initializing disks.

Basic Editing

In this section, you will learn the basics of your Apple Writer || Word
Processing System, namely:

e how to create, load, and save afile

e how to correct mistakes

e how to delete and retrieve characters or entire paragraphs

e how to search the disk’s catalog for file names

® how toinsert text

e how to move text around

e how to print what you've written

e how to exit Apple Writer and turn off your computer

A Word About Your Apple Writer MASTER Disk

One of the most important rules about Apple Writer is never save
documents to your MASTER disk. Use that disk only for loading
Apple Writer programs.

In the following tutorial, we ask you to load demonstration programs
from the MASTER disk. Once you have loaded the particular pro-
gram, remove the MASTER disk and put the initialized disk you will
use to store files in the disk drive.
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Figure A-1. How to Insert the MASTER
Disk into the Disk Drive

If you aren’t sure how to turn on your
video monitor or your Apple lle computer,
refer to the Apple lle Owner’s Manual.

If you have two disk drives, you can keep the MASTER disk in one
disk drive and the initialized disk in the other.

Those of you with one disk drive might get a little restless having to
switch between disks. But don’t despair! This shuffling is for the pur-
poses of the tutorial only.

When you start using Apple Writer on your own, you will only have to
switch disks once: you will load Apple Writer from the MASTER disk,
then you will remove the MASTER disk and insert another disk, which
usually will stay in the disk drive until you want to use the help
screens or are ready to exit from Apple Writer and turn off your
computer.

How to Start Up Apple Writer

Whenever you wish to use Apple Writer, you will always follow these
steps to start up your computer:

1. With your thumb on the disk label and with the label facing up (see
Figure A-1), put the Apple Writer Il MASTER disk into drive 1 and
close the drive door (Figure A-1).

e

2. Turnon your display device (either a video monitor or a television
set).

3. Turnon your Apple lle computer.

4. After about 15 seconds Apple Writer's name and copyright data
will appear at the top of the display—this is called the Copyright
Screen. When the Copyright Screen appears it means that the
Apple Writer program has been placed into the computer’s
memory.
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The cursor shows where something will
happen next.

See the “Keyboard Reference” section of
the Apple lle Owner’'s Manual.

5. Press the key. It's on the right side of your keyboard.

6. If you have one disk drive, you should now remove the MASTER
disk. Putitin a safe place. Put an initialized disk into the disk drive.

7. If you have two disk drives, you should put your initialized disk in
drive 2.

Typing Text

The display should be blank, except for the blinking cursor and a row
of letters and numbers across the top called the Data Line. The Data
Line is important to many of Apple Writer's commands and capabili-
ties, as you'll later see. Before we learn about the Data Line, though,
let’s learn the basics. You bought Apple Writer because you wanted
to type documents, so let’s type.

Type

0w EPace) D) &) (D) GracE) u)(s) (n)(o)(SPACE)(a)(SPACE)
Wile)(¢)EPacE)p) ) e)(e)e)s)( ) (D)

Use the computer’s keyboard just as you would a typewriter’s. You
would, for instance, use the key to get the exclamation point and
uppercase /. You will also press the bar at the bottom of the
keyboard to put spaces between words. However, there are a lot of
differences between your Apple lle and a typewriter. One difference

is line endings.

Line Endings and Word Wraparound

When you come to the end of a line on an electric typewriter, you
always press a return key, causing the carriage to slide back to the
beginning of the next line. When you think about it, that's a pretty
time-consuming motion. You don'’t have to use that motion on your
computer—it will automatically return your cursor to the beginning of
the next line. We'll show you what we mean.

Press the Apple lle’s key a couple of times; the cursor will move
down the display. Type your name enough times without pressing

to take up several lines of the display. Keep your eye on the
display when you notice the cursor getting to the end of a line. And
don’t worry about mistakes—you’ll learn how to take care of them

later.
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In Apple Writer words automatically
wrap around to the next line. Word
wraparound means automatic carriage
return.

The command [N], executed by holding
down the key while pressing the
N key, tells Apple Writer to give you a
“new” display. The display is not cleared,
however, until you confirm the command
by answering “yes” to Apple Writer's
query to erase memory.

Did you notice the display when the cursor moved to the end of the
line? When there wasn'’t enough room for a word at the end of the
line, the cursor took the word and automatically moved it down to
the beginning of the next line. It's an automatic carriage return,
commonly referred to as word wraparound.

Keep typing (type anything you want) until you feel comfortable with
the idea of not pressing atthe end of each line.

Note: There will be times when you will want to use the key, of
course. For instance, if you wanted to type an indented paragraph, you
would press and then indent the desired number of spaces with
either the bar orthe key. You will also want to use the

key to end a paragraph, to end a line before it is filled up with text
(as in an address list), or to create a space between one paragraph and
another.

Clearing Memory

You will frequently find it helpful to clear the display (when, for in-
stance, you complete one document and want to begin another). Nor-
mally you will save the present document onto a disk before clearing
memory. That way you will have a permanent copy of the document.
But you haven't typed anything so far that’s worth saving, so simply
clear memory. Press

[N]

When brackets enclose a letter (as in [N]), they indicate that the letter is a
command, and you should hold down the key while pressing the
letter inside the brackets. Itis notimportant to Apple Writer whether you
type an upper- or lowercase letter.

At the bottom of the display a message from the computer appears.
[Nlew (Erase Memorv) Yes/No 7

The computer is asking if you really want to erase memory. Thisis a

protective device so that you won't accidentally lose what’s on the

display if you press [N] by mistake. It's not necessary to type out the

word when responding to this message; the initial letter (' or N) will

suffice. So, simply, press

and the key.

The display is blank once again—except for the cursor and the Data
Line.
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A document saved on a disk is called a
file. For more information about files, see
the Apple lle Owner’s Manual.

The command [L] finds the named file on

the disk and puts a copy of it into memory.

A prompt is a message from the
computer.

Loading Files

As you work with Apple Writer, you will probably create and store
many documents. When these documents are stored, we call them
files. Each time you start up Apple Writer and want to work on a par-
ticular document, you have to take that file from its storage space on
the disk and put it into memory. This is called loading a file.

Loading a file is done by pressing [L] and typing the name of the file
you want to put into memory. Since you haven’'t had a chance to cre-
ate your own files, we've created a few for you and stored them on the
MASTER disk. You'll use these files to work through the tutorial.

Right now, you'll load a file called PAPERSAVER. Putthe MASTER
diskindrive 1, ifitisn’t already there, and press

(L]
Apple Writer answers with
[Lload:

The message, or prompt, is asking what file to load. Simply type the
file name after the colon, so the display looks like this

[Lload:PAPERSAVER
Press the (RETURN) key.

~ Note: If you make a mistake while typing, press the (oELETE) key, located in
the upper-right corner of your keyboard, once for each letter you wish to
delete. You will see that the cursor deletes letters as it moves backward
- When you have deleted the mistake, continue typing.

Inamoment, the end of PAPERSAVER will appear on the
display—Apple Writer always loads files so that the last few lines are
visible. To get to the beginning of PAPERSAVER, you must move
the cursor.
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[B] moves the cursor to the beginning of a
document, [E] to the end.

If you have questions about the
keyboard, see the Apple lle Owner's
Manual.

Moving the Cursor With [E] and [B]

To see the top of PAPERSAVER, move the cursor to the beginning
of the file.

What youdo... What you get...
Press [B] Cursor moves to the beginning of
the document.

You can get to the end of a file just as quickly.

Press [E] Cursor moves to the end of the
document.

The two commands are easy to remember. Just think of B for “begin-
ning” and E for “end.”

Moving the Cursor With the Arrow Keys

If you want to move the cursor up or down or left or right, use the
arrow keys located in the lower-right corner of your keyboard. Try
them out.

Press the (1) key a few times. It moves the cursor up one line each time
you press it. The (1) key works in reverse: each time you press the key,
the cursor moves down one line.

Now try the (=) and (9 keys. They move the cursor to the right or left
one character each time they are pressed.

If you continue holding down the (<] key, you will find that it moves the
cursor left until it gets to the beginning of a line. Then it moves to the
end of the previous line and continues moving left.

Helpful Hint: If you want to move the cursor even faster, hold down the
. ' th e (SPACE) bar,

o right one word. '

The (@) key, when used with the .or (Ukeys, will move the cursor up or down
12 hnes ‘ ,,

Basic Editing




Deleting and Retrieving Text

You will frequently want to delete text. For example, you will want to
delete text if you make a mistake, if you change your mind about what
you've written, or if you want to make changes to an old file.

There are several ways to delete text. We'll try the methods to see
how they work.

Deleting Using the Key

The key removes text, whichcan ~ When you use the key, you can never get your characters back.
never be retrieved.

Use the arrow keys to move the cursor just to the right of the last
word, bus iness,inthe second paragraph of PAPERSAVER.

Whatyou do... What you get...
Press the key. One character is deleted from
the word.

The longer you hold down the key, the more characters you
will delete. Go ahead and use the key to remove characters
and words in the second paragraph. Remember that when you delete
with this key, your words are gone forever.

When you delete text by holdingdownthe ~ Deleting Using the (&) and (<) Keys

@ key and pressing the (Skey, it can be . . )

retrieved by holding downthe @keyand  In this method of deletion, characters can be retrieved.

pressing the G key.
Use the arrow keys to move the cursor to the right of the last word,
mon e ¥,inthe third paragraph. Apple Writer always deletes from
the end of a specified text to its beginning.

What youdo... What you get...
Hold down the (&) key and Characters are deleted as the
press the (<] key. cursor moves back over them,

from right to left.

Keep holdingdown the(@dJand  Theentire word, monie v, is
press (<) several more times. deleted.

Now suppose you didn'’t really mean to delete that word! Well, all is
not lost. You can retrieve the word from memory.
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[D]. for “direction,” changes the direction
of the arrow on the Data Line.

Depending on the direction of the arrow
on the Data Line, the [W] command will
delete or retrieve words.

Hold down the (&) key and press  With each press of the (=) key, the
the (=) key. characters you just deleted are
retrieved, one by one.

Helpful Hint: Sometxmesyou will hold the @ and (keys down too long,
and characters will appear on the display that you don’t want included in
your text. Simply delete them.

Deleting Words and Paragraphs With [W] and [X]

Notice the Data Line at the top of the display. The first character in the
line (in the upper-left corner) is an arrow, called the direction arrow.
The direction arrow is very important when deleting words and
paragraphs. Watch the arrow as you go through the next set of
commands.

What you do... What you get...

Press [D] The arrow on the Data Line
changes direction.

Press [D] The direction changes again.

Press [D] The arrow points to the left (+).

Move the cursor to the end of the first paragraph.

Deleting Words. Perhaps you want to change the second sentence
of the first paragraph, deletingthewords comrared to the
previous vear, Thedirectionarrow should look like this: .

What you do... What you get...
Press [W] The word ¥ e a r is deleted.
Press [W] Theword previousis

deleted.

Press [W] three times. The rest of the phrase is deleted.

Press [D] The direction of the arrow on the
Data Line changes from < to
Press [W] The last word deleted is

retrieved.

Continue pressing [W] until all the words you deleted—and want to
return to the text—have reappeared.
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If you want to see the carriage returns in
your document, read “Toggling Carriage
Returns” in Chapter 2.

Depending on the direction of the arrow
on the Data Line, the [X] command will
delete or retrieve paragraphs.

Deleting Paragraphs. You can use [X] to delete paragraphs.
A paragraph is all the text from the position of the cursor to the
previous (RETUEN),

/ays accomplished from the position of the cursor

Move the cursor to the end of the first paragraph. Be sure the direc-
tion arrow is pointing to the left ().

What you do... ' What you get...

Press [X] All text from the position of the
cursor to the previous is
deleted.

Press [D] The direction of the arrow on the

Data Line changes from < to

Press [X] The paragraph is retrieved.

Helpful Hint: The direction the arrow points shows whether you are
taking text out or putting it back in. When it points to the left, or backward,
you can delete. When it points to the right, or forward, you can retrieve.
This is true for the direction arrow on the Data Line and the arrow keys.

You've done a lot of editing with PAPERSAVER, and it’s possible
you have deleted a substantial part of the text. So, before going on,
get rid of the copy you have been practicing on and load the original
from the MASTER disk again.

First, clear what's left of PAPERSAVER from memory. Press [N]
and

[Nlew:(Erase Memorv) Y/N 7

appears at the bottom of the display. Press the (Y] key and then the
key to confirm your intent to clear the text from memory.
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Now load PAPERSAVER from the disk again. Press
(L]

and notice that

[LIOAD:

appears at the bottom of the display. Type
EXAIPIEXRIS)AVI(EXR]

and press the key.

Now that you have a new copy of PAPERSAVER to work on, go on
to the next section.

Moving Text With [W] and [X]

Because deleted text is saved in the computer’s memory, you can
move words or paragraphs easily using the [W] and [X] commands.
Suppose you wantto move the c ¢ : linein PAPERSAVER tothe
end of the memo.

First, using the arrow keys, move the cursor to the right of
A+, Rosind.

What you do... What you get...

Press [D] The arrow on the Data Line
points to the left (=).

Press [X] The paragraph is deleted.

Press [E] The cursor moves to the end of
the memo aftermorie v

Press the key twice. The cursor moves down a line.

Press [D] The direction of the arrow on the
Data Line points to the right ( ).

Press[X] The line reappears at the cursor.
Itis now the last paragraph in the
memo.

By the Way: You can delete up to 1024 characters, about ten lines, with
the [X] and [W] commands and still retrieve them. For more information,
see Chapter 2.
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Review of the Delete Commands

Use the key for typographical errors or to throw away words.
Text deleted with this key cannot be retrieved.

Use the (&) and (<) keys to delete characters or a short phrase that you
want to move somewhere else. To retrieve this text, press the (=) key
while holding down the (&) key.

Use [W] to delete and move whole words or sentences quickly. The
direction arrow must point to the left () to delete and to the right ()
to retrieve.

Use [X] to delete and retrieve paragraphs. A paragraph is any group
of words from the cursor position to the previous or blank line.
The direction arrow must point to the left () to delete and to the right
(*)toretrieve.

Inserting Text

To insert text, simply move the cursor to the place where you want
text inserted and begin typing. If you make a mistake, press the
key to erase it, then type the correction.

Here’s how to add the name .J+ Owe i s to the list of people to
receive copies of the PAPERSAVER memo.

Using the arrow keys, putthe cursoronthe EinE+ Challon.
Type
(W I)(EPACE) O)w)(e]n s ). ) (SPACE)

Don't forget to type a space after the comma to separate the addition
from the next name.

J+ Owens now heads the list of people to get copies of the memo.

It is important to understand that the computer treats spaces as any other
character. To insert a space character, you must press the bar.

Appendix A



To find out how to search through the disk
catalog, read “Finding File Names in the
Disk Catalog” later in this appendix.

Saving to aFile

When you work at the Apple lle’s keyboard, typing text, editing, and
making changes as you go, you are actually putting the document
into main memory. The computer’s memory is a temporary work-
place, existing only as long as the computer is turned on. If you turn
off your computer, you lose all the work you've done.

That's why you save your work. When you save the contents of mem-
ory, the computer copies the work in memory and stores it on a disk
as a permanent file with its own name. The computer still holds a
copy of your work in memory—until you issue a [N] command or turn
the computer off—and, if you like, you can keep working on the copy.
The next time you save your work to the same file name, the original
version of your work stored on the disk is destroyed and the new, up-
dated copy of your work takes its place.

Let’s try saving what you've typed. After making changes to your
memo, you'll want to save it on a disk so that you'll have a permanent
copy for future use.

Important Information About the MASTER Disk:

When you start up the Apple Writer [l MASTER disk, most of its contents
are put into memory where they stay (whether the disk remains in the disk
drive or not) until you quit Apple Writer. That's why you can remove the
MASTER disk and still get Apple Writer to perform most of its functions.

The files that do not remain in memory are those marked witha T in the
disk catalog. The help screens, for instance, are marked with a T, which
stands for “text file.” So, to use any of those files, the MASTER disk must
be indisk drive 1.

When you are through with the tutorial and are working on your own, you
will start up Apple Writer, remove the MASTER disk, and then insert an
initialized disk on which you will save your files.

As we mentioned earlier, in “A Word About Your Apple Writer MASTER
Disk,” you shouldn’t save documents on the MASTER disk. In the follow-
ing exercise you will save your document onto a separate, initialized disk,
even though you loaded it from the MASTER disk. If you do not have an
initialized disk, read “Initializing Disks” in Chapter 3.
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[S] saves the document in memory onto
a disk.

Saving With Only One Disk Drive

If you have only one disk drive, save your document only after
removing the MASTER disk from the disk drive and inserting an
initialized disk in its place.

So, remove the MASTER disk from the disk drive. Insert the initial-
ized disk. To save the document you have been working on as a file
named NEWMEMO, press

(S]

to let Apple Writer know you want to save afile. At the bottom of the
display you will see

[Slave:
Type
NEWMEM(©)

to give the file a name and press the key to execute the
command.

The red light on the disk drive will go on. And the drive will make whir-
ring sounds as the document is saved onto the disk. When the light
goes out, the file NEWMEMO is saved.

executes the command If you change your mind, just press (RETURN)
wnhout typing ythmg and the command at the bottom of he dcsp!ay
hi , ,

Saving With Two Disk Drives

If you have two disk drives, you don’t have to exchange disks. The
Apple Writer MASTER disk should be in drive 1. If you don't already
have an initialized disk in drive 2, insert one now.

If You Have Two Disk Drives: When you are working on your own, you
will start up Apple Writer with the MASTER disk in drive 1 and will save to

I
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Type the number 7 and not the letter/
when specifying drive 1. For more
information, see “Keys You Must Use
Precisely” in the Apple lle Owner’s
Manual.

To save the document you have been working on as a file named
NEWMEMO, press

(S]

to let Apple Writer know you want to save a file. At the bottom of the
display you will see

[Slave:
Type
NEWMIEMEL )

to give the file a name and to indicate you want to save it on the disk in
drive 2.

Press the key to execute the command.

The red light on the disk drive will go on. And the drive will make whir-
ring sounds as the document is saved onto the disk in drive 2. When
the light goes out, the file NEWMEMO is saved.

Helpful Information: Apple Writer will always save to or load from the last
—unless you tell it otherwise. This is Apple Writer's ability
to assume a choice, called a default. You specified d 2 in the example just
given because, if you hadn’t, Apple Writer would have saved NEWMEMO
to drive 1—the last drive used. And, of course, saving to the MASTER
disk is something you don’t want to do!

Save Frequently

Don’t wait until you've completed a document to save it to a disk.
Save what you’ve been working on every 20 minutes or so—or even
more often. That way you'll always have a fairly current, permanent
copy of your document safely stored on a disk.

If you don’t save regularly, you could lose all of your work by
accident—perhaps by tripping over the computer’s power cord and
pulling it out or by experiencing a power failure. This is because

the document in memory—uwhich is what you add to and make
changes to—exists only while the computer is turned on. To make a
permanent copy of a document, you must save it on a disk.
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Type the letter O and not the number 0 to
get the DOS Command Menu.

DOS, pronounced like “toss,” controls
one or more disk drives.

Figure A-2. DOS Command Menu

A catalog is a listing of all the fileson a
disk.

Finding File Names in the Disk Catalog

In your work with Apple Writer, you will frequently find it helpful to see
a listing of the names of files on a disk. Do that now to check that
NEWMEMO really has been saved on the disk. Press

(O]

to get the DOS (Disk Operating System) Command Menu.

Figure A-2 shows what your display should look like.

The first command onthe menuis Cat al o g. Since thisis the
command that will give you a list of the files on your disk, type

(&)

and

Enter SlotsDrive (Example 56:D1):

appears at the bottom of the display.

The default is the last disk drive used. Both one-drive and two-drive
users can simply press the key to accept the computer’s
choice.

If the catalog is longer than one screen, you must press the bar

to scroll to the next screen. Press it several times until the entire
catalog scrolls by.
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Do you see NEWMEMO in the catalog?

Press the key to return to the DOS Command Menu. Press
again to exit from the DOS Command Menu and return to
the display.

When the text on the display shifts up or down in response to the cursor or
acommand, it is similar to the unrolling of an ancient scroll in front of a
window. Thus, the term scrolling.

Printing
To print the document in memory, thatis, NEWMEMO, press

(P]

The screen will display the message
[PIrint/Prodrams:

If you want to obtain the Print/Program Command Menu, type
and press the key.

Note: You must use the key to type a question mark, just as you
would on a typewriter.

You should see the Print/Program Command Menu as illustrated in
Figure A-3.

Figure A-3. The Print/Program
Command Menu

nownwnu

[PIrint/Prodram :%
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What you see are the most common print options. To change any one
of the options, type the two letter code, then type the value you want.

What you do... What you get...

Type (RIM[2)(¢) and press The right margin on the menu

changes to 39 from the default
settingof 79

Type and press The left margin on the menu
changesto @ from 9

If you don'’t have a printer attached to your computer, you can print the
document on the screen by changing the print destination (PD) to @.

If you do have a printer, leave the print destination at 1. However, if
your printer controller card is notin slot 1, change PD to reflect the
correct slot number.

If your printer controller card is in slot 1, you're ready to print. With the
[Plrint/Prodram: promptstil displayed, type

for “new print” and press (RETURN),

You also can issue the [P](NP) command directly from the editing
display.

If you’re printing to the screen, the menu will scroll by, followed by the

memo. If you're printing to a printer, a copy of the memo should be
printing now.
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When printing is completed, return to the text and clear the screen

and memory.

What you do...
Press the key twice.

Press [N]

Press(Y) and

What you get...

The Print/Program Command
Menu disappers, and you return
to the text.

Apple Writer asks you if you
really want to erase memory.

The memo s cleared from mem-
ory. The display is blank except
for the blinking cursor and the
Data Line.

In the last few exercises, you loaded a file named PAPERSAVER,
made some changes to that document, saved the memo under a new
name (NEWMEMO), checked the disk catalog to see it listed, and
then printed the copy of the file that remained in memory. When you
were through printing, you cleared the screen. This is a routine you
will follow often when you use Apple Writer.

Deleting aFile

There will be occasions when you will want to get rid of a file for good:
it has served its purpose and is just taking up space on a disk. You
may delete files from a disk quite easily.

Whatyou do...
Press [O]

Type

Type NEWM(EXM() and press
the Key.
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What you get ..

The display is replaced by the
DOS Command Menu.

TheDelete Fileoptionis
selected, and the computer
prompts you for the name of the
file to delete. You don't have to
specify a drive number because
you're using the same disk drive
used for your last action.

Drive 1 will whir and the red light
will go on as the file is cleared
from the disk.




To make sure the file was deleted, check the disk catalog.

Type TheCatalodg optionofthe DOS
Command Menu is selected.
Press the key. The default slot and drive are ac-

cepted. The default is the disk
drive you last used.

If you have a long catalog, The catalog scrolls by.

press the bar several NEWMEMO nolonger

times until you have seen the appears:ithas been

names of all the files. successfully deleted.

Press the key. The display returns to the DOS
Command Menu.

Press the key again. The editing display returns.

Getting Help

You have now learned most of the basic steps involved in using
Apple Writer. But there may be times when you forget how to execute
a command or find you need assistance. For such times,

Apple Writer has a Help Screen Menu.

Note: You can obtain the Help Screen Menu by holding downthe @
key and then typing a question mark. Remember, the Apple Writer
MASTER disk must be in drive 1 when you call up the help screens.

When the Help Screen Menu (Figure A-4) is displayed, press the
letter corresponding to the command you need help with. For
instance, if you need to know how to load files, press (1) and then
(ReTurN). The Load Command Summary (Figure A-5) will appear
on the display.
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Figure A-4. The Help Screen Menu

Figure A-5. The Load Command
Summary

Type (¢) and press to get back to the Help Screen Menu.
Then press again to return to the editing display.

Making a Backup Copy at Session’s End

At the end of a session, you should always back up your work in case
See the Apple lle Owner’s Manual for the original disk is damaged. A disk can become unusable after ex-
how to take care of disks. posure to direct sunlight, moisture, magnets, and extremes of heat
and cold. A disk also can be damaged by writing on its label with a
pencil or ball-point pen.
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There are two ways to back up your work. When you are saving docu-
ments, save two copies. Trade one initialized disk for another and
execute the save command again. Be sure to keep the copiesin
different places.

You also can copy the entire disk. For more informationonthe COPY
command, see the Apple lle Owner’s Manual.

Exiting the System

You are now finished with the basic elements of the tutorial. Perhaps
you have learned enough for one session and would like to take a
break. If so, it's time to exit the system.

Whatyoudo... What you get ...
[Q] selects the Additional Functions Press [Q] The Additional Functions Menu
Menu. appears on the display.
Press () Erases Memorv., Quit
(Y/N) 7

prompts you as the option to quit
Apple Writer is selected.

Apple Writer is asking if you really want to erase memory by quitting
Apple Writer. This feature prevents you from making a mistake and
wiping out all your work (maybe you really wanted to press (1), for in-
stance, to connect the keyboard to the printer). In this case, however,
you really do want to quit Apple Writer, so, type

and press the key.
In a moment the screen will be blank except for the blinking cursor.
Remove your disks from the disk drives. Turn off your computer if you

don’t plan to use it again soon. Turn off your monitor.

The tutorial continues with the next section, “Additional Features.”
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Additional Features
The Apple Writer Il Word Processing System has several additional
features you might find useful. To give you a taste of these additional
features, we have prepared some brief exercises that illustrate:
® tabs
e finding and replacing text
® splitting the screen
® using aglossary
If you have turned off the computer, remember to start Apple Writer by

putting the MASTER disk in drive 1 before turning the Apple lle and the
monitor back on.

Tabs

Tabs are a quick way of moving the cursor to a specific place on the
typing line. They also are good for indenting the first line of a para-
graph and for typing columns of numbers or words.

There are two ways to use the key. In the tutorial we will only con-
cern ourselves with using the key to insert spaces in text. You
also can use the key to tab over existing text. See Chapter 2 for more
on tabs.

Apple Writer already has set tabs for you at every eight spaces (up to
character position 72). Let's take a look at how you can set up your
own tabs. First, find the key: it's located on the upper-left side of
your keyboard, beneath the key.

Press the key.

Notice that, on the Data Line, the number after Ta b = is now
8—Dbefore you pressed the key it had been @. Press the
key again. The number changes to 1 G. You can keep pressing

to see that tabs are set every eight spaces.

Suppose tabs every eight spaces is not what you want—suppose

you want them every ten spaces. The following sections tell you how
to clear and reset the tab settings to suit you.
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The tab command, [T], allows you to
purge all set tabs, by pressing (7); to set
new ones, by pressing (s); and to clear just
one tab, by pressing ().

Setting Tabs

Setting tabs with Apple Writer is just like setting tabs on a typewriter.
Butinstead of using tab set and tab clear keys, you press [T]s) and
[T](c). More on the [T](€) command in a moment. Apple Writer also
gives you the ability to clear all tabs with a single command: [T](®).

What youdo... What you get...

Press[T] The display responds with
[Tlab(5et/

Clear/Purde) :

Press (7] for “purge.” All current tab settings are

purged (deleted).
Press the bar The cursor moves ten spaces.
ten times. The values of P o s : —which
stands for “position’—and
Tab: ontheDataLineare 1 0.
Press[T] and then(s) The tab is set at the current
for “set.” position.

Now try setting a tab at position 20 and 30 using the same instruction.
Continue setting tabs across the screen until you have set new tabs
every ten spaces.

Clearing a Tab

To clear one tab from your document, simply put the cursor on the
unwanted tab position using the key and give the clear
tab command, press

[T]
and then (¢) for “clear.” The tab will be cleared.

Fun With Tabs

If you would like some more practice using tabs, try this table. Be
sure you have reset tabs every ten spaces.

Whatyoudo... What you get...
Press [B] The cursor moves to the first line.
Type (V(2)m)(e) The first column heading is

placed on the display.
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See “Using Find and Replace” in
Chapter 2.

Press The cursor moves to the first tab.

Type (a)e)e) The second column heading is
positioned.

Press The cursor moves to the second
tab.

Type (B (h d)(a)t)e) The third column heading is
added.

Press The line is ended as the cursor

moves to the next line.

By‘~thé,Way£ Ifyou want to save ydur new tab settings, Apple Writer gives
you a way to store tab settings and recall them when you need them. See
“Setting Tabs” in Chapter 2.

Find and Replace

At times you will find it extremely useful to be able to change all the -
occurrences of a word or phrase in a long document—perhaps a
word has been consistently misspelled throughout a document or a
name or title changes.

Apple Writer’s find command, [F], makes it easy. We’'ll show you three
ways to use the [F] command to help you in your work.

Before we use the [F] command, let’s clear memory to get rid of the
text you typed in while learning to use the tab files. Then, we’ll load
MOT T0O into memory for this exercise. Be sure the Apple Writer
MASTER disk is in drive 1.

If You Have One Disk Drive...

Whatyoudo... What you get...

Press [N] and then the The display and memory are
key and cleared.

Press [L] and type Thefile MOTTO is loaded into
MEEEE memory.

Then press
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If You Have Two Disk Drives...

Whatyoudo... What you get...

Press [N] and then the The display and memory are
key and cleared.

Press[L]and type Thefile MOTTO is loaded intp
000LE800 m%r:\(l)g f.rom the MASTER disk
Then press

The MOT T O document—consisting of a number of repetitions of
the phrase “Our motto is safety”—should now be on your display.
Suppose you had read this document earlier and found the word
Safety misspelledas Sat et v.Unfortunately, you neglected to
make note of where the mistake was.

This typographical error would be hard to locate if you had to scan the
whole document again, but you can locate it easily with Apple Writer's
find command.

Note: [F] always searches in the direction of the arrow on the Data Line, <
or *.[F] also searches from the point in the document at which the cursor
is residing. For that reason, you must always go to the beginning or end of
the document if you want to search the whole document. The cursor then
will have the entire document before it or behind it, and the direction arrow
will automatically point in the direction of the text.

Whatyoudo... What you get ...

Press [B] The cursor moves to the begin-
’ ning of the document, and the
direction arrow is setto

Press [F] The find prompt appears at the
bottom of the display.

[Flind:
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A delimiter is a character that is used
to mark the beginning and end of a
sequence of characters. In written
English, the space character is used
as a delimiter between words.

Type
Bean0nng
and press (RETURN). Do not put

a space before the first slash.

TheSinSatety mustbe
typed in uppercase since
that’s the way it appears in
MOTTO

Press the bar.

Apple Writer moves the cursor to
the firstoccurrenceof Satet v
in the document. At the bottom of
the display, the prompt asks
whether to proceed and find the
nextoccurrenceof Satet v

Since you thought it only ap-
peared once, and since you've
found the misspelling, you can
stop the search.

The search stops.

The word you type between the slashes is the word to find. Type the
word you want to find exactly as it appears in the document, paying
particular attention to upper- and lowercase.

You could now fix the misspelled word by editing it, but don’t. There’s
a better way. If you want to fix this typographical error and check to
see if you made the same mistake someplace else in the file, you can
do so all at once by using find and replace. Try searching from the

end of the document this time.

The [F] command looks for all occurrences of the word or phrase you

specify. The command is st

Whatyoudo...
Press [E]

Press [F]

Additional Features

ped by pressing the bar.

replace or proceed with the search The command also will searchand
replace all occurrences automatlcally

What you get..

The cursor moves to the end of
the document, and direction ar-
row is setto «

The find prompt is displayed.
[Flind:




Type

(sXa) e MWD
and press (The first
word is the one to find; the

second is the one with which
toreplaceit.)

If you press any key other than
or (RETURN), the search will
stop. Press (Y] to replace.

Press

The cursor moves over the 5 in
Satetv,andthe message

[Flind:RETURN=
Proceed / Y=Rerlace

appears near the bottom of the
display.

Satetyisreplaced with
Safetv,andthecursorstops
in front of the corrected word.
The prompt returns, asking
whether to proceed.

If there are any other occur-
rences, the cursor will stop at the
next one, and Apple Writer will
ask for directions.

Since there are no more occur-
rences of the word in the docu-
ment, the cursor moves to the
beginning of the document, and
the [F] command is turned off.

Now suppose you want to change the motto to reflect a different

spirit.

Press [B]

Press [F]

Type

The cursor moves to the begin-
ning of the document, and the di-
rection arrow is setto

The find prompt is displayed.
[Flind:

0800080n000NE-EE0008000000a0

and press

Appendix A

The display is immediately
updatedwithCost
Efficiency replacing
Safetvinthe motto. The
cursor returns to the beginning
of the document.



The A, which stands for “all,” replaces all occurrencesof Safet v
withCost Efficiency.

Apple Writer can revise a very long document in a short time using

See “Using Find and Replace” in this automatic find-and-replace feature.
Chapter 2.

Splitting the Screen

The display can be split into two sections, each 12 lines long. You can
use the split display to compare text in different parts of a document.

Here’s how you can edit one part of a document while you see the in-
formation in another part of the document. (If you have only one disk
drive, be sure the Apple Writer MASTER disk is in the disk drive.)
Load the file named LEASE.

Whatyoudo... What you get...

Press [N] and then(Y) and The display clears.
to confirm your wish

to clear the display and

memory.

If you have one disk drive, LEASE is loaded into memory.
press [L] and type

If you have two disk drives,
type

EEAEEL))

and press

Press [B] The cursor moves to the begin-
ningof LEASE.
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Use the [Y] command to split the display
into duplicate parts.

Figure A-6. The Split Screen Command
in Action

Now let’s split the display so that you can compare two copies of
LEASE.

Whatyoudo... What you get...

Press[Y] Apple Writer responds with
[¥] SplitScreen
(Yes/No/

RETURN=8witch)
at the bottom of the display.
Type(Y)for “yes” and press The display divides in two—each

to split the display. part with its own Data Line.
Press the () key. The document scrolls in the bot-
tom half of the display.

When using a split display, you can scroll each part independently,
and you can edit text in either display. You also can load another file
onto the end of the document in memory. Let's do this: we'll load a file
named REFERENCE.

What youdo... What you get...

Press [E] The cursor in the bottom display
moves to the end of the
document.

Press[L]and type Figure A-6 shows what your dis-

AEPERENCEE play should look like.

& > Z Mem:44883 Len: 1962 Pos: ? Tab: @ File: lease
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Press[Y] and then to switch
cursor control from one display to the
other.

See “Editing With a Split Screen” in
Chapter 2 for important warnings about
using this feature.

Press[Y]and then to The cursor starts blinking in the
switch control of the cursor top display.
from one display to the other.

You can now use Apple Writer's normal editing commands to change
the text in the top display, or you can move the cursor control to the
other display by pressing [Y] and and edit there. You can edit
the document in the top display while you use the document in the
bottom display for reference—or vice versa!

To get back to a single display, press [Y] and type
()

for “no” and press the key.

Before going on, clear the screen.

What you do... What you get...

Press [N],(¥), and The screen is blank except for
the cursor and the Data Line.

Warning

The computer treats everything in memory as one document—even if you
are using a split display. Any changes you make to either display are in-
corporated into the single document. If you load a file into the bottom dis-
play for reference, it becomes part of the top display and must be deleted
before saving the edited document.

The Glossary

For those words and phrases that you use over and over, Apple Writer
has a feature that allows you to store those phrases and recall them
with a single keystroke. It's called a glossary.

Additional Features




First, we’ll define a glossary, then we'll use it in a document.

Whatyoudo... What you get...

Press [G] Apple writer prompts you with
[Gllossarv (7=
Define/*=Purde) :

Type (?) for “define.” The display clears and

Enter new
definitions:

appears at the top.
Type
(a)sPacEfA)e)p)(1 ) e)EPACE) (S )m](p)(u )t e ) r JSPACE) (D) (c )]
and press Theais The editing display returns as

called adesignator. When you  you exit the glossary. You must
use the glossary, pressing [G]  exit the glossary each time you
and then the designator define a designator.

places the definition in the

text.

o

Press [G] and then The display changes to the
glossary. Notice that your first
glossary entry is listed near
the top of your screen.

Type
(o)csPacE)(A e ) ()1 e )sPACEIWIr [ (e )(r JEPACEY [ H)(SPACE W) o)(r (<]
(SPacE)(PJrJo)(e e ) s (s o)r Xs]

In this case, the b is the desig-
natorforArprle MWriter
Il Word Processors.
And pressing [G](0) is certainly
a lot simpler than typing the
whole phrase!

Press The editing display returns.
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Press [G](?) to enter the third The display changes to the
definition. glossary.
Type

(c)sPacE)XR) o) (b))t )(EPACE)( 4 (o )(n ) e)(s ). JERACE) V)i (e ) o J(SPACE)
RGHDDO000O0

and press The editing display returns.

You have created a small glossary. The a, b, and ¢ are designators for
the phrases. Now let’s create a memo that uses these phrases.

Whatyoudo... What you get...

Type What you type appears on the
display.

ME(n)EracE)(2)8) L ErAcE) )(9)(8)2)

and press

Type

OB EE000E-E3000000

and press

Type Robert Joness Uice

BRCDS President

is added to the line after

and press [G](c) to put the EROM:

phrase designated c in the
glossary at the cursor’s
position.

Press to begin a new
line. And press again
to create a blank line.

Then type Apple Computer Inc.
which is designated a in the

(o) (EPACE = (1) glossary, appears after
and press [G](2) We at
Type

(waJ(m(t)EPacE)(t (o)(SPACE) () (a)(n [ k](SPACE)y o) u](SPACE) ) o)(r)
(SPacE)y o) uJ(r)(EPACE) o)(r [ d)(e ) r JSPACE) o ) T )(SPACE) 3] 0)(0)

and press [G](2) to call up the Arple II Word
product name. Processorsisinserted after
300
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You can see by now how useful this feature can be. You also can
save glossaries onto disks and use them over and over again. To find
out how, read “Making and Using a Glossary” in Chapter 2.

By the Way: Clearing memol with [N] does not erase the glossary. To
get rid of the glossary in memory you must purge it, by pressmg [G] and
then an asteris| ), orturn the computer off ,

Advanced Techniques

This last part of the tutorial will demonstrate some of the system’s
most advanced features, features that go beyond the scope of a rou-
tine word processor. Each section begins with a short description of
what will be shown, followed by a discussion of how to run the dem-
onstration. Read the description first, then watch the demonstration
on the display.

This part of the tutorial will show how

® “personalized” form letters can be automatically created

® printing options can make document formats flexible

documents can be created from stored paragraphs

lists can be renumbered automatically

The Demonstration Menu
You get to the Demonstration Menu fromthe LPIrint/Prodram:
prompt.
Whatyoudo... What you get...
Press [P] The
[PIrint/Prodram:

prompt appears at the bottom of

the display.
Type The Demonstration Menu re-
00 GEFAER)EME)T) places the editing display.

and press (RETURN)

Appendix A



To personalize your own form letters, see

Appendix B.

Personalizing Form Letters

Using Apple Writer, you can automatically create hundreds of per-
sonalized form letters from an address list.

In the form letter demonstration, a specially written program automat-
ically inserts each name and address from an address file into a form
letter and then prints a copy of each personalized letter. Here’s what
the address file looks like:

When you run the form letter demonstration, you are asked for the
date and then a signature for the letter. You must press after
your answers to let Apple Writer know you are done.

A copy of the form letter will be shown on the display, with the sec-
tions to be personalized shown in parentheses. The program takes a
name and address from the list and modifies the form letter to look as
if it was specially written for the recipient.

Now run the demonstration.

Whatyoudo... What you get...
With the the Demonstration The disk drive whirsas FOR M
Menu displayed, type (1) to LETTER is loaded into memory.
select FORM LETTER The menu changes to show you
and press the list of address that will be
used. You are asked to press
to begin.
Press The form letter is shown on the

display. A message at the top of
the screen prompts you for to-
day’s date.
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Type in the date and The date you supplied replaces

press (Date),andyou are asked for
a signature.

Type in your name and Your name replaces

press (RETURN) (Sidgnature).Youare
asked to press (RETURN)
to continue.

Press The first address on the list re-

places (Address),andthe
person’s first name replaces
(Name).

You are asked to press after each address and name is filled
in. The demonstration slows the replacement process so you can
watch it on the display. If the screen were turned off, form letters for
everybody on the list could be completed in less than a minute.

Keep pressing until you get back to the Demonstration Menu.

Seeing the Effects of the Print Commands

After you have created a document, you can print the documentin
several ways without reformatting it on the display. You can do this by
changing the values of the print commands discussed earlier in
“Printing.” To find out more about the print commands and how to
change their values, see Chapter 4.

Remember: The format of the document in memory (as it looks on the
display) has no effect on the way the document can be printed.

The print style demonstration shows you some of the ways your text
can be printed. And you don’t even have to have a printer hooked up
to your Apple lle computer! The demonstration program automati-
cally changes the print destination (P D) in the Print/Program Com-
mand Menu to @ so the document is printed on the display.

Whatyoudo... What you get...

With the DemonstrationMenu PRINT S5TYLE isloadedinto
displayed, type (2) and memory, and the original docu-
press ment is displayed. You are asked

to press to see one way
the document could be printed.
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Press

Press twice.

The formatted document scrolls
by, and a line at the end of the
document tells you the style
used for printing.

The next version of the docu-
ment is displayed.

You may have noticed that the formatted document scrolls by too quickly
to see the beginning. While the display is scrolling, you can use (controL)-(s)
(hold down the (GonTroL) key while pressing (s) to stop the scrolling. Be
ready to use this command after pressing to catch the first para-
graph. You can resume scrolling by pressing (contron)-(s) again.

In this demonstration, the document is printed to the screen to save
time and paper—but if it were actually printed, it would look the same.

Creating Documents From Stored Paragraphs

Apple Writer allows you to load segments of files into memory. You
can then quickly create a contract, bid, or any other document
composed of standard paragraphs by loading segments from files

that already exist.

In this demonstration the program loads the segments for you—all
you have to do is tell Apple Writer what type of information you want

included in the contract.

Apple Writer will prompt you for information, ask you to choose from a
menu of clause options, and then assemble the document.

Whatyoudo...

With the Demonstration Menu
displayed, type (3) and
press

Type the information asked for
in the prompts, then type the
numbers of the options that
you want, pressing
after each one.

When you have finished, press
(without a number)

to tell the program that you’ve
entered all the desired op-
tions. Then follow the prompts
to see the finished document
on the screen.

Advanced Techniques

What you get...

CONTRACT isloaded into
memory, and you are asked
several questions.

Apple Writer assembles the
contract, and it is displayed.




To learn how to write programs like these—programs that will create
documents from stored text—read the Word Processing Language
manual.

Renumbering Lists

You can use the Apple lle computer to automatically renumber the
items on a list so that you don't have to retype the numbers yourself.

This demonstration shows a purchase order for television parts.
The numbers on the purchase order were scrambled because of
last-minute changes. Renumbering this list wouldn’t be too difficult,
but a long list of several hundred items long would be. Apple Writer
makes renumbering easy.

Whatyoudo... What you get...

With the Demonstration Menu RENUMBER is loaded into

displayed, type (¢) and memory. The purchase order is

press displayed, and you are asked to
press to see the list
renumbered.

Press The listis renumbered. The

renumbering is slow because it's
being shown on the display.

There’s More

You've been introduced to some pretty advanced techniques in
this section. And you have learned a little bit about WPL, the Word
Processing Language, but there’s a lot more to learn! Read
Appendix B and the Word Processing Language manual to find out
more about the language.

Wrapup

Congratulations! You've finished the tutorial. You should be fairly
comfortable with Apple Writer at this point, but don’t hesitate to refer
to the appropriate sections when you get confused. Remember, too,
that you can always call up the help screens if you've forgotten how to
issue an Apple Writer command.

Remember: You press (¢ and the type a question mark to get the Help
Screen Menu. The Apple Writer MASTER disk must always be in drive 1
when calling up the help screens.
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The basic and most commonly used Apple Writer commands have
been covered in the tutorial—but more exist! You will learn about
these other, more advanced commands by reading the reference
section (Chapters 2, 3, and 4). You may read that section now or just
refer to it as you need to learn specific functions. In addition, you will
find Appendix D, the “Summary of Commands and Menus,” quite
helpful as a reference tool.

Review of Terms Used in the Tutorial

Default: That which the computer will opt to choose. The default
drive is the disk drive you used last.

Designator: Used with the [G] command. A designator is a single
character that can represent an entire word or phrase.

File: A unified body of text as saved on a disk with its own name.

Loading afile: To copy a file from its place of storage on the disk and
put it temporarily into memory.

Memory: A temporary storage area for a document; while itis in
memory, the document can be edited or printed.

Prompt: A message given by the computer to remind you that some
action is expected.

Saving a file: To permanently store a document on a disk. Once
stored on a disk, a document is called a file.

Review of Terms Used in the Tutorial







The Word Processing
Language

About This Appendix

Perhaps you've noticed our occasional mention, throughout this
manual, that Apple Writer is “not just another word processor.” This
statement is not just exaggeration: it's fact. A word processor allows
you to create text and then to edit it as much—and as many times—
as you want. Apple Writer does this, with many time-saving and
unique functions thrown into the bargain.

But Apple Writer gives you something much more than just word pro-
cessing capabilities. Apple Writer comes with a group of powerful
functions in the Word Processing Language (we call it WPL for short).
With WPL, you can create customized reports, write “personalized”
form letters, do arithmetic calculations, perform repetitive Apple
Writer functions, create your own menu programs—and much more.

WPL, as you've probably realized, is just what its name implies: it's a
computer language, and it has been written specifically for use with
your Apple Writer software.

WPL is an easy language to master. Once you learn it, you can use it
to create Apple Writer functions specifically suited to your unique
needs. The Word Processing Language manual will teach you
everything you could ever want to know about WPL: how to program,
how to modify programs, how to use numeric and string variables;
how to control program execution—even how to correct problems.

The Word Processing Language manual is the definitive guide to
WPL. For now, though, this appendix will

® give you a brief, glance at Apple Writer's WPL functions

® show you how to run a WPL program

e introduce you to each of the WPL programs on your Apple Writer
MASTER disk

About This Appendix



The WPL Programs on Your MASTER Disk
The following WPL programs are on the Apple Writer MASTER disk:

Program Function

AUTOLETTER Creates personalized form letters.

AUTOPRINT Prints several documents in succession.
CONTPRINT Prints several documents as one.

COUNTER Counts the number of words in a document.
MOVER Transfers files from one disk to another.
CONVERT Converts Apple Writer 1.1 embedded commands to

Apple Writer Il embedded commands.

How to Run a WPL Program

The commands for running a WPL program will seem familiar to you.
That's because many of Apple Writer's commands are the same as
WPL commands.

Forinstance, to run a WPL program, you press [P] (the command for

obtaining the Print/Program Command Menu and its functions), and
then instruct the computer to run a particular program by typing

00

and the program name. And, if necessary, acomma and the disk
drive number.

Sound complicated? It's not. We'll give you an example of what you
would do if you wanted to run a program (just read the example—
don’t do anything yet).

Let’s say you wanted to run the WPL program AUTOLETTER. If
your MASTER disk was in drive 2, you would press [P] and type

@)Erace) A VML ET@DERL2)
And press (RETURN),

The AUTOLETTER program would be loaded into the computer's
memory and immediately begin functioning.

“That's great,” you say, “but what's AUTOLETTER, and what can it
do forme?”
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Warning

Do not try to execute WPL programs (with the DO command) with the
Print/Program Command Menu displayed. Pressing [P] will give you the
[LPIrint/Prodram: prompt. Andyou should execute the
command then, without typing (2] for the menu.

Creating Personalized Form Letters

The AUTOLETTER program creates personalized form letters.
Let’s say you were applying to graduate school and wanted to send a
letter to each of 20 schools. Each of those 20 letters would be exactly
the same, except for the name, address, and salutation.

In the old days of typewriters, you would have to type 20 letters. A
word processor without WPL's functions would be an improvement,
but the project would still be time-consuming: you would create a
letter; save it on a disk; and then, repeating the process 20 times,
you would put a copy of the letter into memory, typing in the appro-
priate name, address, and salutation. Then, again for each letter, you
would execute a print command.

AUTOLETTER does away with the need for you to shepherd each
of the letters. With AUTOLETTER, you create a letter and an
address file. AUTOLETTER does the rest: it performs the
mechanical functions for each letter.

You could turn your mind to other tasks, and when you came back to
your computer, all the letters would be printed and ready for you to
sign. Of course, you are not limited to 20 letters; you can do more
letters—or less.

Letsrunthe AUTOLETTER program to see what it does.

First, check the Print/Program Command Menu, by pressing [P]2), to
make sure Apple Writer is set up for your printer. If you do not have a
printer, set the print destinationto @. Thenrun AUTOLETTER, fol-
lowing the instructions in “How to Run a WPL Program.” Be sure the
menu is not on the display when you execute the DO command.

You'll see a letter on your display addressed to John Smith. Press
(ReTuRN). Now you see the same letter, but this time it's addressed to
Terry Jones. Continue to press (RETURN). You will see the same letter
five times, but with a different address and salutation each time. The
address file WPL is using contains only five addresses; when all five
have been used, the program stops.

How to Run a WPL Program



Figure B-1. A Form Letter

AUTOLETTER stops when it runs out of addresses in the address file.

If you wish to exit AUTOLE T TER before it finishes running through
all five examples, press the key while the program is running,
not when it is waiting for you to press (RETURN).

Making Your Own Form Letters

To make your own personalized form letters, you must write a form
letter, create an address list, and make a few minor changes in the
AUTOLETTER program. The following sections tell you how to do
each of these things.

Writing the Letter

Figure B-1 shows FORMLETTER, thefilethat AUTOLETTER
uses to make personalized form letters.

Study Figure B-1 to see how to begin and end a form letter and how
to designate the places in the letter where you want to substitute
names and addresses from the address list.

Then follow these steps to write your form letter:

1. Clear memory by pressing [N](Y).

2. Type the text of the letter. Type
OA@E X EE0)
two lines above the greeting line. Then, type
(O a)m)e)]

every place in the file where you want the recipient’s name to be
inserted.
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3. If you want to stop the printer after it prints each letter, embed a
message such as the one shown at the bottom of Figure B-1 after
the last line of the letter. If you embed the + I N command, you will
have to press after each letter to print the next one. In
either case, don't forgetto embed an + FF at the end so the printer
properly form feeds between each letter.

4. Save the letter to a new file name on a disk other than your
MASTER. (Remember that one of the most important rules in
Apple Writer is never to write on your MASTER disk.)

Creating an Address List

Figure B-2 shows ADDR S, the file that supplies AUTOLE TTER
with names and addresses for form letters.

Figure B-2. A Typical Address File

Look at Figure B-2 to see how to set up an address list. Then follow
these instructions to make your own address list:

1. Clear memory.

2. Type the names and addresses of the people that you want to in-
clude in the list, pressing at the end of each name and ad-
dress. Begin each name and address with a number between the
arrow symbols, like this: (<)1) >). Refer to Figure B-2 if you have
any questions about how your address file should look.

The format of the rest of the address is optional—set it up the way
you want it to be printed.

3. Save the address list to another file name on the same disk that
you saved your letter.
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Figure B-3. The AUTOLETTER
Program

Making YourOwn AUTOLETTER File

To print personalized form letters with your letter and address list,
you must make minor changes to AUTOLETTER, the program that
merges the form letter and address list and then prints the results.

Specifically, you must substitute the names of the letter and
address files you just saved on a disk for the names of the files
AUTOLETTER iscurrently setuptoload—FORMLETTER
and ADDRS.

The best way to do thisistoload AUTOLETTER, change the file
names, and save the changed AUTOL ET TER under a new name.

Figure B-3 shows a copy of AUTOLETTER. The parts of the pro-
gram that you must change are highlighted.

e

So, to create your own version of AUTOLETTER, follow these
steps:

1. Clear memory.

2. Load AUTOLETTER. Press [L] and type (AU o) LEMTER)
and, if necessary, a comma and the disk drive number.

Important: Remember that when you load a file into memory you are only
loading a copy of the original. This is why you can make changes to the
AUTOLETTER program and still have the original program safely stored
on the disk.

3. Substitute the file name of your form letter for the name

FORMLETTER. Youdo this, of course, by typing the new file
nameinplace of FORMLETTER.
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4. Substitute the file name of your names and addresses document
for ADDRS.

5. Save the modified program to another file name on the same disk
that you saved your letter and address files on.

Figure B-4 shows what your file would look like if the name of your
letter file was SALESLETTER and the name of your address list
was CLIENTS.

Figure B-4. Modified Version of
AUTOLETTER

Now, to make personalized copies of your letter for everyone on your
address list, just press [P] and type

©Jo)

followed by the name of your version of the AUTOLETTER program
and, if necessary, a comma and the number of the disk drive.

Press

That's all!

Automatic Printing

The AUTOPR INT program lets you tell Apple Writer the names

of the files you want to print, and then it prints them for you. With
AUTOPRINT youdon't have to sit at the keyboard waiting for each
file to print so that you can enter the commands to print the next
one—AUTOPRINT loads afile, prints it, and clears memory; then it
automatically repeats the process with the next file.
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Touse AUTOPRINT, follow these steps:

1. Run AUTOPRINT as you do other WPL programs (by pressing
[P] and typing (o) o)race) A] Ul T(o)P)R)NT)).

2. Enter up to 30 file names, pressing after each one.

3. Press with no file name to begin printing.

See “Embedded Print Commands” in 4. Make sure thateachfileendsin «+ FF.
Chapter 4 for informationon + FF.

Continuous Printing

There will be occasions when you will want to print several different
documents as one. With WPL, there’s a way to do this simply and
efficiently.

Usethe CONTPRINT program. It begins each new document at the
position on the page where the last file ended, and, if page number-
ing is used, the pages are numbered consecutively.

Use CONTPRINT thesamewayas AUTOPRINT.

Counting Words

The COUNTER program counts the number of words in any docu-
ment. Run COUNTER just like all other WPL programs. Press [P]
and type

(@)o)srace) ) UNITIENR)

Your display will prompt you for the name of the file whose words you
want to count. Type the file name and, if necessary, acomma and the
disk drive number. Press (RETURN). The number of words in the file will
appear on the display. This may take a few minutes for large files.

To count words in a different file, press with no entry and you're
back to the original prompt. To exit from either prompt, press
with no entry until you are back at the editing display.

Transferring Files

The program MOYER copies files from one disk onto another.
MOWVER can be used to back up individual files.

Run MOVER just like any other WPL program. Put the source disk
(the one to copy from) in one drive and the destination disk (the one to
copy to) in another.
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MOVER will prompt you for information. First, it will ask you for the
source disk drive, then the destination drive. Then you are asked to
enter a file name. Press after each entry.

After the program moves the file, it asks you for another file name.
You may quit the program by typing ().

Converting Apple Writer 1.1 Embedded
Commands

The program CONVERT translates embedded Apple Writer 1.1
commands to embedded Apple Writer Il commands. Apple Writer 2.0
files work as is with Apple Writer II.

Before converting the embedded commands in an Apple Writer 1.1
file to the Apple Writer Il format, you must convert the file itself. To find
out how to convert an Apple Writer 1.1 file, see “Converting Apple
Writer 1.1 Files” in Chapter 3.

When the file has been converted, follow these steps to convert the
file's embedded commands:
1. Ifitis not already loaded, load the file into memory.
2. RunCONVERT. Press [P] and type
(0)oJsrace) cJoN(VIE R(T)
3. Save thefile.
The program keeps you informed of its status. It will tell you that it is

beginning the conversion, that the conversion is completed, and then
ask you to press to continue.

For example, CONVER T will automatically change { nrto + FF and
ILMZ2@to .LM20.

Wrapup

In this appendix, we've given you an idea of what WPL can do. Don'’t
hesitate to use these WPL functions to save you time and effortin the
future.

We've just given you a taste of the power of WPL here. Refer to the
Word Processing Language Manual if you want to know more.

Wrapup







Error Recovery

About This Appendix

This appendix tells you how to recover from a DOS (Disk Operating
System) error.

For information about WPL (Word Processing Language) error
messages, read the Word Processing Language manual.

DOS Error Messages

A summary of DOS Error Messages and suggestions for correcting
the problem that caused the message follows. For more information,
read the DOS manuals.

Message How to recover
FILE NOT FOUND Press (RETURN) to get back to the

documentin memory.

Then try again, taking particular
care to type and spell the file
name correctly. If you still receive
this message, use the catalog
command ([O](A)) to make sure
the file is on the disk.

1/0 ERROR Press (RETURN) to get back to the
documentin memory.

Make sure the disk is inserted
properly in the drive and that the
drive door is closed. Then try
again.

DOS Error Messages , m



SYNTAX ERROR

FILE LOCKED

WRITE PROTECTED

DISK FULL

Appendix C

Press to get back to the
document in memory.

Then try again, taking particular
care to use the correct syntax
when specifying the file name
and drive number.

Press to get back to the
documentin memory.

Check to make sure that you
really want to write over the
contents of the file. If you do,
press [O]E) and type the file
name and drive number to un-
lock it. Then try the command
again.

Press to get back to the
documentin memory.

Then make sure that you really
want to write to this disk. If so, re-
move the write-protect tab from
the disk and try again.

If the disk doesn’t have a write-
enable notch, it's copy-pro-
tected; use another disk to save
your document.

Press to get back to the
document in memory.

Part of the document that you
were saving when you got the
DISK FULL messagehas
been saved on the disk, part has
not.

To recover, get rid of this partial
file by deleting the file from the
disk (use [O](F)). Then save the
file to another disk.



See the Apple lle Owner’'s Manual for
types of files.

FILE TYPE MISMATCH

YOLUME MISMATCH

DOS Error Messages

Press to get back to the
document in memory.

Use the catalog command
([O]2) to check the file type.

You canonly load text files.
These all have a T in the Ieft col-
umn on the catalog list. If the file
is the right type, try again.

Press (RETURN) to get back to the
document in memory.

Since we don't use volume num-
bers with Apple Writer |1, you
probably made a typographical
error. Try again.






Summary of Commands
and Menus

s Summary of Apple Writer Commands

[B] Moves cursor to the beginning of document; sets direction
arrow at .
[C] Turns on case change; depending whether U or L on Data

Line, cursor will turn all characters it travels over into upper-
case or lowercase characters.

[D] Sets the direction of the arrow on the Data Line.

[E] Moves cursor to the end of document; sets direction arrow
at .

[F] Finds and moves cursor to a word or phrase anywhere

within the document; will replace one or all occurences of
word or phrase in the document.

[G] Provides access to glossary buffer; allows creation and
modification of glossary files.

[L] Loads a copy of a file into memory.

[N] Clears display screen by erasing document in memory.

[O] Obtains the DOS Command Menu.
[P]Z)  Obtains the Print/Program Command Menu.

[Q] Obtains the Additional Functions Menu.

[R] Replaces text by allowing you to write over old text with
new.

[S] Saves a document to a disk.

M Clears or sets tabs at cursor position. Can also be used to
purge all tabs.

\Y] Allows insertion of (ConTroL)-characters into text.

[W] Deletes or retrieves text a word at a time.

Summary of Commands and Menus




[X] Deletes or retrieves text a paragraph at a time.

[Y] Splits the display into two different parts.
[Z] Turns word wraparound on and off.
-2 Displays the Help Screen Menu. MASTER disk must be in
drive 1.
ESC 'Lrpggles between tab display line, no Data Line, or Data
ine.

Summary of Apple Writer Menus

Apple Writer, as you know by now, performs a wide variety of
functions. These functions are grouped into categories. Any
function within a category can be setin motion by pressing the
(conTroL)-character for that category and then issuing the specific
function command.

For example, to obtain any function within the printing category, you
first press [P]. Apple Writer responds with:

[Plrint/Prodram:

You then tell Apple Writer what you want to do by typing a letter (or
pair of letters).

Choosing a function from a particular category is like ordering from a
menu—yYyou get to select from several options. And that’s why we call
these lists of category functions menus.

The Help Screen Menu

The Help Screen Menu can be accessed at any time (as long as your

MASTER disk is in drive 1) while editing with by pressing [&)-). When
the menu appears, type the number to the left of the topic you want to

know more about. Press (RETurN). A summary of that command will be
displayed on the screen.

Figure D-1 shows the Help Screen Menu as it will look on your
display.
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Figure D-1. The Help Screen Menu

The DOS Command Menu

The DOS commands are covered in detail in Chapter 3. If you have
any specific questions about what these commands are, or how to
execute them, you should refer to Chapter 3.

To obtain the DOS Command Menu, press [O]. To exit the DOS
Command Menu press (RETURN),

To select a function from this menu, type the corresponding letter
displayed on the menu.

Figure D-2 shows the DOS Command Menu as it will look on your
display.

Figure D-2. The DOS Command Menu
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The Additional Functions Menu

You will find that the Additional Functions Menu (see Figure D-3),
which contains many of Apple Writer's less common functions, will be
quite helpful to you.

To display the Additional Functions Menu, press [Q]. To exit the
Additional Functions Menu, press (RETURN).

To select a function from this menu, simply type the corresponding
letter displayed on the menu.

Warning

Don't press after you type the option’s letter. As soon as you press
the key, a prompt appears. If you press after the letter, the program
will mistake your action for an order to exit the menu. (Of course, if you
pressed the wrong letter, then you'll want to exit the menu and then start
over by pressing [Q] again.)

Figure D-3. The Additional Functions
'Menu

To find out more about any of the functions listed on this menu, refer
to the index.
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Figure D-4. The Print/Program
Command Menu

The Print/Program Command Menu

All of the Print/Program Command Menu functions are covered in
Chapter 4. If you have any specific questions about these com-
mands, or how to execute them, you should refer to that chapter.
To obtain the Print/Program Command Menu, press [P] and type

@)
Press

The commands listed in this menu affect the way your text looks
when it is printed. You can alter the value of any of these functions by
typing the two letters in parentheses next to the function and then the
new value.

Figure D-4 shows the Print/Program Command Menu as it will look
on your display.
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Index

A

Additional Functions Menu See [Q]
address list, creating 187
any length characters 67-68, 70
Apple Dot Matrix Printer 113
Apple Letter Quality Printer 113
Apple Super Serial Interface Card 138
Apple lle
additional equipment for 8
description of 7-9
location of cards in slots 9
Owner’s Manual 7,8, 9, 93, 157
Apple Writer
anatomy 17
command summary 197-198
converting 1.1 files 93-94, 191
error messages 193-195
how it works 10-15
menu summary 198-201
quitting 69, 164
starting up 10, 15, 21, 145-146
whatitis 6
arrow keys
using to move the cursor 28, 149
using with (&) to delete 31
AUTOLETTER program 185-189
AUTOPRINT program 189-190
[B], using to move the cursor 28, 149
backing up your work 14, 21, 163
BACKUP disk 15, 163
booting (starting up) the system
10, 15, 21, 145-146
Bottom Line (BL) 103, 122, 125,
127-128
Bottom Margin (BM) 101, 127-128
buffer 70
foonote buffer 64
glossary buffer 49, 50, 52, 54
print value buffer 106, 110, 111
word/paragraph buffer 32, 33
bullets 131

Index

C

[C], changing case 47
key 27
cards See peripheral cards
carriage return
toggling display of 41
inserting in glossary 56
carriage return characters 68-69
Carriage Return (CR) 102-103, 114
Center Justifying Print Mode (C.J)
103, 126
Centronics printer 113
See also peripheral cards
characters
deleting 30-32, 150
retrieving 32-33, 151
clearing memory 12-14, 86-87, 147,
167-168
conditional form feed 105, 117,
133-134
Continue Print (CP) 106, 117
continuous files, printing 190
CONTPRINT program 190
(contRo)-character commands 197-198
inserting
intext 48
inaglossary 56-57
how to implement 17
See individual commands
CONVERT program 93-94, 191
converting Apple Writer 1.1 files
93-94, 191
copyright screen 16, 145
COUNTER program 190
cursor 16
activating with split screen 60
how to move 27-29, 149

D

Data Line
explanation of 19-20
saving a document with 83-84

toggling display of 20



default drive 45, 94
key 30-31, 150
deleting
afile 91-92, 161-162
text 30-32, 161-162
delimiters 29, 65-66, 70
Demonstration Menu
personalizing form letters 177-178
printing formats 178-179
creating documents from stored
paragraphs 179
renumbering lists 180
designator 49, 52, 174, 181
direction arrow, setting for editing
commands 30, 149
disk controller card 8-9
disk drive 7
clearing memory with
one drive 167
two drives 168
default drive 45, 94
saving with
one drive 156
two drives 156-157
when to specify drive number 75
disks See flexible disks
display device 11
DOS Command Menu See [O]
DOS error messages 193-195
double spacing 129

[E], moving the cursor with 28, 149
editing 21
editing mode 26, 70
80-column display 8
setting right margin value
101, 120-121
peripheral card for 8-9
embedded print commands
how to embed 109, 117
changing command values 106-108
Form Feed (+ FF) 105, 117, 133-134
Input (+ IN) 105, 135-136
Enable Print (+ EP) 105, 118
exiting Apple Writer 69, 164

Index

[
=

[F], using to
change tabular spacing 41
find and replace text 37-40, 168-171
leap paragraphs 40
move the cursor 28, 169
change the direction arrow 169-170
replace something with
nothing 40
spaces 41
resume searches 39
file 11,21, 181
deleting 91-92, 161-162
locking 90-91
renaming 89-90
saving
onto the end of a file 86
rules for 82
all 82-84, 155
part 85
with one disk drive 156
with two disk drives 156-157
using Data Line 83-84
transferring 190-191
unlocking 91
verifying 90
writing over a file 84, 94
Fill Justifying Print Mode (F J)
103, 126
find command See [F]
flexible floppy disk 21
proper use of 25
storage space on 89
MASTER
how to use 155
loading tab default settings 46
SPECIAL file contained on 58
starting the system with 10, 15
WPL programs on 184
writing on 25, 144-145, 155
BACKUP 15, 163
initializing 92-93
cataloging 88-89, 158-159
copying 93
40-column display 8
setting right margin value
101, 120-121
footnote buffer 64
footnotes
buffer 64
how to create 63
how to format 63
planning page format with 127-128
underlining textin 63
Form Feed (+ FF) 105, 117, 133-134



[G]
buffer 49, 50, 52, 54
how to use 53-54
inserting
carriage returns in entries 56
(controL)-characters in entries 56-57
saving a glossary 51
SPECIAL file 58-59
size limitations 50
using to
load a glossary file 51-52
create a glossary 50-51, 174-176
make new glossary entries
52,174-175
nest definitions 55
purge definitions 53, 176
glossary See [G]

hanging paragraphs 131
Help Screen Menu 198
obtaining 18, 162-163

incorrect command, recovering from
18

initializing disks 92-93

Input (+ I N) 105, 135-136

key repeat function 27

[L], command summary 163
File Not Found message 75
using to

load

n A
11 4

MASTER disk
how to use 155
loading tab default settings 46
SPECIAL file contained on 58
starting the system with 10, 15
WPL programs on 184
writing on 25, 144-145, 155
memory 10, 21
clearing 12-14, 86-87, 147, 167-168
loading from 80-81
menus See individual names
monitor See display device
MOVER program 109-191
multiple files, printing 189-190

[N], clearing memory 12-14, 86-87,
147,167-168

nested definitions 55
New Print (MP) 106, 116, 117

[O], DOS command summary 199
using to
catalog a disk 88-89, 158-159
delete a file 91-92, 161-162
initialize disks 92-93
lock a file 90-91
rename a file 89-90
unlock a file 91
verify a file 90
1.1 files, converting 93-94, 191
& key
using to
obtain Help Screen 18, 180
delete and retrieve characters
41, 150-151

all of a file 73-75, 148 nest glossary 79

from memory 80-81
part of a file 77-80
peek at adocument 81
Left Justifying Print Mode (L J)
103, 125-126
Left Margin (L. M) 100, 120-121
Line Interval (L I) 102
loading files
all 73-75, 148
part 77-80
locking a file 90-91
lowercase characters
as designators 50
changing case 47
obtaining 27, 146

Index




P

[P], print/program command sum-
mary 100-103, 201
changing command values 10-108
printing
top line (header) (TL)
103, 122-125, 127-128
bottom line (footer) (BL)
103, 122-125, 127-128
page numbers (PN) 123-125
text 106
saving/loading print value files 111
using to
run
Demonstration Menu 177
WPL programs 184
set
Bottom Margin (B M)
101, 127-128 &
Carriage Return (CR)
102-103, 114
Center Justifying Print Mode
(CJ) 103,126
Fill Justifying Print Mode (F J)
103, 126
Left Justifying Print Mode (L J)
103, 125-126
Left Margin (L. M) 100, 120-121
Line Interval (L 1) 102 &
Page Interval (P I) 102,
115, 129
Page Number (PN) 101,
123-125 &
Paragraph Margin (PM) 100
\Print Destination (PD) 102,
112,118, 119
Printed Lines (PL) 101,
127-129
Right Justifying Print Mode
(RJ) 103, 126-127 &
Right Margin (R M) 101,
120-121
Single Page (SP) 102, 114, 119
Top Margin (TM) 101, 127-128
Underline Token (UT)
103, 136-137
page breaks 105, 117, 133-134
Page Interval (P I) 102, 115
Page Number (PN) 101, 123-125
paragraph buffer
size of 32
copying text to 33
Paragraph Margin (PM) 100
parallel interface card 8-9

Index

peripheral cards 8-9
location of in slots 9
personalizing form letters 185-189
Print Destination (PD) 102, 112,
118, 119
print value buffer 106, 110, 111
Print/Program Command Menu See
(P]
Printed Lines (PL) 101, 127-129
printer interface card 8-9
printer
advancing lines on 113-114
setting the destination 102, 112-113
stopping 120
use of paper with 114-115
width 121
printing
bullets 131
hanging paragraphs 131
page numbers 123-125
single, double, triple spacing 129
to adisk 120
to the display screen 102, 112-113
prompt 17, 21

Q
[Q], additional functions command
summary 200
using to
connect the keyboard to the
printer 138
convert 1.1 files 93-94, 191
load
glossary file 51
print value file 111
usethe SPECIAL file 58-59
quit Apple Writer 69, 164
save
print value file 111
tab file 45
toggle
carriage return display 41
Data Line display 20
quitting Apple Writer 69, 164
Qume printer 113

R

[R], replacing text 35

renaming a file 89-90

retrieving text 32-33

Right Justifying Print Mode (R J)
103, 126-127

Right Margin (R M) 101, 120-121



[S]21
adding to end of a file 86
rules for saving documents 82
saving
all of a document 82-84, 155
part of a document 85
with one disk drive 156
with two disk drives 156-157
using with the Data Line 83-84
writing over a file 84, 94
saving a document
rules 82
all 82-84, 155
part85
with one disk drive 156
with two disk drives 156-157
using the Data Line 83-84
See also [S]
saving a file See saving a document
scrolling 119
serial interface card 8-9
Silentype printer 113
Single Page (5P) 102, 114, 119
single spacing 129
slot number 75-77
(&) key, using to
tab over text 43
copy text 44
SPECIAL file 58-59
split screen 60, 171-173
comparing text 61-62
moving
cursor between displays 60, 173
text 62
restoring single display 60, 173
standard delimiter 29, 65-66, 70
syntax 75-77, 94
syntax error 94

[T], using to
clear tabs 43-44, 166
insert spaces 42
load tab file 46
save tab file 45
see tab settings 42
set tabs 44, 166
TAB.5Y5file 42-46
tabs See [T]
tabbing over text 43
text printing commands
New Print (NP) 106, 116, 117
Continue Print (CP) 106, 117
changing command values 106-108

Index

text
adding 27
copying 34-35
deleting 30-32, 161-162
entering 25-26, 146-147, 154

inserting (conTroL)-characters in 48-49

moving 33-34

replacing 35

retrieving 32-33

saving See [S]

underlining 47
toggle 70
toggling Data Line display 20
Top Line (TL) 103, 122-125, 127-128
Top Margin (T M) 101, 127-128
triple spacing 129
turning off display while printing 105
turning on/off Data Line display 20

unconditional form feed 105, 117,
133-134
Underline Token (UT) 103, 136-137
underlining
footnotes 63
text47
unlocking a file 91
uppercase characters
as designators 50
changing case 47
obtaining 27, 146

[V], using to
insert
(contROD-characters
in text 49
in a glossary 56-57
subscript commands in text 59
turn off display while printing 105
verifying a file 90
video monitor See display device

[W], using to

copy text 34-35

delete text 31-32, 151

move text 34, 153

on split screen 62

retrieve text 32-33, 151
wildcard characters 67, 70
word processing, about 3
Word Processing Language

See WPL



Word Processing Language manual
180, 183
word wraparound 19, 36-37, 146-147
word/paragraph buffer
size of 32
copying text to 33
WPL
how to run a program 184
using to
convert 1.1 files 93-94, 191
count words 190
create
an address list 187
personalized form letters
185-189
print
continuous files 190
multiple files 189-190
transfer files 190-191
wrapping and splitting words 19,
36-37, 146-147
writing over a file 84, 94

X

[X], using to
copy text 34-35
delete text 31-32, 152
move text 34, 153-154
on a split screen 62
retrieve text 32-33, 152

Y

[Y], using to
compare text 61-62
move
the cursor between displays
60,173
text 62
restore single display 60, 173
split the screen 60, 171-173

Z
Z80 card 8-9
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