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INTRODUCTION

The Bank Street Writer Il is a new, expanded version of the original Bank Street Writer.
Like the original program, The Bank Street Writer Il was designed for and tested in
schools. As aresult, it is very easy to learn and to use, and it includes the features and
functions that have made The Bank Street Writer the world's most popular classroom
word processor. However, The Bank Street Writer Ill also features many powerful new
functions and options, including:

* A fully integrated spelling checker that allows you to check the spelling of individual
words or your entire document as you write.

* A fully integrated thesaurus that allows you to search for synonyms as you write.

* A word search feature that allows you to search through the spelling dictionary.

* Definable function keys that you can use to store blocks of text, or to tailor the
program to your needs by creating new functions and commands.

* A word frequency option that helps you analyze the wording of your text.
* Pulldown menus that make it easy for you to select functions and edit your work.

Scholastic's exclusive school edition of The Bank Street Writer also features:

* A large-type (20-column) version of the program for use with younger or special-
needs students.

* A frozen text feature that allows teachers to create files with writing prompts and
instructions that students can't erase or type over.

* A Teacher Tools program that includes a number of utilities that make it easier to
manage word processing in the classroom.

Together, these features and functions have transformed The Bank Street Writer into

a program that is much more than an easy-to-use word processor. With the added
features, The Bank Street Writer is now a powerful, flexible writing tool—a tool designed
to help you and your students with all stages of the writing process.



What This Package Includes
Scholastic's School Edition of The Bank Street Writer Il includes the following :

* Two copies of the double-sided Bank Street Writer Ill Program disk that contains the
Writer program and Tutorial.

* Two copies of the double-sided Dictionary disk that contains the spelling dictionary
and thesaurus.

* Two copies of the double-sided 20-column disk that contains the 20-column version
of the Writer and the Teacher Tools program.

This package also includes a special version of the program documentation that

features an Introduction, a Reference Guide, a Glossary, and the following teacher and
student materials:

» Scholastic's Writing Process Workshop—a complete set of lessons that use The
Bank Street Writer lll in all stages of the writing process.

» The Student Guide—a special version of the Reference Guide written especially for
students.

» Additional Activities—a section that provides teachers with suggestions and

instructions for applying The Bank Street Writer Ill in a variety of classroom situations.

Scholastic allows schools to make classroom copies of most of these student and
teacher materials.
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A Quick Introduction to The Bank Street Writer 111

Although there are many word processors available for personal computers, most were
designed for office use. They contain features that, while important for some business
applications, make the word processor difficult for students to learn and use. In contrast,
the Writer was designed specifically for school use. It contains all the features that
teachers and students need, and it was field-tested in schools to ensure that it is easy to
use.

When you load the Writer into your computer, the program will display the Write screen.
Once you see the Write screen, you can begin typing in text. You can also add or delete
words anywhere in your writing—at the beginning, middle, or end. Just stop typing, go
back through your text, change what you want to change, and then resume writing
where you left off.

To make larger revisions, and to save your work so you can come back to it later, you
must change to the Function Menu. The Function Menu offers various ways to change,
organize, and print your text. All of these editing and file functions are explained in the
Reference Guide. You can learn many of them right on the computer, either by following
the prompts that will appear on the screen once you select a function, or by completing
the interactive Tutorial that is stored on the program disk. For instructions on running the
Tutorial, see the Reference Guide.

It is very easy to switch from the Write screen to the Function Menu. Just press the Esc

key. When you want to return to the Write screen, simply press Esc again. Here's how it
works:

Press ESC

Write Function
Screen Menu

Press ESC



To use The Bank Street Writer I, you need the following equipment and materials:
* An Apple /% or llc computer with at least 128K of memory

NOTE: The 20-column version of the Writer requires only 64K of memory.
* One or two disk drives

A monitor

» One working copy of The Bank Street Writer Ill program disk

* One working copy of The Bank Street Writer Ill dictionary disk (if you plan to use the
spelling checker or thesaurus)

* One or more data disks for saving your writing

To print your work, you will also need a printer.

Getting To Know the Writer

To use the Writer, look over the Reference Guide. Then experiment at the keyboard. If
you have some experience with a computer and word processor, you will probably be
able to use the program without reading the Reference Guide.

If you would like a step-by-step introduction, start with the interactive Tutorial stored on
Side 2 of the Writer program disk. For instructions on running the Tutorial, see the
Reference Guide. You can also make copies of the Tutorial program for distribution to
students and parents.

After exploring the Writer on your own, follow the instructions in the Reference Guide to
prepare several file disks for storing your work. This process involves formatting the
disks so they are able to accept data from your computer. Because formatting a disk
erases any data that were stored on the disk, be sure that you select new disks or disks
that contain files you no longer need.

10



Starting Students on the Writer

How you introduce students to the Writer depends on your own teaching style and how
they learn best. In any classroom, you'll have students who learn in a variety of ways.
To help you meet students' different needs, the Writer package includes a variety of
learning materials. For students who benefit from step-by-step instruction and imme-
diate feedback, the Tutorial program might be the best introduction. Other students may
want to plunge in and learn by experience.

Once students become familiar with some of the word-processor terms and the
computer keyboard, they will move through the program with ease. You'll also find that
your classroom will produce "local experts" who learn the program quickly and who will
want to teach others.

Although it includes many new features, The Bank Street Writer Ill is just as easy to use
as the original version. You may want to start by introducing students to the Writer's
more fundamental word-processing features (typing text and making minor corrections,
performing block moves and erasures, saving and printing text). Then, as students
become comfortable with the program, you can gradually uncover the Writer's other
features and functions (using the spelling checker and thesaurus, centering and
indenting text, defining and using function keys, etc.).

Teachers often ask whether some degree of typing skill is necessary before a student
can use a word processor successfully. For most students, the answer is no, although
typing skills are helpful. Students enjoy writing at the computer, and they quickly
become familiar with the keyboard.

Using Teacher Tools and Frozen Text

As mentioned earlier, Scholastic's School Edition of The Bank Street Writer Ill includes
a frozen text feature that allows teachers to create files with writing prompts and
instructions that students can't erase. For instructions on using the frozen text feature,
see Appendix D.

The Teacher Tools offer a number of functions that make it easier to manage word

processing in the classroom. For instructions on using the Teacher Tools, see
Appendix E.
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Using the Writer on an Apple //e with an Extended

80-column Card

Some people who have Apple /& computers equipped with Extended 80-column
Cards encounter a problem when they try to load the 80-column version of the Bank
Street Writer lll. Once the title screen disappears, they find themselves staring at a
screen spotted with strange letters and characters.

To avoid this problem, you must connect the two "jumper pins" on the side of the
Extended 80-column Card, as shown in the diagram below. By connecting these two
pins, you will be activating the Extended 80-column Card's "double high resolution
graphics" capacity. The Bank Street Writer lll uses double-high resolution graphics to
display text on the 80-column screen.

IMPORTANT: Always turn your computer off before removing the cover.

If you have one of the Extended 80-column Cards made by Apple, your card came with
a small plastic jumper block for this purpose. You should also have received
instructions for installing the block.

However, if you have an Extended 80-column Card made by a manufacturer other than
Apple, your card may not have come with a jumper block (or instructions for installing the
block). If this is the case, contact the store that sold you the card or the card's
manufacturer. They should be able to supply you with a block. In addition, many
electronics stores carry standard jumper connectors that will do the job.

/ o

Ho (=
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REFERENCE GUIDE

This Reference Guide introduces you to The Bank Street Writer Il and its features. As
you read, it is a good idea to sit at your computer and try things out.

Don't be afraid to press the different keys on your computer. Even though unfamiliar
items may appear on your screen, you can't hurt your system. If you become confused,
you can always start the program again.

The more experience you have with the Writer, the more comfortable you will become
with it. In addition, the more you use it, the more uses you will find for it. With the Writer,
you can write anything that you would normally type on a typewriter, from the simplest
note to the most complicated report. The Writer is faster than a typewriter, and the
results are always neat, with no gaps, erasures, or inserts.

The Writer is very easy to use. If you have never used a word-processing program
before, this Reference Guide will tell you all you need to know to use the Writer. If you
have some experience with a computer or with another word processor, you probably
will be able to start using the Writer without reading the Reference Guide, since all
necessary commands and instructions appear on the screen. Just load the program
and start typing, referring back to this guide as questions come up.

13



GETTING STARTED

Your package includes the following Bank Street Writer Il disks:

* Two copies of the double-sided Bank Street Writer Il Program disk that contains the
Writer program and Tutorial.

* Two copies of the double-sided Dictionary disk that contains the spelling dictionary
and thesaurus.

* Two copies of the double-sided disk that contains the 20-column version of the
program and the Teacher Tools.

You should store one copy of each disk in a safe place as a backup, in case the original
is ever damaged. If a disk does fail, return it to Scholastic for a replacement. See the
enclosed warranty card for details.

The Dictionary disk is not copy-protected. If one of the copies included in your package
is ever damaged, you can use the disk copy program that came with your computer to
make additional copies of both sides of the other, undamaged disk.

The Bank Street Writer Ill will run on an Apple lic or an Apple /e equipped with an
Extended 80-column Card. If you are using an Apple /& with an Extended 80-column
Card, be sure to see the special instructions on page 12.

If you have a mouse, you can use it to move the cursor through your text and to stop and
start many of the Writer's functions. For instructions, see Appendix B.

Versions of The Bank Street Writer III
The Scholastic School Edition of The Bank Street Writer Il contains three versions of the
Writer program: a 20-column version, a 40-column version, and an 80-column version.

The 20-column Version

The 20-column version of the Writer included in your package is stored on a separate
program disk. It looks and works much like the 40-column version of the program, except
that text typed at the keyboard appears in large letters on the screen. In addition, some
of the Writer's more advanced writing and editing features are not available in the 20-
column version. For instructions on using the 20-column program with younger and
special-needs students, see Appendix C.

The 40- and 80-column Versions

The 40- and 80-column versions of The Bank Street Writer Ill are stored on the same
side of the main program disk. Both versions work in the same way. Both read the same
data files, and both feature the same writing and editing functions. Only the display of
text on the screen and the wording of some of the prompts are different.

14



Choosing between the 40- or 80-column version is partly a matter of determining the
type of display device you are using. If you are using a television set with the computer,
you will want to run the 40-column version. If you have a computer monitor, you should
have no trouble displaying either the 40- or 80-column version. Still, some students may
find the 40-column version easier to work with—at least at first. If you are working with
younger students, you may want to start them on the 20-column version. Any files that
they create with the 20-column program can be read by and used with the 40- or 80-
column version. For instructions, see Appendix C.

The Writer program disk comes set to display the 80-column version. If you would like
the Writer to display the 40-column version each time you run the program, follow these
instructions:

* If you are using an Apple /&, go to the Utility Program described later in the Reference
Guide, and change the setting for the 40 OR 80 COLUMN item under the CHANGE
SETUP ITEMS option.

* If you are using an Apple lic, set the 40/80-column switch on top of the computer to
the 40-column position.

To make switching between the versions a bit easier, the Writer also allows you to
override the setting in the Utility Program by pressing the 4 key (for 40 columns) or the 8
key (for 80 columns) while the program is first loading.

By changing settings in the Writer's Utility Program, you can also have the 80-column
version display your text with any line length in between 40 and 80 columns. For
example, if you are planning on printing a document using a line length of 65 columns,
you might want to go to the Utility Program and set the Writer to display 65 columns on
your screen, too. That way, you could see how the printed text will look before you print.
For more information, see the Ultility Program section of this Reference Guide.

Data Files and ProDOS

The Bank Street Writer Ill runs under Apple's ProDOS operating system, a copy of which
is on the Program disk. Previous versions of the Writer work under DOS 3.3, Apple's
earlier operating system. If you have files that were created with an older version of The
Bank Street Writer or any other files written in the DOS 3.3 format, you can use the Utility
Program to convert these files to the ProDOS format. Once you've converted the files,
you can use them with The Bank Street Writer Ill. For instructions on converting files, see
the Utility Program section of this Reference Guide.

ProDOS Subdirectories, High-Capacity Disks,

and Hard Disk Systems

ProDOS allows you to use subdirectories for grouping files on high-capacity disks. If you
are using regular floppy disks to store your files, you can simply specify that the Writer
use Drive 1 or Drive 2 for saving and retrieving files. If you are using ProDOS
subdirectories for storing files on a high-capacity (800K) disk, you can specify those
subdirectories as well. For instructions on changing which drive the Writer uses for
saving and retrieving files, see the Options section of the Reference Guide. For more
information about subdirectories, see Appendix A.

15



If you are using a high-capacity disk drive for saving files, you can also use it to hold the
Writer's spelling dictionary and thesaurus. See Appendix A for information about setting
paths to subdirectories on high-capacity drives, and see the Spelling Corrector and
Thesaurus section of this Reference Guide for instructions on copying the dictionaries.

You can also use the Writer to store files on most hard disk drives that work with Apple
computer systems. However, not all hard disk drive systems are compatible, and you
may have to run the drive's "setup” program before running the Writer. For instructions,
see the manual that came with your hard disk system.

Loading The Bank Street Writer III into Your Computer
To load The Bank Street Writer 1ll into your computer, follow these instructions:

1. Insert The Bank Street Writer Il into the disk drive. If you have more than one drive,
insert the Writer disk into Drive 1.

2. Close the disk-drive door.

3. Turn on your TV or monitor.

4. Turn on the computer. If your computer is already on, press and release the Reset
key while you are holding down the Control key and the Open Apple key.

The disk drive will make some noises. In a few seconds, The Bank Street Writer Il title
screen will appear. For instructions on beginning a document, see page 18.

What To Do if the Writer Won't Run
If The Bank Street Writer Ill doesn't appear on your screen, try the following steps:

* Turn the computer off, remove the disk, reread the instructions, and try again.

 If the Writer still won't load, your disk drive may need adjusting. Try loading a disk
other than The Bank Street Writer IlI.

If the system still won't work, take your drive to an authorized repair center for
adjustment. If the other disk loads but The Bank Street Writer il still won't, return the
Writer disk to Scholastic for a replacement. See the enclosed warranty card for details.

Remember, Scholastic's School Edition of The Bank Street Writer Il includes a backup
copy of each disk. If one disk won't load, the other copy might. In any case, be sure to
return any defective disks to Scholastic.

- Running the Utility Program

The Utility Program allows you to change the way that the Writer communicates with
printers, to set whether the 40- or 80-column version of the Writer will run, to define
printer format commands such as boldface and underlining, and to transfer Writer
data files to and from other file formats. To run the Utility Program, press the Esc key
before the title screen appears on your monitor as you are first loading the Writer. For
more information, see the Utility Program section of the Reference Guide.

16



Dictionary and Data Disks

After you start up the Writer program, replace the Program disk with a floppy disk of your
own so you can save files. This disk is called a data disk. For instructions on preparing a
disk for use with the Writer, see the Disk Functions and Quit section of the Reference
Guide.

When you want to use the spelling checker and thesaurus, you will have to remove the
data disk and insert the Dictionary disk. If you have two disk drives, and you wish to use
Drive 1 for the Dictionary disk and Drive 2 for your data disk, or if you are using a high-
capacity disk for your dictionaries or to store your data files, you can tell the Writer
where to look for your Dictionary and data disks. See the Options section of the
Reference Guide for instructions.

NOTE: Never remove or change a Dictionary disk while the Writer is performing a
spelling or thesaurus search. Even if the disk drive has temporarily stopped spinning,
wait for the spelling or thesaurus function to finish completely before changing disks. Be
especially careful not to substitute a new Dictionary disk in the middle of checking the
spelling of a document. If you want to use a different Dictionary disk, start the function
over.

Using the Tutorial Program

The Tutorial Program, a step-by-step introduction to The Bank Street Writer i, is stored
on the back side of the Progam disk. To load the Tutorial, slide the disk in the drive with
the label facing down. Then turn on your computer and monitor. In a few seconds,
instructions for using the Tutorial will appear on the screen.

You can run the Tutorial in either 40 or 80 columns. The 80-column version will load
automatically. To switch to the 40-column version, press the 4 key when the Tutorial first
starts to load, or set the 40/80-column switch on the Apple llc to the 40-column position.

Feel free to use the disk-copy program that came with your computer to make extra
copies of the Tutorial. You can use the extra copies to introduce the Writer to several
students at the same time or to demonstrate the program to parents and school
administrators.

17
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BEGINNING TO WRITE ON THE WRITE SCREEN

Instructions for loading The Bank Street Writer il into your computer appear on page 16.
Once you have loaded the Writer into the computer, the screen will look like this:

AT CURSOR PRESS ESC FOR MENU
AR Fh 4

This is called the Write screen. Once it appears, you are ready to write. Anything you
type on your keyboard will appear on the screen. You can also delete characters and
type in new ones. To perform other functions, such as printing what you have written or
saving your file on a floppy disk, press Esc. This will put a menu of choices in the top
three lines of the screen. It will also deactivate the keyboard so that you can't enter text.
If you want to go back to writing, press Esc again. The list of function choices dis-
appears, and the keyboard is once again "active." For more information about the
choices available on the menu, see the Function Menu section of this Reference Guide.

NOTE: This screen, and all subsequent screen diagrams, show the 80-column version
of the Writer. If you are using the 40-column version, the wording at the top of the screen
will be slightly different. This is true throughout the program. With less room to display
text, the messages and prompts that appear at the top of the screen are more con-
densed in the 40-column version. But the way that the program works is the same, as
are the names of the functions and the keys that operate the program. In any cases
where the 40-column version is different, a note in the Reference Guide explains the
difference. For instructions on switching between the 40- and 80-column versions, see
the Utility Program section of this Reference Guide. If you are using the 20-column
version of the Writer, see the special instructions in Appendix C.

Here is some important information about the Write screen:

* Instructions or information about what you can do appear on the top three lines of the
screen. These prompts make the Writer easy to understand and use. Since the
prompts always give you information about the available commands, there is nothing
that you need to memorize before you begin to use the Writer.



* The prompt area also reminds you of the things you need to know to use the Writer.
The PRESS ESC FOR MENU prompt tells you how to get the Function Menu, and
PRESS ESC TO WRITE tells you how to go back to writing. The prompts also tell you
when you can type text and how to move the cursor. When you are not sure about
what to do next, look for instructions in the prompt area.

* Pressing the Esc key always allows you to escape from what you are doing and
return to some familiar place. No matter what you are doing, if you decide that you
want to stop and go back to the beginning, press Esc and the program will return you
to the Function Menu. If the Function Menu is on the screen, pressing Esc will always
bring you back to the Write screen.

The rest of this section describes the process of writing with the Writer. The next section
describes the choices available on the Function Menu.

Entering Text

The flashing cursor on the screen tells you the location of the next character to be
typed. To move the cursor to the right, press the Space Bar. To move it to the left, press
the Delete key. To move the cursor down the page, press the Return key.

When you move the cursor to the right by pressing the Space Bar, you are actually
inserting blank spaces in your document. When you move the cursor down to a new
line, you are actually inserting a marker that tells the Writer to begin a new line (or to
leave a blank line). The Writer displays a carriage return symbol on the screen so that
you can see where you began a new line when you pressed Return.

The cursor moves automatically as you type. Notice that your screen accommodates a
maximum of 78 characters per line (38 characters in the 40-column version). A blank
space is considered a character. If you begin typing a word that does not fit on a line,
the program automatically transfers that word to the next line. You should not
hyphenate a word when you get to the end of a line. Similarly, do not press Return when
you get to the end of a line. Press Return only when you want the rest of the line to be
blank, such as at the end of a paragraph or when you are trying to line up a column of
figures. In other words, let the program decide when to go to a new line by itself, and
use the Return key only when you want to "force” a new line.

You may want your printed document to look different from the way your text appears on
the screen (wider margins, different spacing between lines, etc.). Don't worry about that
now. You can adjust the format of the printed page when you decide to print.

The keyboard of your computer functions much like the keyboard of a standard
typewriter. However, there are a few differences:

* To capitalize a letter, hold down either one of the Shift keys and press the letter key.
To "lock" the keyboard into uppercase, press the Caps Lock key. To turn off the Caps
Lock feature, press the key again. Several of the keys on your keyboard have two
symbols, such as keys with the + ? @ () " symbols. To type the upper symbols,
press Shift and the appropriate key at the same time. The Caps Lock key does not
affect these keys. When the Caps Lock key is engaged, you must still use the Shift
key to type the upper symbols.

19



* To delete the characters that you just typed, press the Delete key. Pressing Delete -~
will erase one character at a time to the left. '

* To change something that you have just typed, press Delete and then type in the
correct characters. Remember that this key deletes all the characters touched by the
cursor as it moves left. If you want to back up to correct a mistake but you do not want
to delete the intervening characters, use the cursor movement keys (see below) to go
back to the place where you need to make the correction.

* To insert blank lines, press Return once for each line that you want to insert. If you
move the cursor down too far and want to move it back up, press Delete once for
every blank line you want to remove.

* When you get to the bottom of the screen, your text will automatically move up and
the cursor will appear in the middle of the screen. When this happens, just continue
typing. Your most recently typed text will always remain on the screen, and you can
always use the cursor movement keys to "scroll back" to text that you typed earlier.

* |f you hold down a key, after a brief pause, that key will automatically repeat until you
release it.

For more information, see the Moving the Cursor section that follows. Information on the
extended cursor movement keys appears in the Additional Writing Commands section
of the Reference Guide.

Moving the Cursor

To move the cursor without erasing or writing over your text, press one of the four arrow

keys on your keyboard. Pressing these arrow keys will move the cursor in the direction -~
of the arrow, one line up or down and one character left or right. If you have a mouse

connected to your computer, you can use it to move the cursor. For instructions, see

Appendix B.

Remember that the cursor shows you where the next character you type will be entered.
When you move the cursor back into text you have already typed, any new text that you
type will be inserted in the place where the cursor is currently located. This makes it
very easy to go back into your text to insert new text or make corrections.

Making Additions

Suppose you are typing and you think of a sentence that you would like to include in the
text you have already written. To make this addition, use the appropriate cursor
movement arrows to get the cursor to the spot where you want to insert your new
sentence. Then type in the text that you want to insert. As you type, the original text is
automatically pushed to the right of the cursor to make room for the new material.

Making Corrections

To correct a typing error, follow the process for making an addition. First use the
appropriate cursor movement keys to position the cursor at the text that you want to
correct. Then erase the incorrectly typed text and type in the correction. The text to the
right of the cursor will be pushed ahead as you type, making room for the new text.

To delete text, you have two choices of keys. As described earlier, you can use the
Delete key to erase characters to the left of the cursor. In addition, by holding down
either Apple key (the two keys with apple symbols on either side of the Space Bar) as
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you press the Delete key, you can erase text to the right of the cursor, starting with the
character under the cursor.

Using the Apple and Delete keys, it's easy to make corrections in your text. Simply
move the cursor to the text that you want to change, type in the new text (which moves
the old text to the right), and then delete the old text one character at a time.

Scrolling Text

If you have typed enough text to fill up the screen, you will notice that the next line you
type moves existing text off the top of the screen. In this way, the screen acts as a sort

of "window" into your text. To move this window up or down to display text that you
typed earlier, or to move to a position farther along in your document, simply move the
cursor to the top or bottom of the screen and keep moving it. The text will scroll up or
down, revealing the material that seemed to be hidden at the top or bottom of the screen.

Special Keys
So far, you have learned about all the keys that you need to write with The Bank Street
Writer Ill. However, there are additional keys that you can use to do the following:

* Move the cursor more than one line or space at a time
* Perform special formatting, such as boldfacing or centering titles
* Check the spelling of a word or ask for a list of synonyms

A list of the keys that perform these functions is available on a screen that you can
display by pressing either Apple key and the ? key while you are writing. These special
keys are described in the Additional Writing Commands section that appears later in this
Reference Guide.

The Function Keys

The Bank Street Writer Il allows you to create 20 "function" keys that you can use for a
variety of special purposes. You call up the function keys by pressing a number key (1
through 0) while holding down the Open Apple key (for the first 10 functions) or the
Closed Apple key (for the other 10). You can define these 20 keys to represent
frequently used text or any sequence of commands. In fact, by using the function keys to
represent various command sequences, you can customize the Writer by creating your
own features and functions. For instructions, see the Defining and Using the Function
Keys section of this Reference Guide.

NOTE: When using the function keys, the two Apple keys work differently. Everywhere
else in the program they are interchangeable.

Saving Your Document

As you type your document, you should save it periodically—preferably every twenty
minutes or so. This will help protect you if there is a sudden power failure while you are
typing, so you won't lose everything you have typed. Instead, you would lose only the
material that you had typed since the last time you saved. Of course, you must also save
your text before you turn off your computer. Later, you can bring back any saved
document to the screen and add text or make changes. For more information on the
SAVE function, see page 28.
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THE FUNCTION MENU

Pressing Esc while you are at the Write screen causes the Function Menu to appear in
the prompt area. With this menu on the screen, you can do one of two things: select a
function from the menu or press Esc again to go back to writing at the Write screen.

SELECT FUNCTION WITH - R = THEN PRESS GEEDER PRESS ESC TO HRITE
LIt ] E0IT SPELL OPTIONS DISK T

The functions listed on the screen appear in six main groups:

* FILE functions that work on an entire document, and that include saving and
retrieving files from a disk and printing a file

» EDIT functions that work on parts of your text, and that include erasing, moving,
copying, and finding text

* SPELL functions that allow you to check the spelling of your document or specific
sections

* OPTIONS that list various ways you can change how the Writer works, including
changing disk drives, setting tab markers and defining function keys

* DISK functions that offer various ways to work with data disks, including functions to
prepare data disks for use and to rename or delete files on data disks

* QUIT, which you select to stop the program and work on something else
NOTE: In the 40-column version, QUIT is listed as an option under the DISK functions.
For instructions on selecting a function from the menu, read the section that follows.

Selecting a Function

Selecting a function from the Function Menu is simple. When you first switch to the
Function Menu, notice that FILE is highlighted. To highlight a different function, press
the Right Arrow key one or more times. To move backward, press the Left Arrow key.
You can also move the highlighter by pressing the Tab key to move forward or by
pressing Apple and Tab to move backward.



To begin a highlighted function, press Return. Another way to select a function is to
press the key corresponding to the first letter of the function. For example, to select the
SPELL function, you can simply press S without pressing Return.

Selecting any function except QUIT will give you another set of functions from which to
choose. This second set of functions will be listed in a menu box, as shown below. You
choose from this box in the same way that you select a function from the menu. High-
light the function that you want to select by using any of the arrow keys (Right, Left, Up,
or Down) and then press Return, or just press the key corresponding to the first letter of
the function.

SELECT FUNCTION WITH & OR 4 THEN PRESS CERIER PRESS ESC FOR MENU

As all of this suggests, there are always two ways to select functions. First, you can use
the arrow keys and the Return key to go through the menu choices and select the one
you want. Or, once you are familiar with the program and know that you save a file by
selecting FILE and then SAVE, you can simply press the F and S keys to use the SAVE
function. You can also define a function key to type F and then S for you—but more
about that later.

If you have a mouse, you can use it to select functions and respond to prompts. See
Appendix B for instructions.

Stopping a Function

Once you have selected a function, a series of prompts will appear. The prompts will tell
you what to do to make that function operate. If at any time you select a function, get part
way through it, and then decide that you do not want to continue, just press Esc. Once
you press Esc, the operation will stop and the program will return you to the Function
Menu. As long as the function was not completed before you pressed Esc, your text will
still be just as it was before you started the function. In other words, Esc really is an
"escape"” key that lets you stop something and get back to a place where you can start
over or do something else.

The functions that the Writer can perform are described in the next few sections.
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EDIT FUNCTIONS

The EDIT functions allow you to erase, move, or copy blocks of text and to find or
replace a word or words in your text. You can also "undo" your last erase or move.

SELECT FUNCTION WITH & OR 4 THEN PRESS GENIER PRESS ESC FOR MENU

BLOCK OF TEXT
LAST MOUE

BLOCK OF TEXT
/REPLACE TEXT

Erase Block of Text

To erase a block of text, move the highlighter to EDIT on the Function Menu and press
Return, or just press E. The list of EDIT functions will appear in a menu box. ERASE
BLOCK OF TEXT will already be highlighted, so simply press Return or E again.

Prompts at the top of the screen will lead you through each step required to erase a
block of text. First, you will mark off the text to be erased. Start by using the cursor
movement keys to position the cursor at the beginning of the block of text that you want
to erase, and press Return. Then follow the prompts to position the cursor one space
beyond the end of the section that you want to erase. If you want the block of text that
you are erasing to include the end of a paragraph, move the cursor one additional space
beyond the last character, so the end-of-paragraph (carriage return) symbol is also
included. As you move the cursor, the text to be erased will become highlighted. But the
text will not actually be erased until you give the computer additional instructions.

When all the text that you want to erase is highlighted, press the Return key. The
computer now asks you if you are sure that you want to erase all the highlighted text.
This question gives you a chance to change your mind. If you press N (No), you return
to writing without erasing any text. If you press Y (Yes), the computer will erase the
highlighted text, and the text to the right of the cursor will move up to fill in the gap.

REMEMBER: Pressing Esc at any time will return you to the Function Menu without
completing the ERASE operation. After the text is erased, you will return to the Write
screen.

You can erase up to 15 lines at a time. If you want to erase more than 15 lines, you
must select ERASE again and perform your deletion in segments. You can also use
the CLEAR FILE function described in the next section.
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Undo Last Erase

If you made a mistake using ERASE, you can still get your text back. First, highlight EDIT
in the prompt area and press Return. Then highlight UNDO LAST ERASE and press
Return again, or just press E and then U. The block of text you deleted will reappear on
the screen in highlighted contrast, and a prompt will ask whether you want to restore this
highlighted text. If you press Y, the computer restores the text as it was before you
erased it. If you press N, the text disappears again, and you return to the Write screen.

NOTE: If you erase two or more separate segments of text, you can use UNDO to bring
back only the most recent segment. You cannot use UNDO to bring back any of the
prior segments. If you erase a segment and then return to writing and enter new text or
make any changes, you cannot use UNDO to bring back the text you erased.

To erase large blocks of text (or all of your text), you can use the CLEAR FILE function
described later.

Move Block of Text

MOVE and UNDO LAST MOVE work together like ERASE and UNDO LAST ERASE.
MOVE lets you take a portion of your text and relocate it in the document. To move a
portion of your text, select EDIT. Then choose the MOVE BLOCK OF TEXT option.
Following the prompts, use the cursor movement keys to position the cursor on the first
character of the block of text that you want to move. Then press Return. Now use the
cursor movement keys to position the cursor one space beyond the last character of the
text you want to move. As you move the cursor forward, the text to be moved will
become highlighted. When all the text you want to move is highlighted, press Return
again.

Now use the cursor movement keys to position the cursor where you want your text to be
moved. Then press Return. The Writer will show you the highlighted text in the new
location. It will also ask if you are sure you want to move the text as shown. If you press
Y, the computer inserts the highlighted text in the new location, and then returns you to
the Write screen. If you press N, the highlighted text goes back to its original position.
You can also press Esc at any time to stop the function and return to the Function Menu.

Undo Last Move

If you move a block of text and realize that you have made an error, select EDIT and
choose the UNDO LAST MOVE option. Prompts will ask whether you want to keep the
highlighted text in its present location or return it to its original location. Press Y or N. If
you press N, the computer will return you to writing, leaving the text where it was before
you selected UNDO LAST MOVE. If you press Y, the text will move back to the place
from which it was moved. You may use UNDO LAST MOVE repeatedly to move the text
back and forth as many times as you'd like.

As with ERASE, MOVE allows you to move up to, but not more than, 15 lines at a time. If
you enter any new text or make any alterations in your text, you cannot use UNDO LAST
MOVE to restore the moved text to its original location.

When you move text, remember to consider moving the spaces before or after the text.
A space is actually a character.

25



26

To move a section larger than 15 lines, you can use the partial save feature to save the
section, and then use the partial clear feature to erase that section in your document.
Finally, use RETRIEVE to add the saved section back into your document at a new
location. For more information on the partial save and partial clear features, see the
descriptions of SAVE and CLEAR in the File Functions section.

Copy Block of Text

COPY works just like MOVE, except that the text you mark (up to 15 lines) is both moved
to the new location and left where it was originally. Use this function to copy a block of
text so it will appear two or more times in your document. Once a block of text is copied,
it is completely separate from the original text, and you may edit or modify it just as if it
had been typed directly on the keyboard.

To use COPY, select EDIT. Then choose the COPY BLOCK OF TEXT option from the
menu box. Following the prompts, mark the beginning and end of the text to be copied.
Then move the cursor to the location where you want the text copied and press Return.

Find/Replace Text

The FIND function allows you to locate a word or words (or any character or short string
of characters) in your text. The REPLACE option allows you to replace that word or
words with any other text you specify. Thus you can use FIND/REPLACE TEXT to find
the location in your text where you mention some particular subject, or you can use it to
find and replace all the occurrences of a misspelled word with the correct spelling.

To use FIND/REPLACE TEXT, select EDIT from the Function Menu. Then choose FIND/
REPLACE TEXT from the menu box, and follow the instructions below.

Finding Text

Type in the text you want to find and press Return. The program will ask you what you
want to replace the text with. If you press Return again without specifying any replace-
ment text, the program will proceed to find the specified text. First, a small window will
appear on the screen and present two options. These options specify how the program
will treat uppercase and lowercase letters and spaces between words when it finds the
specified text. By simply pressing Return at each question to accept the "standard”
answer, the program will find whole words that are spelled using the same uppercase
and lowercase letters you typed in when you specified the text to be found. This is the
standard way of doing things. But if you want to get a bit fancier, try this:

* Answer N (No) to the question MATCH UPPER/lower CASE EXACTLY? and the
computer will find all occurrences of the text you specified, regardiess of whether any
character in the text is spelled with an uppercase or lowercase letter. (Use this to find
a word that may be capitalized.)

* Answer N to the question FIND WHOLE WORDS ONLY? and the computer will find
all occurrences of the text you specified—even if the text is in the middle of another
word. (Use this to find the "an" in "another”, as well as the word "an".)



)

After you answer these questions, the program will highlight the first occurrence of the
text you have asked it to find. At this point, the program will ask if you would like to find
the next occurrence. Press Y at the question to locate the next occurrence. Press N to
stop and return to writing. When you return to writing, note that the cursor will remain at
the start of the found text. Continuing to answer Y will cause the program to find each
and every occurrence of the text that you specified.

Replacing Text

To replace existing text with new text, respond to the prompt that says PRESS RETURN
TO FIND WORD(S) OR TYPE NEW WORD(S) FOR REPLACEMENT by typing the text
that you want the program to use as the replacement. The option window will appear on
the screen and ask the same two questions described above (whether to look for exact
case matches and/or whole words only). Because you are replacing text this time, there
will also be a third question: REPLACE EVERYWHERE WITHOUT ASKING? Think
carefully before you answer this question.

If you accept the standard N response, the program will find each occurrence of the
original text, pausing each time to ask whether you want to replace that occurrence with
the new text you typed in earlier. This way, you will have an opportunity, on a case-by-
case basis to decide about replacing the text. The program will go through the file,
finding each occurrence of the text and asking if you want to replace it.

If you answer by typing Y (for yes), the computer will go ahead and make all the
substitutions without stopping. While this may be exactly what you want, this option can
cause problems. For example, if you are replacing "her" with "him" and you have turned
off the "whole word" option, you will wind up automatically replacing "other" with "othim."
Remember, if you decide you don't want to continue with what you are doing, just press
Esc to stop the process. Pressing Esc will even stop the process of replacing "without
asking," although whatever had been replaced prior to pressing Esc will remain
changed.

After the Writer locates all occurrences of the word that you are either finding or
replacing, the screen tells you that there are no other occurrences of that word. At this
point, press Return to go back to the Write screen.
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FILE FUNCTIONS

When you select FILE from the Function Menu, a list of four options will appear in a
menu box. These options allow you to save and retrieve files from a data disk, to clear a
file from your computer's memory, and to print your text.

PRESS ESC FOR MENU

Save File

As mentioned earlier, whenever you are working on a document, you should save your
text periodically. You will certainly want to save your document when you have finished
typing it.

Saving is the process of transferring a copy of your text from the computer's memory
to a disk. You will have to save your text on a data disk, as it is not possible to save a
document directly on the Program disk. After you save, you can continue to edit your
text, which will remain in the computer's memory until you clear your file, quit the
program, or turn off the computer.

To save a document or part of a document, move the highlighter to FILE on the Function
Menu and press Return (or just press F). The FILE functions will appear in a menu box.
SAVE FILE will be highlighted, so press Return again (or just press S). Be sure that you
have replaced the Program disk with your own floppy disk for storing data. Alternatively,
if you have your data disk in Drive 2, or you are using ProDOS subdirectories for your
data files, make sure that you have told the Writer to use Drive 2 or the correct ProDOS
subdirectory. For instructions on preparing a disk as a data disk, see the Disk Functions
and Quit section of this Reference Guide. For information on how to change the data
disk from Drive 1 to 2, see the Options section. For more information on ProDOS
subdirectories, see Appendix A.

Now follow the instructions that will appear at the top of the screen. First, the program
will ask if you want to save your whole document. Type Y or N. If you type N, a series of
prompts will tell you how to save just a portion of the document by moving the cursor to
the first and last characters of the portion you want to save.
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The program will also ask you to give the document a name. The name that you select
is completely up to you. But do not assign the file a name that you have already used
on that data disk. If you do, you will lose the document stored earlier under that name.
If you are not sure whether you have used a particular name, type Y for yes when the
Writer offers you the chance to see a catalog. A catalog displays the names of all the
files on your disk.

File Names

A file name can consist of any combination of up to 15 characters (letters, numbers, or
periods). However, the file name must begin with a letter, and it must not contain
spaces. Here are some examples of file names: MYFILE, FILE.1, and MIKE.LETTER.

If you have used the CHANGE DISK LOCATIONS function to set a ProDOS path, the
Writer will save your file in the subdirectory specified by that path. If you have not set

a path, the Writer will save your file in the main, or "root," directory of the disk currently
located in the disk drive that you have specified for your data disks. For more infor-
mation on ProDOS paths, see Appendix A. Along with the name of the file, ProDOS
saves the date on which you created the file. If your computer has a ProDOS-
compatible clock, the Writer will know the date automatically. Otherwise, you can use
the Writer's OPTIONS function to set the date. For instructions, see the Options section
of the Reference Guide. If you don't set the date beforehand, the Writer will prompt you
to type in a date when you go to save a file.

Once you have saved your document on a disk, you are free to turn off the computer
without worrying about losing what you have written. However, once you have turned
the computer off, you will need to load the document from the disk back into the
computer the next time you want to work on it. To load a file from a data disk, you must
use the RETRIEVE FILE function.

NOTE: If you turn off the computer without saving your text, you will lose that text.

Disk Capacity

If you run out of storage capacity on a floppy disk, the Writer will tell you that the disk is
full. If this happens, replace your data disk with a new blank disk and then format the
new disk. In fact, it is a good idea to have one spare floppy disk available at all times.
A floppy disk will store the equivalent of approximately 70 pages of single-spaced text.
A large capacity (800K) disk will store about 400 pages.

Backup Data Disks

As a precaution, you should always store a duplicate copy of your important documents
on a backup disk. A backup disk is a separate floppy disk that contains a second
(backup) copy of your document. With a backup disk, you will always have another copy
of your document if your first disk becomes damaged.

There are two ways to back up a document. You can save the file a second time on a

second disk. Or you can use the COPY PRODOS FILE option in the Utility Program to
copy files from one disk to another.
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Retrieve File

When you want to work on or print a document that you have saved on a data disk, you
must load that file from the disk back into the computer. To do this, load the Writer into
the computer and press Esc to get to the Function Menu. Select FILE from the Function
Menu and then select RETRIEVE FILE from the menu box that will appear. If you are
retrieving a file from a floppy disk, make sure you have the data disk in the correct drive.
If you are using ProDOS subdirectories, make sure you have set the correct path to the
subdirectory that contains your data files. For more information on subdirectories, see
Appendix A.

)

Catalog

You will need to tell the Writer the name of the file that you want to retrieve. To help you
out, the program will ask if you want to see a catalog (list) of the files on the data disk. If
you answer the CATALOG? question by typing N, the program will prompt you to type
the name of the file to retrieve. If you typeY, the Writer will present a catalog that lists
the names of all documents that have been saved on your disk (or in any ProDOS
subdirectory that you've selected). Along with the file name, you will see the date on
which the file was last changed and an indication of the file type.

Bank Street Writer Il files are binary files that ProDOS identifies as BIN type. Files
created by using the Writer's print to disk option are standard ASCI| text files, or TXT
type. Other common types of files are AWP (Appleworks word processing) files, BAS
(BASIC program) files, and SYS (ProDOS system) files. For more information about the
types of files that the Writer can read, see the description of the CONVERT WRITER
FILES option in the Ultility Program section of the Reference Guide.

The catalog also indicates the slot and drive number of the disk drive currently in use )
and the subdirectory (or the term "any disk" if you have not set a subdirectory) in which
the listed files are stored.

If you are using ProDOS subdirectories and the Writer is unable to locate the sub-
directory that you have specified, it will tell you that it can't find the subdirectory. If you
see this message, check the subdirectory prefix carefully. If you made a mistake while
typing the prefix, use the CHANGE DISK LOCATIONS function to enter it again. If the
prefix is correct, the problem may be that the disk containing the subdirectory is simply
not in the proper drive (the drive specified as the device for that subdirectory). If this is
the case, swap disks. For more information, see Appendix A.

When the catalog appears on the screen, use the arrow keys to highlight the name of
the file that you want to retrieve. Then press Return to load that file into the computer.

Once your document is loaded into the computer, you can add to that document, print it,
erase parts of it, move words or phrases, or edit it in any way you wish. However, if you
make revisions in your document, be sure to save the revised version. If you use the
same name for the document that you used before, the computer replaces the old
version on the disk with the new version. If you use a different file name, the program
saves the new version and also keeps the old version.
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Combining Files

There may be times when you want to add a document that you have already saved to a
document that you are currently working on. To do this, place the cursor at the location
where you want the second file to appear and then retrieve it. If there is not enough
room in the computer's memory to fit the requested document, you will be told that the
file is too large to retrieve. If this happens, you must erase text in your current document
to make room for the file.

If you have text in the computer and retrieve a file, the Writer will ask whether you want to
erase the existing text before retrieving the new text. Answer N to merge the two files.
Answer Y to erase all the old text before retrieving the file. (Keep in mind, though, that
the old text will be lost if you never saved it.) You can use the partial save option,
discussed earlier, together with RETRIEVE to save a portion of one document and then
add that portion into the middle of a different document.

Clear File

You have finished a document and saved it on your data disk, and now you want to
begin a new document. First, you need to remove the text of the old document that still
remains on your screen. You could shut off the computer and restart it, but a faster way
is to use the CLEAR FILE function, which is a sort of "mass erase." Select FILE and then
choose the CLEAR FILE option. Then follow the instructions that appear at the top of
the screen. Once you complete the CLEAR procedure, your text will be completely
erased and your computer will be ready for a new document. If you complete the
CLEAR operation without having first saved your text, you will lose that text. CLEAR also
allows the erasing of part of your document (this works like ERASE, but it is not limited to
15 lines). Answer N to the first question about clearing all of your text and then follow
the prompts to mark the beginning and end of the block of text to be erased. But be
careful. There is no way to bring back text that you have erased with CLEAR. In other
words, although ERASE offers you an UNERASE option, CLEAR does not offer you an
"unclear” option.

Print File

The PRINT FILE function lets you make a printed copy of what you have written, setting
the format of the page (margins, page numbers, etc.) in any manner you like. You can
change the standard values for the formatting options by using the CHANGE SETUP
ITEMS option in the Utility Program. You can also change the formats temporarily
whenever you print a document. You must set other printing options, such as the
content of headers, each time you print a document.

To print a file that is currently in the computer's memory, select FILE from the Function

Menu. Then select PRINT FILE from the menu box that will appear. To print a file that is
not in the computer, you must first retrieve that file.
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Once you select PRINT FILE, the program will ask you a series of questions, all of which
have standard answers displayed. To accept the displayed answer, press Return.
These answers are set up for the typical printing situation. To change an answer, type
the new answer before pressing Return. If you change your mind about an earlier
setting, you can press Esc and start the process again. Here are the questions that
appear:

DO YOU WANT TO REVIEW FORMAT QUESTIONS? (The displayed answer is N.)
Press Y and Return if you want to review or change the various formatting options that
are available in the PRINT function. If you accept N instead, the program will skip the
formatting questions and go directly to the question about printing page headers
explained below. [f you skip the questions, the program will use the last values you
entered for the various settings (or the default formats set in the Utility Program, if you
haven't changed the settings during your current session at the computer).

IS THIS A CONTINUATION OF THE LAST TEXT YOU PRINTED? (The displayed
answer is N.) Answer Y if you want to connect the document you are now printing with
the one you have just printed. Otherwise, accept N. If you answer Y, the program will
continue printing at the page and line number where the previous document ended.
The program will also print any header that you set earlier. For a description of headers,
see below.

DO YOU WANT TO EJECT THE LAST PAGE OF YOUR TEXT? (The displayed answer
is Y.) If you accept the displayed response, your printer will move to the top of the next
page once it finishes printing your file. If you answer N, the printer will remain at the end
of the last printed text. Answer N if you are planning to continue printing on the same
page—usually because you are printing a second file that is part of the same document
as the first. Otherwise, accept Y as the response. Be careful of the "no eject" option.
Use it only when you intend to continue printing from the same location on the page
where you left off. The Writer assumes that, when it prints for the first time, the paper is
set in the printer at the top of the page. Not ejecting the last page and then repositioning
the paper in the printer can leave the program "confused" about where to break off an
old page and begin a new one. (See your printer's instruction manual for instructions
on setting it for the "top of form.")

NOTE: The answers displayed for the following questions depend on the values that
are currently set in the Utility Program or the values that you set when you last printed
during this session at the computer.

PRINT HOW MANY CHARACTERS ACROSS THE PAGE? The maximum number of
characters that can fit on one line across the page varies with the size of the paper and
the type of printer that you are using. With the Writer, the range is between 40 and 126
characters per line. A standard format would be 65 characters across the page when
the printer is set to print 10 characters per inch, or 78 characters across the page when
the printer is set to print 12 characters per inch. Remember to take the left margin into
account, as described below.

HOW WIDE SHOULD THE LEFT MARGIN BE? This tells the printer how many blank
spaces should appear to the left of each printed line of text. The range is from 0 to 40.
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WHAT LINE SPACING DO YOU WANT? By responding to this question, you can set the
amount of space that will appear between each line of text. You can set the line spacing
to 1 for single spacing, 2 for double spacing, or 3 for triple spacing.

ARE THE PAGES TO BE NUMBERED? If you answer Y, the Writer will place a page
number on each page.

START NUMBERING PAGES AT NUMBER: This question is not asked if you have told
the program that you don't want to number pages. If you want numbering to begin with
the first page numbered as page 1, accept the 1 setting. If you have a cover page and
want the first numbered page to be the second actual page, type 2 and press Return.

PLACE NUMBERS AT TOP OR BOTTOM? This question is not asked if you have told
the program that you don't want to number pages. For an explanation of the top and
bottom margins and page number locations, see the Utility Program section of the
Reference Guide.

DO YOU WANT TO PAUSE BETWEEN PAGES? Answer Y if you want to add paper
to the printer one sheet at a time. Accept N if you are using continuous-feed paper.

DO YOU WANT LINE NUMBERS ADDED? You can add line numbers to your
document when you print, usually as an aid to proofreading (especially when two or
more people need to communicate about changes to a document). If requested, the
program will print these line numbers in the left margin, which must be at least 6 spaces
wide to accommodate them. The numbers will be placed sequentially on every printed
or blank line on the page, and they will start over on each new page.

TYPE IN PAGE HEADER. A header is an identifying word or phrase that appears at the
top of each printed page. If you don't want a header to appear in your printed text, skip
over this question by pressing Return. If you have already used and printed a header,
that header will appear when the question is asked. To use the same header again,
simply press Return. To change it, type in a new one. To erase the displayed header,
type a space and press Return. If you use page headers (or page numbers) at the top of
your document, page 1 will contain neither a header nor a page number. However,
both will appear on all subsequent pages.

DO YOU WANT TO PRINT ALL OF YOUR TEXT? (The displayed answer is Y.) Answer
N if you want to print only a portion of your document. Accept Y if you want to print the
entire document. A partial print can be useful, for instance, if you have made alterations
in one section and want to print a copy of only that section. If you answer N, prompts
ask you to identify the specific part of the document that you want to print.

DO YOU WANT TO SEE WHERE EACH PAGE OF TEXT WILL END? (The displayed
answer is N.) This option allows you to see exactly where each page will start and end
when your text is printed. If you answer Y, the program will show you where the text
ends at the bottom of the first page break. You can then adjust the page break, moving it
up or down with the Up or Down Arrow keys. Press Return to move to the second page,
and keep pressing Return until you have reviewed all the pages in your document.
Changing the page breaks in this way affects only the printed copy. It does not change
the document in any way.
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SEND OUTPUT TO PRINTER, SCREEN OR DISK FILE? (The displayed answer is P for
printer.) If you accept P, your text will be printed on your printer.

Once you answer P, the program will ask: HOW MANY COPIES DO YOU WANT TO
PRINT? Type in a number to have the Writer print multiple copies of the document, or
accept the standard answer for one copy.

If you answer by typing S (for Screen), the text will be displayed on the screen in the
same form as it will appear on paper, so you can see what the text will look like when
you print. If you have selected a printer line length that is greater than the screen can
accommodate, you will only see the first 40 or 80 columns displayed on the screen
(depending on whether you are running the 40- or 80-column version of the program).

If you answer by typing D (for Disk file), the program will ask if you want to suppress
page formatting. Answer Y to print just the text in a standard ASCII form, with a carriage
return at the end of each line. This is the option you should use if you plan to send a file
over a modem to another computer. Answer N to include in the disk file all margins,
headers, page numbers, etc. This is the option to use if you are going to use another
program to print the disk file to the screen or a printer at some later point. Once you
answer this question, the program will ask for a disk file name. Then it will save the file,
with or without formatting, in a disk file for later use.

NOTE: The Teacher Tools program includes a function that allows you to print all of
the files stored on a disk automatically in a single session. This function is very useful
if, due to limited access to printers, students have saved a number of files using the
print to disk feature. For instructions, see Appendix E.

When you are printing your document and want to stop, press Esc. If you simply want
to pause for a moment, press the Space Bar. Another press of the Space Bar will
resume the printing. After you have printed a document the program will ask: DO YOU
WANT TO PRINT AGAIN? Answer Y to start another printout or accept N to return to the
Function Menu.

To make additional adjustments to the printing formats, or to adjust the standard
answers to the format questions that you see when you first select the PRINT function,
see the Utility Program section of this Reference Guide.

NOTE: If you try to print a document with no printer connected to your computer, the
computer may freeze. To solve this problem, press the Control and Reset keys together.
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SPELLING CORRECTOR AND THESAURUS

The Bank Street Writer Il provides a set of word analysis tools, including a spelling
corrector and thesaurus. The program also gives you the option to search through its
dictionary. You can use these tools to check a single word or an entire document. The
functions that work on an entire document are contained under SPELL on the Function
Menu. They allow you to check the spelling of all or part of your document at one time.
You call up the tools that work on single words as you are writing, by placing your cursor
on a word and pressing an Apple key combination. Both types of tools are described in
the sections that follow.

Spelling Tools: A Caution

Before you begin using the Writer's spelling tools, a brief caution is in order. The Writer's
main spelling tool is a spelling "corrector," rather than a simple spelling "checker." This
means that it will both identify spelling errors and help you correct them.

This makes for a very powerful writing tool, but any spelling corrector does have its
limitations. What it does is very simple: It finds words in your text that it cannot match
with words in its dictionary, and it offers suggestions for replacing those words with ones
that it does find in its dictionary. A good spelling corrector will offer suggestions that
more often than not are the words you meant to type. For example, if you type "tpye," a
good spelling corrector will tell you that there is no such word, and it will offer "type" as
an alternative. So far, this sounds pretty good. Why the need for caution?

First, just because a word is not in the Writer's dictionary does not mean it is incorrect.
Although the 60,000 words in the Writer's dictionary cover most common vocabulary,
there are lots of words, including technical terms and proper names, that are not
included. In other words, just because a word shows up as "not found" in the dictionary
does not mean that it is spelled incorrectly.

Even more important, the Writer will not detect a word that is spelled correctly but used
incorrectly. For example, if you type "a peace of cake", the Writer's spelling corrector will
not object, even though you should have used "piece" instead of "peace”. This is one
danger of relying too heavily on this still rather limited technology.

Also, if you tell the Writer to add a misspelled word to the dictionary, it will oblige. After
all, if the word is not in its dictionary, it will have to trust your judgment. Once you add a
misspelled word to the dictionary, the Writer will recognize that misspelling as a correctly
spelled word.

The spelling tools contained in the Writer can be very helpful—and even fun—if used
carefully. Think of the spelling corrector as a proofreader—a helper that is very good at
catching typographical errors. It is also very good at looking things up in its dictionary.
Use it to look up words that are similar to a word you think may be spelled wrong, or to
check to see if a word is spelled correctly. You can also look for synonyms, or words that
start with certain letters but end in various ways.

In other words, you should treat the Writer's spelling tools as an electronic reference

set, rather than a substitute for careful proofreading and revision of your own work.
When you add words to the dictionary, be especially careful to spell them correctly.
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The Dictionaries

Types of Dictionaries

There are two dictionaries that the Writer needs for its word analysis tools—the

spelling dictionary (file name DICTIONARY.BSW) and the thesaurus (file name
THESAURUS.BSW). Each of these dictionary files occupies a separate side of the
Dictionary disk that came with your package. When you add words to the dictionary, the
Writer will also create an "update” dictionary named UPDATE.BSW on the dictionary
side of the disk. Be sure to use the CHANGE DISK LOCATIONS function to set the disk
drive (and subdirectory, if you are using one) correctly, so the Writer will know where to
look for the dictionaries. For instructions, see the Options section of the Reference
Guide.

When you ask the Writer to check spelling, to look for synonyms, or to add words to the
dictionary, it must read one or more of these dictionary files from the disk. If you are
using the Writer on a system with one floppy-disk drive, you will have to remove your
data disk and insert the Dictionary disk that contains the files when you want to use
these tools. On a system with two floppy-disk drives, you can leave the Dictionary disk
in one of the drives all the time, after you have loaded the program.

If you have only one disk drive available for the Dictionary and Thesaurus disks, you will
have to turn the disk over (if you are using the original double-sided disk) or swap disks
(if you have made individual copies of the spelling dictionary and thesaurus) each time
that you switch from using the spelling corrector or word-search function (which both use
the spelling dictionary) to searching for synonyms in the thesaurus.

If you have a hard disk or high capacity (3.5-inch) disk, you can use any ProDOS file
copy program to copy both the spelling dictionary and thesaurus files onto the same
disk. If you received a ProDOS User's disk or lic Utilities disk with your computer, it
includes a file copy function that will do the job. You can also use the option to copy a
ProDOS file from one disk to another that is included in the Writer's Utility Program. For
instructions, see the Utility Program section of the Reference Guide.

The Update Dictionary

With The Bank Street Writer Ill, you have the option of adding words to the spelling
corrector's dictionary. The first time you do this, the program will create an update file
named UPDATE.BSW on the Dictionary disk.

You can use the Writer to retrieve the update file from the Dictionary disk, just as you
would any Writer document file. However, if you do retrieve the update file, you should
not edit it, since doing so may make it unusable.

You can erase the update file from the Dictionary disk and start over, or you can create
a library of special purpose dictionaries by making several copies of the Dictionary disk,
each with its own update dictionary.

It is sometimes possible that your update dictionary can get so big that it will run out of

disk space. If this happens, you will not be able to add any more words to the update
dictionary.
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You can also remove words from the update dictionary. To do this, you must remove
the UPDATE.BSW file from the Dictionary disk by renaming it, or by copying it to a data
disk and then deleting it from the Dictionary disk. Note that, since there will now be no
UPDATE.BSW file on the Dictionary disk, the program will create a new update
dictionary the next time you use the spelling checker.

Once you've renamed the file or copied it to a data disk, you can treat it as a standard
Bank Street Writer Il document file. Use the Writer's RETRIEVE function to retrieve the
file. Then check the spelling of this "document," adding the words to the dictionary that
you want to retain and skipping over those that you want to delete from the dictionary.
Finally, once you have created a new UPDATE.BSW file in this way, you should delete
the old file from the Dictionary disk (to leave the maximum amount of disk space
available for adding new words). For more information on adding words to the
dictionary, see page 39.

It is also easy to create a specialized update dictionary from scratch. First make sure
that there is no UPDATE.BSW file on the Dictionary disk you are using. Then use the
Writer to create a document containing the words you want to have in your specialized
dictionary. Once you've done this, run a spelling check of the file. Each time that the
Writer pauses to tell you that it can't find one of these special words in its dictionary, tell
it to add the word to the update dictionary. For further instructions, see page 39.

Single Word Tools

The Bank Street Writer Ill features three single-word analysis tools that allow you to
work with one word at a time: one tool to check the spelling of a word, one to use the
thesaurus to find synonyms, and one to search for words in the dictionary. Use these
tools by pressing either Apple key in combination with one other key: S for spelling,
T for the thesaurus, and W for a word search.

To use a single word tool while writing, place your cursor over a word. Then press the
Apple key and the S, T, or W key. For convenience, these tools will also work if the
cursor is located immediately after a word, so you can use them on a word you just
finished typing. All of these tools work on only one word at a time. For instructions on
checking the spelling of your entire document or large sections of your document, see
page 43.

Checking the Spelling of a Single Word

To check the spelling of an individual word, place the cursor on or directly after the word.
Then press Apple-S (the Apple key and the S key together). Once you have pressed
Apple-S, the Writer will look up the word in its dictionary. If it finds it, the Writer will tell
you that the word is okay.
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If the Writer can't find the word in its dictionary, the spelling check box will appear on
the screen, and the program will begin searching the dictionary for suggestions for
correcting the word. At this time, the word you are checking will be marked in inverse
type in your text. The word will also appear at the top of the spelling check box. The
word searching in the box will tell you that the Writer is looking through the dictionary
for suggested spellings.

PRESS ESC TO WRITE

HIGHLIGHT CHOICE WITH & OR 4, THEN PRESS EEHIED.
— SI;ELLING CHECK == ling corrector. I'm not sure hou to spell FEERIE.
peeple

searching. ..

IGNORE - WORD OKAY
ADD TO DICTIONARY
TYPE TN HORD

At this point, look at the word that the Writer is checking. If it is spelled correctly (a
proper name, for instance) and you don't want to add it to the dictionary, just press | (for
IGNORE). You can do this even if the Writer hasn't finished searching the dictionary for
suggestions. Another way to ignore the word and stop the spelling check is to press
Esc.

Once the Writer has searched the dictionary for alternative spellings, or once it has
presented the message no suggestions found, you have several options. Those options
are shown below.

PRESS ESC TO WRITE
HIGHLIGHT CHOICE HITH 4 OR 4, THEN PRESS GEENED.

SPELLING CHECK ling corrector. I'm not sure how to spell FEERIE.
|-—|peeple ——“

peepe
peeps

IGNORE - WORD OKAY
ADD TO DICTIONARY
TYPE IN HORD
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At this point, you may select any of the choices displayed in the spelling check box.
Select your choice the same way you select an item elsewhere in the Writer. Use the
Up or Down Arrow keys to highlight your choice, and then press Return. You can also
select the IGNORE, ADD TO DICTIONARY, or TYPE IN WORD options by typing the first
letter of those options. Here are brief explanations of the choices:

* Use a suggested spelling. If the Writer has located some suggested spellings for
the word that you are checking, those suggestions will be listed in the spelling check
box. The first suggestion—the one that the Writer considers the most likely alterna-
tive—will be highlighted. To replace the word that you are checking with this alterna-
tive, press Return. If this is not the word that you want, move the highlighter to the
alternative that you do want. Then press Return.

NOTE: In Scholastic's school edition of The Bank Street Writer Ill, you can switch to a
version of the program that requires students to type in the alternative spelling, rather
than simply highlighting the alternative on the list and pressing Return. For instructions
on switching to this version of the program, see page 64.

* Ignore the word. If the word that you are checking is spelled correctly, or if for any
other reason you want to leave it as it is and have the spelling corrector ignore it,
place the highlighter on IGNORE and press Return, or just press I. Once you select
IGNORE, the program will return you to the Write screen, where you can continue
entering text or checking words.

* Add the word to the dictionary. Select this option if the word is spelled correctly
and you want to add it to the dictionary. Generally, you will want to add a word if it is
one you will be using often, so you don't have to keep telling the Writer to ignore it.
To add a word, highlight the ADD TO DICTIONARY option and press Return, or just
press A. The program will add the word to the update dictionary and then return you
to the Write screen.

When you add words, make sure that they are spelled correctly. You should also take
care not to add words that may cause the Writer to miss mistakes. Abbreviations and
short words can be a particular problem. For example, if you add the word "Ms" so the
Writer will not flag that word as misspelled, it will also fail to find the mistake if you
accidentally put a space in the middle of "far ms."

* Type in the word. If the suggested spellings that the program provides do not list
the correct word, and if you see the mistake and know how to fix it, highlight the TYPE
IN WORD option and press Return, or just press T. A flashing cursor will appear with
the word you are checking. Edit the word using the Writer's editing and cursor
movement keys. You can use the Left and Right Arrow keys to move the cursor, or an
Apple Key and the < or > key to move to the beginning or end of the line. When you
have corrected the word, press Return. The program will replace the original word
with the corrected word. Then you will return to the Write screen. If you change your
mind while entering a correction, press Esc and select another option. This method
of correction is especially handy for fixing a one- or a two-letter typing error in a word.
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At any time, you can press Esc to stop the spelling check and return to writing. You can
also correct an incorrectly spelled word by pressing Esc, returning to the Write screen,
and fixing it as you would while writing.

Checking the Thesaurus for Synonyms

To search the thesaurus for synonyms for a word, place the cursor on or one space after
the word. Then press Apple-T (the Apple and T keys together). The Writer will search
the main word list in the thesaurus, and one of two things will happen.

If the word is not in the main word list of the thesaurus, the Writer will tell you that no
synonyms are available. When you see this message, press Return to go back to
writing.

If the Writer finds the word in the thesaurus, the program will proceed to find synonyms
for it. Because a list of synonyms could take up most of the screen, the Writer will move
your text so the word you are looking up appears near the top of the writing box in
inverse type. The synonyms will appear in a synonym window over the rest of the text.

If you see a synonym that you would like to use in place of the original word, use the four
arrow keys to move the highlighter over the synonym. Then press Return. The Wiriter
will replace the original word with the synonym, and you will return to the Write screen.

If the program does not provide any synonyms that you like, or if you don't want to make
a replacement, press the Esc key.

. PRESS ESC TO WRITE
SELECT HORD WITH 4=, %, &, 4, THEN PRESS EEEHIEN.
BOLD HORDS HAVE MORE SYNONYMS. HIGHLIGHT AND PRESS T.

This is a test of The Bank Street Hriter III, a very uord processor.

600D: 3 ugright; benevolent, just, true, honest. virtuous,
yell-behaved, moral, chaste, pure, untainted, unspotted, sinless,

incorrupt, fine, stainless, honorable, conscientious, sound, valid,
serviceable, real, genuine, reputable, suitable, fit, er' useful,
o

propitious opriate, valuable, agreeable, satisfactory, stromg
satisfuing: pleasant, c;nlplete, reliable, 1n6190rat1ng, gr;mgmg’.

Notice that some of the synonyms that the Writer presents may appear in boldface
type. This means that these synonyms are linked to other synonyms in the thesaurus.
- The Writer's special linked synonyms feature lets you follow trails of different meanings
through the thesaurus. This gives you a much better chance of finding just the right
word you want, even if the word was not close enough in meaning to the original word
to be listed as a direct synonym.
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To see linked synonyms, use the arrow keys to highlight one of the words that appear in
boldface. Then, instead of pressing Return to place that word in your text, press Apple-T
again, or just press T. In a moment, the Writer will present synonyms for that new word.
You can continue following the trails of synonyms through the thesaurus, or you can
press Return to replace the original word in your text with a synonym you have high-
lighted. You can press Esc at any time to go back to writing without replacing a word.

NOTE: In the 40-column version of the Writer, there may be more synonyms than can fit
on the screen at one time. If this is the case, the words NEXT PAGE will appear at the
bottom of the box. Highlight NEXT PAGE and press Return to see the rest of the
synonyms.

Using the Word Search Feature

To search through the Writer's dictionary, place the cursor on or one space after a word.
Then press Apple-W. The word will become inverse on the screen, and the word search
box will appear with the word listed at the top. You can also press Apple-W with your
cursor on a blank space that does not directly follow a word, and then type in your
search word after the word search box appears.

PRESS ESC TO WRITE

HIGHLIGHT CHOICE WITH  OR 4, THEN PRESS GEENE.
=dHORD SEARCH ===]) Street Hriter 1II, a very FHEB word processor
900

This box works like the spelling box, but the choices are a bit different. First notice that
there are no suggested words listed in the box. This is because you haven't yet told the
Writer what type of search you would like. Once you choose a search, the Writer will list
the words that it finds in the dictionary in the box, just as it does with the suggestions in
the spelling box.

The Bank Street Writer Ill features two types of word searches: WILDCARD SEARCH
and ANAGRAM SEARCH. Each type of search is described below.

WILDCARD SEARCH A wildcard search allows you to look up a word in the dictionary,
even if you don't know exactly how to spell it. It also lets you look up all the words that
meet certain criteria (e.g. all the words that start with the letters "wond"). To use this
feature, highlight the WILDCARD SEARCH option and press Return, or simply press W.
A cursor will appear with the original word (if any). Edit or type in the word that you want
to search for, and press Return. You can type an exact word, and the Writer will try to
find that word in the dictionary. Often, though, you will want to use the Writer's

"wildcard" characters. As you type the word, use the following wildcard characters in
place of a letter or letters:
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* The ? character will find all the words in the dictionary with any single letter appearing -~
in place of the ?. For example, if you're not sure whether the correct spelling for the
word "audible” is "audible" or "audable," typeaud?ble. You can also use multiple
?'s to find several words of the same length. For example, searching for "I1???r" will
find "labor," "later," and more. This feature is particularly useful for helping you solve
crossword puzzles.

* The = character will find all the words that have any letters in place of the = character.
For example, searching for "wond=" will find all the words that start with "wond" and
that end with any combination of letters (e.g. "wonder," "wonderful," etc.). Searching
for "C=" will find all the words that start with "C".

Keep in mind that you can only use one = character in a word. If you put two into a word,
the program will ignore all the letters you type between the two = characters.

You can mix the two types of wildcards within a word, using one = character and one or
more ? characters. For example, searching for "I?t?r" will find "later" and "liter," while
searching for "I?t?r=" will find "lateral" and "literally."

NOTE: You can type wildcard characters into your search word only after entering the
word search option. Wildcard characters (or any other punctuation) in your text are
ignored when you press Apple-W.

ANAGRAM SEARCH The second type of search lets you look for all the words in the
dictionary that use the letters that you specify in any order. When you select ANAGRAM
SEARCH, a cursor will appear with the original word. You can edit the word, or you can
just press Return. Once you press Return, the Writer will find all the anagrams of that
word in the dictionary. This feature could help improve your score in Scrabble®,
although it might take much of the fun and challenge out of the game.

V)

Once you have selected a search, the words that the Writer finds will appear in the
word search box. You can move the highlighter to any word in the list, and press Return
to replace the original word in your text (the word that you looked up) with the high-
lighted word. Or you can press Esc to go back to writing without replacing the word.

If the program finds more words in the dictionary than can fit in the box, MORE will
appear as the last entry in the list. Highlight this entry, and then press Return to see
more words. At any time, you can also switch from one type of search to another by
highlighting the appropriate search type and pressing Return, or by pressing the letter
key that corresponds to the first letter in the search type. The word you searched for
previously will appear with the cursor. You can edit it, or you can press Return to begin
the new type of search. The words listed in the box will disappear, to be replaced by a
list of words that the program finds in response to the new search request. Press Esc at
any time to return to writing.
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Checking an Entire Document: The Spell Options

To check the spelling of an entire document, select SPELL from the Function Menu. As
shown below, the program will present you with three options. If you select the first
option, CHECK ALL TEXT, the Writer will check the spelling of every word in your
document. If you select the second option, START AT CURSOR, the Writer will check
the spelling of all the words from the location of the cursor to the end of the document.
This option is useful if you have already checked part of a document, and if you now
want to start checking again without going through the words already checked. If you
select the third option, DISPLAY WORD COUNT, the Writer will give you a count of the
number of words and characters in your document.

SELECT FUNCTION WITH & OR 4 THEN PRESS EEEER PRESS ESC FOR MENU
SPELL

| LAELE HLL Tt |

ART AT CURSOR -
DISPLAY WORD COUNT

Checking the Spelling of All or Part of Your Text

To see how the spelling corrector works, highlight the CHECK ALL TEXT option and
press the Return key, or simply press C. The Writer will start at the first word of your text
and check its spelling. This process will work like the checking of a single word
described earlier, with the following differences:

* When the Writer is finished checking a word (because it finds it in the dictionary or
because you replace it, ignore it, or add it to the dictionary), it will go on to check the
next word, instead of returning you to writing. Note that, if you press Esc, you will stop
the spell checking function completely, not just the checking of the current word. To
skip a single word and go on to the next word, select IGNORE from the options that
the program presents. Do not press Esc.

* If you tell the Writer to ignore a word, the program will ignore that word throughout the
rest of the document during the current spelling check. If you stop and then restart the
spell checking function, you will have to tell the Writer to ignore the word again.
Another option is to add the word to the dictionary, in which case it will always be
ignored.

* When you are checking the spelling of a single word, as described earlier, you can
press Esc to go back to writing and correct the word by yourself. In the document
check mode, you should use the TYPE IN WORD option to do this, since pressing
Esc will stop the checking function.
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Other than these differences, the spelling check works as it does on a single word. If the
Writer does not find a word in its dictionary, it will suggest a list of alternatives. You can
choose to select a word from this list, to ignore the word, to add it to the dictionary, or to
type in a correction.

In the document check mode, the spelling check will continue until the program has
checked all the words in your document. If you press Esc to stop the spelling check, any
corrections or replacements made up to that point will remain. As mentioned above, you
can start the check again at the beginning of your text or at the cursor, depending on
which option you choose when you select the SPELL function from the Function Menu.

Display Word Count

The SPELL function on the Function Menu also includes a DISPLAY WORD COUNT
option. If you select this option, the Writer will tell you how many words and characters
are contained in the document that is currently in the computer's memory. This figure

can be very useful if you are working on a document that must meet a prescribed length
limit.

Word Frequency Lists

The Utility Program contains an option for listing all the words used in a document,
along with the number of times you used each word. For more information, see the
Utility Program section of this Reference Guide.
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OPTIONS

The OPTIONS functions allow you to set the locations of data and dictionary disks, either
by specifying disk drives or by designating ProDOS subdirectories. You can also use
the OPTIONS functions to define function keys, to set the Writer's tab stops, and to enter
a ProDOS date.

If you review or change any of the OPTIONS settings, the program will ask if you want to
save the changes on the Program disk. If you answer by typing Y, the Writer will

record the new settings on the Program disk, and it will use these settings the next time
you run the program. [f you answer by typing N or pressing Esc, the new settings will
remain in effect only until you turn off the computer. The next time you run the program, it
will revert to the settings that existed before you changed them (the settings that remain
recorded on the Program disk).

As shown below, selecting the OPTIONS function from the Function Menu reveals a
menu box that offers four choices: CHANGE DISK LOCATIONS, DEFINE FUNCTION
KEYS, SET TAB STOPS, and ENTER PRODOS DATE. Three of the options are
described in this section. The other option, DEFINE FUNCTION KEYS, is explained
in a separate section that appears later in this Reference Guide.

SELECT FUNCTION WITH & OR 4 THEN PRESS GERIEN PRESS ESC FOR MENU

0 0
SET_TAB STOPS
ENTER PRODOS DATE
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Change Disk Locations

There are two ways to tell the Writer where to look for your data files and dictionary files.
First, you can simply specify a disk drive for each, telling the Writer to look for data and
dictionary files on the disk that is in the drive or drives you have specified. Or, if you are
familiar with ProDOS paths and subdirectories, you can tell the Writer in which sub-
directory it should look for each type of file. The Writer uses Apple's ProDOS operating
system to tell the computer how to communicate with disk drives, printers, and other
peripheral devices.

In this section, you'll learn about the simpler first option. For information about the
second option (specifying ProDOS subdirectories for your files), see Appendix A.

Using the first option, you can change drive location settings that tell the Writer where to
look for three different types of files: your data files, the spelling dictionary file, and the
thesaurus file. If you have only one disk drive connected to the computer, you will need
to use the same drive location setting for all three files. If this is the case, you will have
to do some disk swapping, placing your data disk in the drive when you want to save or
retrieve a file, placing the Dictionary disk in the drive when you want to check the
spelling of a document, and placing the Thesaurus disk in the drive when you want to
search for synonyms.

For each drive location, you can set both a slot and drive number. On an Apple /&, the
slot setting is the slot number into which the disk drive controller card is connected. You
can have several such cards in your computer, and either one or two drives connected
to each. In the typical /& configuration, the disk drive controller card is plugged into Slot
6, with either one or two drives connected to the card.

_ On an Apple lic, the internal drive—the drive built into your computer—is designated as
- "Slot 6, Drive 1." If you have an external 5.25-inch drive, it is designated as "Slot 6, Drive
2." Other slot numbers are used for any additional drives you might have.

Selecting a Disk Drive

Under the conventions of ProDOS, disk drives, RAM disks, and hard disks are all called
devices. The discussion in this section uses the term "drive" to mean any of these
devices.

To change or check the drive(s) that the Writer uses for your files, select the CHANGE
DISK LOCATIONS item listed under the OPTIONS heading on the Function Menu.
Once you select this option, you'll see a list of three types of files: the data files that you
use for storing text, the spelling dictionary, and the thesaurus. The letters and numbers
next to each type of file indicate the slot and drive where the Writer will look for that file.
For example, if the designation next to Data Files is Slot 6, Drive 1, the Writer will look
for your data disk in Slot 6 and Drive 1 each time that you go to save or retrieve a data
file. Slot 6, Drive 1 is the disk drive location.

Next to each location is a notation that indicates whether the Writer is using ProDOS

subdirectories. If the notation says "any disk," the Writer is not using subdirectories. As a
result, it will use any disk currently in the specified drive.
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If the notation says “subdir," there is a ProDOS subdirectory in use for that drive. For
more information about subdirectories, see Appendix A.

To change the disk drive location for one of the three types of files listed (data disk,
spelling dictionary, thesaurus), use the arrow keys to highlight the file type. Then press
Return. For example, to change the location of the disk drive used to store the thesaurus,
you would highlight THESAURUS and press Return. Selecting the fourth choice listed,
STOP MAKING CHANGES, will stop the CHANGE DISK LOCATIONS function and
allow you to save any changes that you have made so far.

After you select a file type, the Writer will highlight the slot and drive designations for that
type. To make a change, press the Left or Right Arrow key. As you do, the Writer will
display all of the disk drives currently connected to your computer, showing you the slot
and drive numbers for each. When you see the drive that you want to use, press Return
to select that drive.

Once you select a drive, the Writer will ask if you want to specify a subdirectory for the
disk in that drive. If you answer'N, you will be able to use any disk in that drive, without
concerning yourself with ProDOS subdirectories. If you wish to answer Y to specify a
subdirectory, see Appendix A.

Once you've changed the disk drive location for one type of file, you can change either
or both of the others, or you can choose the STOP MAKING CHANGES option. When
you choose this option, the Writer will ask you if you want to save the changed settings
on the Program disk. If you answer Y, the changed settings will be in effect the next time
you run the program. If you answer N, the changed settings will remain in effect only
until you turn off the computer. The next time you run the Writer, the disk drive locations
will revert to their previous settings.

If you have two disk drives, you can use one for storing data files on your data disk and
the other for both the dictionary and thesaurus, switching between the dictionary and
thesaurus disks when necessary. If you tend to use both the spelling checker and
thesaurus a great deal as you write, you can use one drive for the dictionary and one
drive for the thesaurus, exchanging one of these disks for a data disk when it's time to
save or retrieve a file.

If you have only one disk drive, you will have to use that drive for all three disks,
switching them when necessary.

If you have a high-capacity drive, you can copy the dictionary and thesaurus onto one
disk. This will allow you to use the same drive for both without swapping disks. For
instructions on copying the dictionaries, see the Spelling Corrector and Thesaurus
section of this Reference Guide.
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Define Function Keys
For information about the DEFINE FUNCTION KEYS option, see the Defining and Using
the Function Keys section that appears later in this Reference Guide.

.. Set Tab Stops

/~When you select this function, the Writer will display the tab stop line at the bottom of the
screen. It will also provide directions in the prompt area for setting the tabs. Your text
will remain on the screen, and the cursor will appear on the tab stop line at the column
in which it presently sits in your text. This makes it easy for you to move the cursor to the
place where you want to set a tab stop, switch to the SET TAB STOPS function, and set
the tab at that spot.

To set the tabs, use the Left and Right Arrow keys to move the cursor along the line.

If you come to an existing tab stop that you want to erase, press the Space Bar. Then
press T to insert a normal tab stop, or press D to insert a decimal tab stop. For infor-
mation about setting and using tabs, see the Additional Writing Commands section of
this Reference Guide.

When you are setting tabs, pressing the Tab key will move the cursor to the next existing
tab stop, and pressing an Apple key with the < or the > key will move the cursor to the
beginning or end of the tab stop line. When you are finished setting tab stops, press
Esc. Once you press Esc, the Writer will ask if you want to save the Tab settings. If you
save the settings, the Writer will use them the next time you run the program.

NOTE: If you are using the 40-column version of the Writer, you will be able to set and
use tabs in the first 40 columns of the screen only. Tab stops on the second half of the
screen will still be there, but you can change or use them only while running the 80-
column version.

Enter ProDOS Date
When you create or change a file, ProDOS adds a date to the catalog on the disk. Each
time that you ask for a catalog, you'll see the date listed next to the file name.

If you have added a ProDOS compatible clock to your computer, ProDOS will always
know the current date, and it will use that date when it saves a file. If you enter a
different date, the Writer will reset that date to the one it reads from the clock.

If you do not have a clock, the date will be listed as 00/00/00. To set the actual date,
select the ENTER PRODOS DATE option from the list of choices that appears when you
choose the OPTIONS function from the Function Menu. Because the date will revert to
00/00/00 when you turn off your computer, you must choose the ENTER PRODOS DATE
option each time that you run the Write—assuming that you want the current date listed
next to any files that you create or change.

When you choose the ENTER PRODOS DATE option, you should type the date in
MM/DD/YY form. For example, if the date is November 12, 1986, you would type
11/12/86. If you save a file without first setting the date in this manner, the Writer
will give you a chance to enter the date at that time.
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DISK FUNCTIONS AND QUIT

The Writer's DISK functions allow you prepare data disks to store files, and to perform
other housekeeping tasks necessary to maintain and organize your data disks. To
select these functions, highlight DISK on the Function Menu and press Return, or just
press D. When the menu box appears, highlight the function that you want and press
Return, or simply press the key that corresponds to the first letter of the option. Each of
the functions is described below.

SELECT FUNCTION WITH & OR 4 THEN PRESS CEENER PRESS ESC FOR MENU

NOTE: In the 40-column version, the QUIT PROGRAM option is listed as a fourth option
under the DISK functions.

Rename File on Disk

Use this function to change the name of a file that you have stored on a data disk. By
following the prompts that will appear, you can provide the old and new names for the
file, or you can select the old file name from a catalog of the files currently stored on the
disk. Renaming a file does not affect the contents of the file—only its name. You might
want to use RENAME to change the names of two related files so they have similar
(though not identical) names, as a way of showing that they are related (for example,
STORYA and STORYB).

Delete File on Disk

This function allows you to delete a file from a disk. Once you select the DELETE option,
prompts will tell you to provide the name of the file that you want to delete or to select it
from a catalog. Remember that once you have deleted a file from a disk, there is no way
to get it back.

Format Data Disk

Select this function to prepare a floppy disk or 3.5-inch high-capacity disk for use as a
Bank Street Writer Ill data disk. Once you have formatted a disk, you can use it to store
Bank Street Writer text files, or any other data files.
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Formatting a new disk makes the disk compatible with your computer and The Bank
Street Writer program. To format a disk, select the FORMAT DATA DISK option. Then
follow the instructions that will appear at the top of the screen.

Another way to format a data disk is to follow the procedures given in your ProDOS
manual. The Writer uses standard ProDOS format disks to store files, so the disks may
be written to and read from by other ProDOS programs. You can also copy data disks
by using the copy program that came with your computer.

NOTE: This process, sometimes called initializing, erases any data that was on the disk.
As a result, you should only format new disks or disks that contain files you no longer
need.

Each ProDOS disk has a disk or volume name. You can type in a name when you
format a disk, or you can simply use the Writer's standard name for a data disk (BSW.
DATA).

Quit

Selecting this option stops The Bank Street Writer Ill, allowing you to use your computer
for another task. But be sure to save your text before you select QUIT. When you quit
the program, you lose any text that you have typed into the Writer but have not saved.
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ADDITIONAL WRITING COMMANDS

To this point, this Reference Guide has provided all of the information you need to

write, edit, and print a document. However, The Bank Street Writer Ill also offers some
additional, optional commands that you can use to refine the format of your document.
Some of these commands allow you to boldface and underline text, center titles, indent
quotes, use tab stops, and perform other advanced formatting tasks. Others allow you to
move the cursor to the next word, to the next line, or to the beginning or end of your text.
Finally, other commands allow you to check the spelling of a word or to look up
synonyms.

To see a list of these special commands and the keys that activate them, press the Apple
and ? keys at the same time. You activate most of the additional writing commands by
pressing the Apple key in combination with another key.

Extended Cursor Movement Keys

You already know about using the arrow keys to move the cursor around your text. The
extended cursor movement keys described below allow you to move the cursor greater
distances.

* Pressing Apple (either Apple key) plus the Left or Right Arrow key moves the cursor
one word to the left or right. No matter where the cursor started, pressing these keys
will move it to the first character of the next word.

* Pressing Apple plus the < or > (with or without the Shift key) key moves the cursor to
the extreme left or right end of a line of text. Pressing the key again moves the cursor
to the end of the next line.

* Pressing Apple plus the Up or Down Arrow key scrolls your text up or down a little
less than a screen page. This is a convenient way to move quickly through a long
document.

* Pressing Apple plus B (for beginning) or E (for end) moves the cursor to the
beginning or end of your document.

Note that these Apple-key combinations work with either Apple key.
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Tabs
As you write, pressing the Tab key will move the cursor to the next tab stop. For
instructions on setting tab stops, see page 48.

Moving to a tab stop inserts spaces into your text. If you change your mind, you must
erase the spaces. [f the tab stop is a normal tab (a tab marked with a T on the tab stop
display), the next character you type will appear at that spot and the cursor will continue
on to the right. If the tab stop is a decimal tab (marked with a D on the tab stop display),
the following will occur:

* When the next character you type is a letter, it will appear at the tab stop and the
cursor will move to the right, as described above.

* When the next character you type is a number (or a dollar sign or a comma), it will
move one space to the left. Additional numbers typed in will continue to move to the
left, but the cursor will remain at the tab stop. Then, when you type a decimal point, it
will stay at the tab stop and the next numbers or letters you type will move to the right.
This has the effect of placing a number so that the decimal points will line up in the
column for which you have set a decimal tab.

Decimal tabs make it easy for you to enter a column of numbers, even if the numbers are
of different lengths.

NOTE: If you are using the 40-column version of the Writer, you will be able to set and
use tabs in the first 40 columns of the screen only. Tab stops in the second half of the
screen will still be there, but you can change or use them only while running the 80-
column version.

Center, Margin, Quote, and New Page

These features all work the same way. They are single-key commands (pressed while
holding down either Apple key) that place a marker on the screen indicating their effect.
The actual indenting, centering, and page grouping does not happen until your text is
printed. (To see how your formatted text will look when printed, use the print to screen
option described on page 34.) You can use these features only at the start of a new line,
after you press Return. Here's how you do it:

CENTER To center a title between the left and right margins on your printed copy,
press Apple and the C key. This will center all text between the center marker and the
next carriage return (Return). However, using this option will have no effect if the text
you type after the marker is wider than the printed page.

MARGIN Pressing Apple and the M key will indent the left margin eight spaces when
the text is printed. When you print your text, the program will continue to indent each
new line following the margin marker until the next carriage return. You can also press
Apple and M up to four consecutive times, to indent up to 32 spaces from the left margin.
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QUOTE This command holds the left and right margins in 8 spaces, so the text will be
both indented and centered. The QUOTE command will also cause all text between the
Apple-Q marker and the next carriage return to be printed out single-spaced, no matter
how the overall line spacing has been set. This is useful for inserting quotes in a
document that you are printing double-spaced.

NEW PAGE Pressing Apple and the N key will move the text that follows the New Page
marker to the top of the next page when it is printed. This is especially useful at the end
of a section or chapter, when you want the next section or chapter to begin on a new
page. You will not see the actual page break until the document is printed.

To erase any of these markers, delete them as you would any other character.

Printer Format Commands

Many printers offer various formatting features (boldface, underlining, italics,
proportionally spaced type, etc.) that you can turn on and off by sending special printer
format commands to the printer. The Writer allows you to label, define, and use up to 16
of these commands at a time.

NOTE: You can actually label, define, and store up to three sets of 16 commands.
However, you can use only one set of commands at a time. Two of the sets of
commands come preconfigured for Imagewriter and Epson printers. For more
information, see page 66.

To label and define printer format commands, you must select the DEFINE PRINTER
COMMANDS item from the menu in the Writer's Utility Program. For instructions, see
page 66.

Each label that you use for a printer format command can contain up to five characters.
Be sure to use labels that will remind you what the command does (BOLD for boldface,
ITAL for italics, etc.)

Once you've labeled and defined the commands, inserting a command into your text

is easy. For example, let's say that you've used the Writer's Utility Program to label and
define two commands: boldface (BOLD) and italics (ITAL). Now you've returned to
entering text at the keyboard, and you'd like the next word you enter to appear in
boldface once you print the text. First, press the P key while you're holding down either
Apple key. When you do, a listing of the commands that you've defined will appear on
the screen. In our example, you would see a list that contains the labels BOLD and ITAL.
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PRESS ESC TO WRITE
TYPE IN LETTER OF COMMAND TO INSERT IN TEXT OR PRESS GEEEEED TO CANCEL.

This is a test of The Bank Street Hriter's printer fornat comn
I uant to print this text inflboldface ET:

NOTE: The Writer reserves and labels the first two commands for "underlining on" and
"underlining off." As a result, the list that you see when you press Apple-P will always
begin with the labels ULON and ULOFF.

A letter appears next to each label in the list. Pressing the appropriate letter (A through
P) causes the Writer to insert that command in your text at the location of the cursor. For
example, if the third command in the list is the boldface command, BOLD will appear
next to the letter C—the third letter in the list. To insert the BOLD command in your text,
you would simply press the letter C. If you decide that you don't want to insert a com-
mand after pressing Apple-P, press Return to go back to typing text.

Note that, although the letters BOLD will appear in your text once you press the letter C,
you are actually inserting a string of characters that defines the boldface command for
your printer. When you go to print the text, that string of characters will be sent to your
printer at the point in the text where the BOLD marker appears. Note, also, that until you
have typed in a new name for the command, the label continues to be the single letter
default label—the same letter that you use to call up the command.

Generally, it's best to put a command that changes type styles (for example, changing
"elite" to "pica" or switching from standard to proportionally spaced type) on a line by
itself, since some printers can become confused when issued this type of command in
the middle of a line.

If you insert a printer format command marker in the wrong place, or if you no longer
need a marker that you inserted earlier, simply delete it as you would any other
character.

One final note: Printers actually require two separate commands for each special
formatting feature—one command to turn the feature on and a second command to turn
the feature off. As a result, you will have to enter separate on and off commands and -
separate labels (BOLD1 to turn boldface on, BOLD2 to turn it off, etc.) when you define
the printer format commands in the Utility Program.
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Spelling Tool Commands
There are three special spelling and thesaurus commands that you can use while
writing. With your cursor pointing to a word, you can press:

* Apple-S to check that word's spelling
* Apple-T to look up synonyms in the thesaurus

* Apple-W to do a word search in the dictionary
For complete descriptions of these features, see pages 37 to 42.

Other Special Commands

Along with the commands and options just described, The Bank Street Writer Ill offers
a number of other features that you may find useful while you are typing text. Those
features are described below.

Display Available Space

As you are working on a document, pressing either Apple key and the A key will provide
a message in the prompt area telling you how much room is left in the computer's
memory for additional text. When you approach the maximum capacity, a prompt will
warn you. If you are in danger of exceeding the computer's memory capacity, you can
simply save the text you have typed so far at a convenient stopping place, clear that text
from your computer, and start a new document. Later, you can print the two documents
together using the continuation option available in the PRINT function. A single
document can be about 3,200 words long.

Display Function Key Definitions

Pressing either Apple key and the D key will display the definitions currently assigned to
the function keys (the Open and Closed Apple keys pressed with the numbers 1 through
0). There are two screens of definitions. Press Return to see the other screen. While the
list of definitions is on the screen, the function keys will still be active. For more
information, see the section on Defining and Using the Function Keys.

Line (Tab Stop) Display On/Off

Pressing either Apple key and the L key will change the bottom status line to a tab stop
display line, so you can see where the tab stops are set while writing. Pressing Apple-L
a second time will turn the line off.

Reformat Text

The Bank Street Writer Il does not constantly rearrange your text as you change it. For
example, to speed text entry, a blank line will open up if you enter a great deal of text in
the middle of a paragraph. The program will reformat the text when you move the cursor
somewhere else on the screen, or when you press Esc to perform some other function.

If you would like to reformat the text without moving the cursor or pressing Esc, press
either Apple key and the R key.
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The Calculator

Some versions of The Bank Street Writer Ill feature a built-in calculator. To see it, press
either Apple key and the = key. The Writer's calculator operates like any standard four-
function model. To use it, press the keys on the keyboard corresponding to the keys on
the calculator. Once you complete a calculation, the result will appear on the
calculator's display.

When you've finished using the calculator, you have two options. You can press Return
to insert the result in your text at the spot where the cursor was located before you called
up the calculator, or you can press Esc to go back to writing without inserting the result in
your text. You also have the option of pressing C to clear the display and pressing D to
choose between an unformatted, money formatted ($), or integer formatted (1) display.



)

DEFINING AND USING THE FUNCTION KEYS

About the Function Keys

The Bank Street Writer Il allows you to define and use up to 20 function keys. The keys
that you can define as function keys are the ten number keys (1 through 0) pressed with
the Open-Apple key and the same ten number keys pressed with the Closed-Apple key.
You can define each function key to represent from one to 32 keystrokes. Once you do,
pressing that key will have the same effect as pressing those 32 keys individually.

NOTE: This is the only place in the Writer where the two Apple keys work differently.
At all other times, they are interchangeable.

A function key that has been defined to do the work of a large number of keys is
sometimes called a keyboard "macro." With The Bank Street Writer lll, there are two
ways to use the function keys. You can define and use them as a shortcut for typing a
block of text, or as a way to execute commands quickly.

Using Function Keys To Type Blocks of Text

The simplest way to use function keys is to define a key as a commonly used phrase or
name. For example, you could define the Open-Apple and 1 key as the phrase "The
United States of America." Then, instead of typing this phrase when you want it to
appear in your text, just press Open-Apple and the 1 key. When you do, the entire
series of letters will appear, just as if you had typed it. If you write documents that
require you to use the same phrase many times, this can save a lot of time.

Using Function Keys To Issue Commands

Although defining a function key to act as a block of text can come in handy, it is when
you use a function key to issue a series of commands to the Writer that the real power
of this feature shows up. By defining commands in this way, you can use a function key
to perform a task that requires a series of steps without having to perform each step
separately. In fact, you can define function keys to create commands that don't even
exist in the Writen Here are some examples:

» Suppose you have a file named OPEN on your disk that contains an opening
paragraph that you use often in your letters. To retrieve this file and place it into your
text at the cursor, you would normally have to press the following: Esc to switch to the
Function Menu, F to select the list of FILE options, R to select RETRIEVE from the list,
N twice to say "No" to the prompts that will appear, the letters in the word "OPEN" to
enter the file name, and Return to signal the program to proceed. If you define the
Open-Apple and 1 keys as this series of keys, pressing the Open—Apple and 1 keys
will cause the file to be retrieved and placed in your text.

» Suppose you have retrieved a file, edited it, and now want to save the edited file
under the same name. You can define a function key as Esc, F (for FILE), S (for
SAVE), Y, Y, Y. Try it, and watch the prompts and questions that these key presses
answer. If you define the Closed-Apple and 2 keys as this series of keys, you need
only press those two keys together to save your file and resume editing. You will not
have to read the prompts or think about the series of commands.
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» Suppose you'd like to create a command that erases the word you just typed—a
command that the Writer does not offer. To create this command, define a function
key to represent each of the following keystrokes: Esc, E (for EDIT), E (for ERASE),
Apple-Left Arrow, Return, Apple-Right Arrow, Return, Y.

Use the function keys to create single-key commands when you become familiar enough
with the program to skip over all the prompts and "are you sure?" questions. But be
careful—those questions are there to keep you from making a move that would result in
your losing text! In fact, you may want to leave the answer to the last "safety” question out
of your function key definition, so you will have to enter it manually each time you use the
function key.

Defining the Function Keys

To define a function key, select OPTIONS from the Function Menu. Then select DEFINE
FUNCTION KEYS from the menu box. As shown below, instructions will appear at the
top of the screen. The current definitions of the first 10 keys (out of the 20 available) will
appear below the instructions, followed by a list of the commands that you can use in
function key definitions and the symbols that represent them on the screen.

AT PRESS ESC FOR HENU
THITH ¢, =, 4, + KEYS.

ERTER DEFINTTTON FOR Key. EDI Y
PRESS ) SPACEBAR 10 ENTER SPECIAL COMMANDS. USE | 10 40D LaBELS.

SYMBOLS FOR SPECIAL COMMAND KEYS
(TO ENTER, PRESS ¢ SPACEBAR, THEN KEY)

Escape =+ ++:=0R
Return =l 4 = () =88
Delete =8 &= +.4:88

el =3 += B.E =88
ab = @, apple key plus letter = \liERS

At this point, the cursor will be on the definition for Open-Apple 1. To enter a definition
for Open-Apple 1, just type it in from the keyboard. To go on to the next definition, press
Return. When you get to the last definition on the screen, the next ten definitions will
appear (those for the 1 through 0 keys pressed with the Closed-Apple key). You can
use the Up and Down Arrow keys to move from definition to definition.

Once you have typed in part of a definition, you can edit what you have typed by moving
the cursor and adding or deleting characters. You can also use the Apple and the < or
> keys to move to the beginning or end of the definition. To define a key as a block of
text, simply type the text and press Return.
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Entering Special Command Keys

Putting commands such as the Esc or Return keys into a function key definition is a bit
different. You can't just type in an Esc or a Return or a Right or Left Arrow key, since
each of these keys performs some special operation (Esc exits the function, Return goes
to the next definition, the arrow keys move the cursor, etc.).

To enter one of the special command keys listed at the bottom of the screen, press the
Apple and Space Bar keys first, followed by the command key. Once you press Apple
and Space Bar, the prompt at the top of the screen changes, reminding you to type in a
special command key. At this point, pressing Esc enters an Esc c