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Quick Start Card

Bank Street

WRITER Fus-

For the Apple 128K Ile/Ilc/IIGs

You can begin writing with the Bank Street Writer Plus as soon as
you load the program into your computer. Easy-to-understand in-
structions on the screen tell you how to proceed. In addition, there is
a Tutorial program on the disk which can help you learn to use the
Writer.

Make Backup
Copies

Run the Writer

40 and 80

Column
Versions

Before You Write

Your package contains a backup copy of the Program disk. Before
using the Dictionary disk, use the disk copy program that came with

your computer to make backup copies of both sides of the Dictionary
disk.

Place the Program disk, label side up, into the disk drive and close
the drive door; then turn on your computer.

If your computer is already on, insert the Program disk as described
above and, while holding down the Control and Open Apple keys,
press and release the Reset key. The computer will restart.

The Writer disk is set to run the 80 column version of the program.
To change to the 40 column version, use the Utility Program de-
scribed below. On a Ilc, the position of the 40/80 column switch
determines which version of the program will run. You can override
the Utility Program setting or Ilc switch by pressing 4 (for 40)

or 8 (for 80) while the Writer is loading.

Select
Functions

While Writing

Press Esc and a menu of functions will appear. To use a function,
simply press an arrow key or the Tab key to highlight the one you
want to use; then press Return. Or, you can select a function by
pressing the key on the keyboard that corresponds to the first letter
of the function’s name. Once you select a function from the menu,
you will be offered a more detailed set of sub-functions. Again, you
can select one with an arrow key and Return, or with a letter key.
Then follow the directions as they appear at the top of the screen.

(continued on other side)



Quick Start Card

Using a Mouse

If you have a mouse connected to your computer, you can use it to
select functions from the menu, to respond to the Writer’s Yes/No
questions, to move the cursor around in your text, and to mark blocks
of text to erase, move or copy. You can switch back and forth between
using the mouse and the keyboard at any time.

Use the Tutorial

See a List of
Special Keys

If You Need Help

The Program disk contains a Tutorial program (on the back side of
the disk) that will get you started using the Writer. To run the Tuto-
rial, place the Program disk in the disk drive with the label facing
down, and then start up your computer in the usual manner.

While writing, press an Apple key and ? (for help) at the same time.
A list of special command keys and what they do will appear.

Using the Spelling and Word Tools

Before using the spelling tools, be sure that the Dictionary disk is in
the disk drive. Side one is the spelling dictionary; side two is the
thesaurus. Use the CHANGE DISK LOCATIONS function to set which
drive is being used for the Dictionary disk.

You can check the spelling of all or part of a document by selecting
SPELL from the function menu. In addition, while you write, tools are
available for use with individual words. Simply place your cursor on
(or just after) a word and press:

Apple and S to check the spelling of a word;
Apple and T to look up a word in the thesaurus; or
Apple and W to do a variety of word searches in the dictionary.

Change Disk
Locations

Use the Utility
Program

Customizing the Program For Your System

The Writer is set up to work with one disk drive. If you have more
than one drive, a 3.5” disk drive, or other high capacity disk drive,
you can use these devices for your data files or for the spelling diction-
ary and thesaurus. Use the CHANGE DISK LOCATIONS function (under
OPTIONS on the menu) to tell the Writer which drives are being used
for which disks.

The Writer is ready to use on most systems, but it can also be set up
to work with computers and printers connected in various ways. To
change settings, call up the Utility program by pressing Esc while the
program is first loading. The Utility program also contains options to
convert DOS 3.3 files to ProDOS for use with the Writer, to copy
ProDOS files, and to define printer format commands.

©1986 Brgderbund Software, Inc.
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Introduction

This manual introduces you to the Bank Street Writer Plus and its fea-
tures. As you read, it is a good idea to sit at your computer and try
things out. Then you can put into operation what you read about in
the manual.

Do not be afraid to press various keys on your computer. Even
though unfamiliar items appear on your screen, you can’t hurt your
system. And if you become confused, you can always start the program
again.

The more experience you have with the Bank Street Writer Plus,
the more at ease you will be with it; the more you use it, the more uses
you will find for it. With the Writer you can write anything that you
would normally use a typewriter for, 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 due to er-
rors.

The Bank Street Writer Plus is very easy to use. If you have never
used a word processing program before, this manual 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 this manual, since all the
necessary commands appear on the screen. This booklet can then serve
as a reference manual (see the Index/Glossary at the end).



Getting Started

You have two Bank Street Writer Plus disks. One is labeled “Program
Disk” and contains the program on one side and the tutorial on the
other side; the other disk is labeled “Dictionary Disk”; it contains the
dictionary on one side and the thesaurus on the other side. A backup
copy of the Program disk (which is copy protected) is also included,
you should put this copy away in a safe place in case the Program disk
is ever damaged. If the Program disk ever fails, use your backup and re-
turn the defective disk to Bréderbund Software Inc. for a replacement.
The Dictionary disk is not copy protected. You should make a backup
copy of each side of the disk and use the copies instead of the original.
To make the copies, use the disk copy program that came with your
computer. You can also make additional copies of the dictionary (the
front side) so that you can have different “custom” dictionaries created
by adding your own words to the original dictionary (see Section 5 for
details).

Versions of the Bank Street Writer Plus

The Bank Street Writer Plus will run on an Apple Ilc, IIGS, or an
Apple Ile which has been equipped with an Extended 80 Column
Card.! If you have a mouse, you can use it to control the movement of
the cursor in your text and to start and stop many of the Writer’s
functions. This version of the Writer is designed to work either in the
traditional (keyboard) manner or to be mouse-controlled.

1. The 80 column version of the program makes use of “double hi-resolution graphics.” On a Ile, this rcquir,cs
that the 2 pin jumper block which comes with the Extended 80 Column Card be installed, and that the Ile’s
main logic board not be ane of the very earliest produced. See the Extended 80 Column Card manual for an
explanation and instructions.



The disk contains two versions of the program — one that
displays text 40 columns across the screen and one that displays 80
columns. If you are using a television set with your computer, you will
definitely want to use the 40 column version. If you have a computer
monitor, then you have the choice of using either the 40 or 80 column
version. Beginners may find the 40 column version easier to start with.
The principal difference between the versions is that the 80 column
version displays more text on the screen; the prompts are also slightly
different due to the larger display area, but all functions work identi-
cally in the two versions. Both versions use the same text files, so you
needn’t worry about switching back and forth. The Writer comes set
to the 80 column version. On a Ile, to change the version of the prog-
ram that is run automatically when you start up your computer, use
the Utility Program, described below, and change the answer to the
“40 or 80 column version” question. On a Ilc, the position of the 40/80
column switch determines which version of the program will run.

Note: You can override the Utility or 40/80 column switch settings by
pressing 4 (for 40 columns) or 8 (for 80 columns) while the Writer is
loading (when the title screen first appears).

The Bank Street Writer Plus operates under Apple’s ProDOS™
operating system, a copy of which is on the Program disk. If you have
files created by an older version of the Bank Street Writer, or other
files in the DOS 3.3 format, you can use the Utility Program to con-
vert these files to ProDOS format. See Section 10 for details.

ProDOS allows the use of subdirectories for grouping files on a
high capacity disk. If you are using regular floppy disks, you can just
specify that the Writer use drive 1 or drive 2 for your data files; if you
are using ProDOS subdirectories you can specify those as well. See
Section 6 for how to change which disk drive to use, and Appendix A
for a description of ProDOS subdirectories and instructions for using
them.

High Capacity and Hard Disk Systems

You can use high capacity 800K disk drives to store your data files and
to hold the Writer’s spelling dictionary and thesaurus. See Appendix
A for setting paths to subdirectories on high capacity disk drives; see
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Section 5 for information about copying the dictionaries. You can use
the Writer with most hard disk drives, although not all such drives are
compatible and you may have to run the drive’s “setup” program
before running the Writer; see your hard disk manual for more
information.

Running the Bank Street Writer Plus

Insert the Writer Program disk into your disk drive. Be sure to hold
the disk at its label with the label facing up. Do not touch the exposed
surface on the disk. Close the disk drive door.

If you have a monitor with a separate power switch or a printer,
turn them on first. Turn on the computer’s main power switch. The
red light on the disk drive will come on. At this point, the Bank Street
Writer Plus program is being loaded from the disk into the computer.
The red light remains on during the loading process. When it goes off,
the Writer is ready to use. (Never tamper with the disk while this red
light is on. If you try to insert, remove, or adjust a disk while the red
light is on, you may destroy the information stored on that disk.)

To run the program if the power to your computer is already on,
insert the Writer disk as described above. Then, holding down the
Open Apple key together with the Control key, press and release the
Reset key. The computer will restart.

The Utility Program

If you press the Esc (Escape) key before the opening (title) screen
appears on your monitor when the Writer is loading into the com-
puter, the computer will load and run the Utility Program instead of
the Writer. This program is used to change the way the Writer
communicates with printers, to set which version of the program is
used, to define printer format commands, and to transfer Writer files
to and from other file formats; see Section 10 for details on how to use
this program.

1"



Data and Dictionary Disks

After you start up the program, replace the Program disk with a floppy
disk of your own so you can save what you have written. This disk is
called a data disk and will store the text files that you create with the
Writer (see Section 7 about how to prepare your data disk for use).
‘When you want to use the spelling corrector and thesaurus, you will
have to remove the data disk and insert the Dictionary disk. If you
have two disk drives and wish to use drive 1 for the dictionary and
drive 2 for your data disk, or if you are using a high capacity disk for
your dictionaries or to store your files, you will be able to tell the
program where to look for your Dictionary and data disks. See Section
6 for details.

Note: Never remove or change a dictionary disk while the Writer is
doing a spelling or thesaurus search. Even if the disk drive has
temporarily stopped spinning, wait until the spelling function is
completely finished before changing disks. It is especially important to
not substitute a new dictionary disk in the middle of checking the
spelling of a document, for instance. If you want to use a different
dictionary disk, start the function over.

What To Do If the Writer Won’t Run

If for some reason the program does not start within a few seconds
after the title screen appears, remove the Bank Street Writer Plus disk
from the disk drive and reinsert it. Reread the instructions and try
starting the program again. If the program still won’t run, your disk
drive may need adjustment. Try loading a disk other than the Writer.
If the system still does not work, take your computer to an authorized
repair center for adjustment. If another disk runs but your Writer disk
won’t, return the Bank Street Writer Plus disk to Bré¢derbund
Software, Inc. for a replacement.

12



Using the Tutorial Program

To assist you in learning how to use the Bank Street Writer Plus, a
tutorial program has been included on the back side of the program
disk. To use this program, insert the Bank Street Writer Plus disk into
the disk drive with the label facing down and start up your computer
in the usual way. Directions for the use of the tutorial will automati-
cally appear on the screen. The Tutorial program can be displayed in
40 or 80 columns. Normally the 80 column version will be run; you
can override this and run the 40 column version by pressing the 4 key
when the program first starts to load, or by setting the 40/80 column
switch on a Ilc to 40. You can make a backup copy of the Tutorial side
of the disk using the disk copy program that came with your computer.

13



2 Beginning to Write

‘When the Writer is loaded into the computer, the screen looks like

this:
TYPE IN EXT RT CURSOR PRESS ESC FOR MENU
MOVE WITH R
1

— _

Note: If you are using the 40 column version, the words at the top of
the screen will be slightly different, because there is less room in
which to display instructions. This is true throughout; the instructions
and messages provided by the program are more condensed in the
40 column version than in the 80 column version. But the way the

15



program works is the same, as are the names of the functions
themselves and the keys that are used to operate the program. This
manual uses the 80 column version screens when it gives examples
of how the Writer works. In any cases where the 40 column version is
different, a note is included that explains the difference. See Section
10 for how to use the Utility Program to change between the 40 and
80 column versions of the program.

You are now 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 write
or saving it 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 disappears, and the keyboard is
once again “active.” Notice the following:

8 Instructions or information about what you can do appear on the top
three lines of the screen. These are called prompts; they make the Bank
Street Writer Plus easy to understand and use. In fact, because these
prompts always give you the available commands, there is nothing to
memorize before you begin to use the Writer.

8 The prompt area reminds you of the things you need to know to use
the Writer. Thus, PRESS ESC FOR MENU tells you how to get the func-
tion menu, while PRESS ESC TO WRITE tells you how to go back to
writing. The prompts also tell you when you can enter text (write)
and how to move the cursor. When in doubt, look for instructions in
the prompt area.

8 The Esc key will always get you to the function menu (and, from
there, will get you back to where you can write). No matter what you
are doing, if you decide that you want to stop and go back to the begin-
ning, press the Esc key and the program will return you to this menu
screen. From there, another Esc will let you go back to writing.

The rest of this section describes the process of writing with the

Bank Street Writer Plus. The next section describes the choices avail-
able on the function menu.

16



Entering Text

The flashing box on the screen is called a cursor; it tells you the
location of the next character to be typed. To move the cursor to the
right, press the Spacebar; to move it to the left, press the Delete key.
To move the cursor down the page, press the Return key (equivalent to
the Return key on a typewriter). When you move the cursor to the
right with the Spacebar you are actually inserting blank spaces into
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). For convenience, 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, as you type,
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
computer automatically transfers that word to the next line. There-
fore, do 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 specifically want the rest of the line to be
blank, such as at the end of a paragraph or to line up a column of
figures. Let the program decide when to go to a new line by itself
(when it gets to the right edge of the screen); 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. You can also
adjust the width of the lines of text displayed on the screen in the 80
column version, so that the text is displayed as it will be printed. See
Section 10 for details.

The keyboard of your computer functions almost like the
keyboard of a standard typewriter. However, there are a few differ-
ences:

17



® To capitalize a letter, hold down either one of the Shift keys and
press the letter key. To “lock” the keyboard into upper case, 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 + ? () “. To type these second symbols press the Shift key
and the desired key. (Note that the Caps Lock key does not work with
these keys; you must still use the Shift key to type the second symbols.)

® To delete characters you just typed, press the Delete key; it will
delete one character at a time to the left. To change something you
have just typed, press Delete and then type in the correct characters.
Remember, however, that this key deletes all the characters touched
by the cursor as it moves left. If you notice a mistake or see a change
you want to make and do not want to delete the intervening charac-
ters, use the cursor movement keys (see below) to go back to the place
where you want 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 “erase.”

® When you get to the bottom of the screen, your text will automati-
cally 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.

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

Moving the Cursor

To move the cursor without erasing or writing over your text, simply
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, see Section 11 for a discussion of how to
use the mouse to move the cursor.

18



Making
Additions

Making
Corrections

Scrolling Text

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, new text you enter will be inserted in the place
where the cursor is. This makes it very easy to go back into your text
to insert new text or make corrections.

Suppose you are typing along and think of a sentence or an idea that
you would like to include in the text you have already written. To
make additions, simply use the appropriate cursor movement arrows
to get the cursor to the spot where you want to insert your new
sentence. Then type in what you want to insert. As you type in the
new material, the original text is automatically pushed to the right of
the cursor, but is not deleted.

To correct a typing error, follow the process for making an addition:
use the appropriate cursor movement keys to get the cursor to the
exact point for correction. Then erase the incorrectly typed text and
type in the correction. Again, the text to the right of the cursor is
pushed ahead as you type.

To delete text, you have two choices of keys. As described earlier,
the Delete key deletes characters to the left of the cursor; in addition,
holding down either Apple key (the two keys with apple symbols on
either side of the Spacebar) while pressing the Delete key deletes the
text to the right, starting with the character under the cursor. Using
this key to delete, you can move the cursor with the cursor movement
keys to the place you want to correct, type in the new text (which
moves the old text to the right), and then delete the old text one
character at a time. The Apple keys, by the way, are used by the Writer
in conjunction with other keys, to perform special functions; these
functions are described later in this manual.

If you have enough text to fill up the screen, you will notice that the
screen acts as a sort of “window” into your text. To move this window
up or down, simply move the cursor to the top or bottom of the screen
and keep moving it; the text will scroll up or down.

19



Special Keys

The Function
Keys

‘What you have learned so far is basically all you need to know to
write with the Bank Street Writer Plus! There are additional keys
that will do three kinds of special things. There are keys to move the
cursor more than one line or space at a time. There are keys that allow
you to do special formatting, such as boldface or centering titles.
Finally, there are keys to check the spelling of a word or to ask for a list
of synonyms. A list of the keys that perform these functions is available
on a help screen that can be displayed while you are writing. These
special keys are described in Section 8.

To display the list of keys on the screen while writing, hold down
either Apple key (called Open Apple and Closed Apple keys) and
press the key with the ? on it (? for help). Press Return to go back to
writing. Most of these special keys are used by pressing the appropriate
key while holding down either Apple key. Note: On the Apple IIGs,
the Closed Apple key is labeled option.

The Writer allows you to create special “function” keys, which can
then be used for a variety of special purposes. There are twenty of
these keys, which are called up by pressing a number key (1 through 0)
while holding down the Open Apple key (for the first ten functions)
or the Closed Apple key (for the other ten). You can define each
function key to be any series of keystrokes. A series of keystrokes can
be some text (to type “The Bank Street Writer Plus” with only one
key) or some commands (for instance, to use only one key to save your
current document and quit using the program). See Section 9 for a
complete description of how to use the function keys. Note that the
two Apple keys do different things when using the function keys;
everywhere else in the program they are interchangeable.

Saving Your Document

As you type your document, you should SAVE it periodically. (It is
actually a good idea to save every twenty minutes or so.) If there were
a sudden power failure while you were typing, you would lose
everything you had typed. However, if you had been saving periodi-
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cally, you would lose only the material that you had typed since the
last save. Also, you must save your text before you turn off your
computer. You can later bring back any saved document to the screen
and add text or make changes. See Section 4 for details on how to save
and retrieve your text.



3 The Menu and the Edit Functions

‘When you press Esc and the function menu appears in the prompt
area, you can do one of two things: (1) select a function to perform

from the list in the prompt area or (2) go back to writing by pressing
Esc.

SELECT FUNCTION WITH 4= OR -» THEN PRESS GERMND PRESS ESC TO WRITE

Lite EIT SPELL OPTIONS DISK uIT

— J

Note: If you are using the 40 column version of the program, you will
find the QuIT option listed under the DIsk functions.
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The Writer’s editing functions are contained in six main groups:
FILE functions work on an entire document, and include saving and re-
trieving files from a disk and printing a file.

eDIT functions work on parts of your text, and include erasing, moving,
copying and finding text.

SPELL functions are for checking the spelling of your document.
OPTIONS provide a way to change how the Writer works, including
changing disk drives and setting paths to ProDOS subdirectories, tab

settings and the definitions of the function keys.

DIsK functions are for working with data disks, including functions to
prepare data disks for use and to rename or delete files on them.

QUIT stops the program and lets you use your computer for something
else.

Selecting a Function

Selecting a function is simple. Notice that FiLE is highlighted. To
highlight a different function, press the right arrow key one or more
times. (You can also use the left arrow key to move backwards.) You
can also move the highlighter by pressing the Tab key (or either Apple
key and Tab to move backwards). To actually begin a highlighted
function, simply press Return. Another way to select a function is to
press the key corresponding to the first letter of the function (e.g., E for
eDIT). In this case, do not press Return; using the first letter key is the
same as both highlighting the function and pressing Return.

All functions except QUIT will give you another set of functions
to choose from. This second set of functions will be shown in a menu
box; choose from this box in the same way that you select a function
from the menu. Highlight the function you want to use with any of
the arrow keys (right/left or up/down) and then press Return. Alterna-
tively, you can just press the key corresponding to the first letter of the

24



Stopping a
Function

function. You will quickly see that there are two ways to select
functions. You can use the arrows and the Return key to find the
function you want by looking through the menu choices. 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 one of the function keys 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 to
respond to many of the Writer’s prompts. See Section 11 for details.

SELECT FUNCTION WITH <+ OR 4 THEN PRESS PRESS ESC FOR MENU

Hat BLULE 1
UNDO LA KA
MOVE BLOCK QOF TEXT
UNDO LAST MQUE
COPY BLOCK QF TEXT
FIND/REPLACE TEXT

— _

Once you have selected a function, a series of prompts will appear
that will tell you exactly 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; the operation
will be stopped and the program will return you to the function
menu. As long as the function was not completed when you pressed
Esc, your text will still be just as it was before you started the function.
Thus, the Esc key (notice that it is always listed in the prompt area)
really is an “escape” key that lets you stop something and get back to




The Edit
Functions

the place where you can start over or do something else. The functions
that the Writer can perform are described in this and the next few
sections.

The epiT functions allow you to erase, move or copy blocks of text and
to find or replace a word or words in your text.

Erase Block of Text

To erase a block of text, move the highlighter to EDIT in the function
menu and press Return (or just press the E key). The list of eDIT
functions will appear in a menu box. ERASE BLOCK OF TEXT will be
highlighted, so press Return again (or just press E again). Prompts at
the top of the screen will lead you through each step to erase a block
of text. You will first mark off the text to be erased; start by positioning
the cursor at the beginning of the block of text to be erased. Use the
appropriate cursor movement keys to move the cursor to the first
character of the block of text you want to erase. Once your cursor is
positioned, press Return and then position the cursor one space
beyond the end of the section of text to be erased. If your deletion is
going to include the end of a paragraph, move the cursor one addi-
tional space beyond the last character so that the end-of-paragraph
(carriage return) symbol is also included. As you move the cursor, the
text to be erased becomes highlighted, but deletion does not actually
occur until you give the computer additional instructions.

When all the text to be deleted is highlighted, press Return. The
computer now asks you to make sure that you do 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. If you press Y (Yes),
the highlighted text is deleted, and the text to the right of the cursor
moves up to the place where the deletion began. (Pressing Esc at any
time will return you to the menu without completing the ERASE
operation.) After the text is erased, you will return to writing (press
Esc again if you want to use another editing function at that point).

ERASE can delete up to 15 lines at a time. If you want to delete

more than 15 lines, you must perform your deletion in segments (or
use the CLEAR FILE function described in the next section).
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Undo Last Erase

If you have deleted more than you wanted to, you can still get back the
text you erased. 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). What you have deleted reappears on the screen in
highlighted contrast. A prompt asks whether you want to restore this
highlighted text. If you press Y, the text is restored as it was before you
erased it. If you press N, the text is again deleted, and you return to
writing.

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

If, after erasing a segment, you return to writing and enter new

text or make alterations in your text, you cannot use UNDO to bring
back text that you erased.

Move Block of Text

MOVE and UNDO LAST MOVE work together just as ERASE and UNDO LAST
ERASE do. MOVE lets you take a portion of your text and relocate it in
the document. To move a portion of your text, select eDIT, and then
MOVE BLOCK OF TEXT, and follow 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 and press Return. Now use the cursor move-
ment 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 becomes highlighted. When all the text you want to
move is highlighted, press Return again. Now use the cursor keys to
move the cursor to where you want your text to be relocated and press
Return. The Writer will then show you the highlighted text in the
new location and give you a chance to change your mind. If you press
Y, the computer inserts the highlighted text in the new location, and
returns you to writing. 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 menu.
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Undo Last Move

If you have moved a block of text and, realizing that you have
made an error, want to undo what you have just done, select ebIT and
then UNDO LAST MOVE. Prompts 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 returns you to
writing, leaving the text where it was before you selected UNDO LAST
MOVE. Pressing Y will move the text back to the place from which it

was moved. UNDO LAST MOVE may be used repeatedly to move the text
back and forth.

As with ERASE, MOVE allows you to move up to, but no more than,
15 lines at a time. And, just as with UNDO LAST ERASE, if you enter any
new text or make any alterations in your text, you cannot use UNDO
LAST MOVE to restore moved text to its original location. When you
move text, remember to consider moving the space(s) before or after
the text. A space is actually a character. To move a large section of a
document, you can use the partial save feature (see SAVE FILE in Section
4) to save the section, then use the partial clear feature (see CLEAR FILE
in Section 4) to erase that section in your document, and then use
RETRIEVE FILE to add the saved section back into your document where
you want it.

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 that it then
appears twice (or more times) in your document. Once a block of text
is coPYed, it is completely separate from the original text, and may be
edited or modified just as if it had been typed in directly from the
keyboard. (There is no “undo last copy” function; use ERASE if you
change your mind.) To use COPY, select EDIT and then copPY BLOCK OF
TeXT from the menu and follow the prompts to mark the beginning and
end of the text to be copied and then to point to the location where
you want the text copied.
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Find/Replace Text

To Find Text

The FIND and REPLACE functions let you both locate a word or words
(in fact, any character or short string of characters) in your text, and
also replace that word or words with some other text you specify.
Thus you can use this function to find where in your text you
mention some particular subject; or you can use it to replace all the
occurrences of a misspelled word with the correct spelling. You can
locate a word or a group of consecutive words by selecting EDIT and
then FIND/REPLACE TEXT on the menu (highlight and press Return or
press E and then F).

Type in the text you want to find and press Return. The program will
then ask you what you want to replace the text with. If you press
Return without specifying any replacement text, the program will
proceed to find the text you have typed in (to actually replace the
text, see below). A small window will appear on the screen and allow
two options. These options let you control the way upper and lower
case and spaces between words will be treated when the program
searches for text. By simply pressing Return at each question to leave
the “standard” answer, the program will find whole words that are
spelled using the same upper- and lower-case 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 regardless of whether any character in the text is spelled with
an upper- or lower-case 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 first occurrence of what
you have asked the program to find will be highlighted. Press Y at the
question to locate the next occurrence. Press N to stop and return to
writing; the cursor remains at the start of the found text. Continuing

to answer Y will cause the program to find each and every occurrence
of the word(s).



To Replace
Text

To replace existing text with new text, respond to the prompt PRESS
RETURN TO FIND WORD(S) OR TYPE NEW WORD(S) FOR REPLACE-
MENT by typing the text to be used as the replacement. The option
window will then appear on the screen and ask the same two ques-
tions described above (whether to look for exact case matches and/or
whole words only). There will also be a third question if you are
replacing. It will be REPLACE EVERYWHERE WITHOUT ASKING?
Answer this question very carefully.

If you accept the standard N response, the program will find each
occurrence of the original text and ask you (in the prompt area)
whether or not 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 the replacement. The program will
go through the file finding each occurrence of the text and asking
about the replacement. If you answer the “without asking” question
Y, the computer will go ahead and make all the substitutions without
stopping. While this may be exactly what you want, be careful about
what you specify; if you are replacing “her” with “him” and you have
turned off the “whole word” option, you will wind up replacing
“other” with “othim.” Remember, if you decide you don’t want to
continue with what you are doing, just press Esc, which will stop the
process. (Esc will even stop the process of replacing “without asking”
but whatever had been replaced prior to pressing Esc will be 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. Press Return to go back to writing.
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4 File Functions

The FiLE functions are those that allow you to save and retrieve files
from a disk, to print your text and to clear a file from your computer’s
memory.

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 to a data disk, as it is not possible to save a
document directly on the Program disk. Note that 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.

‘When you want to SAVE a document or part of a document, move
the highlighter to FILE on the menu and press Return (or just press the
F key). 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 the
Program disk has been replaced by your own floppy disk for storing
data or, if you have your data disk in drive 2 or are using ProDOS
subdirectories for your data files, that you have told the program to
use drive 2 and/or the correct ProDOS subdirectory. (See Section 7
for how to prepare a disk to be a data disk. See Section 6 for how to
change the data disk drive from 1 to 2 and Appendix A for how to set
a ProDOS subdirectory.)
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Filenames

Next, follow the instructions at the top of the screen. You are first
asked if you want to save your whole document. Answer Y (Yes) or N
(No). If you answer 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). You will be asked to give
the document a name; the selection of that name is completely up to
you. Do not assign a name that you have already used on that 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, look at a
catalog when the Writer offers you one. A catalog lists the names of
all the documents on your disk.

The Writer will display the slot and drive number of the disk
drive from which it is reading the catalog. In addition, if you have set
a ProDOS subdirectory for your data files (using the CHANGE DISk
LOCATIONS function under OPTIONS), the path to that subdirectory
will appear. If you designated only a drive (no subdirectory), the
words “any disk” will appear. This means that the Writer will read
from or write to any disk that is in the specified disk drive, rather than
looking for a disk containing a particular subdirectory.

If you are using ProDOS subdirectories and the Writer is unable
to find a subdirectory you have specified in the disk drive, it will tell
you that the subdirectory was not found. There are two possible
reasons for such a situation. You may have typed in the ProDOS prefix
incorrectly, in which case you will have to choose OPTIONS and enter
it again. Or you may have set the subdirectory prefix correctly but not
have the proper disk in the drive; in this case just swap disks. See
Appendix A for a description of subdirectories.

A filename consists of up to fifteen characters (letters, numbers, or

periods; no spaces; must begin with a letter). Examples of filenames
are MYFILE, FILE1, and TEXT.LETTER.

If you have set a ProDOS prefix with the CHANGE DISK LOCATIONS
function, your file will be saved in the subdirectory specified by that
prefix. If you have not set a prefix, your file will be saved in the main,
or “root” directory of the disk (any disk) in the disk drive you have
specified.
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Disk Capacity

Backup Disks

ProDOS saves on the disk, along with the name of the file, the
date on which the file was created. If you have a ProDOS-compatible
clock in your computer, the Writer will know this date automatically.
Otherwise you can set the date with the OPTIONS function. If you
save a file and the date has not been set, the Writer will prompt you to
type in a date. See Section 6 for how to set the date.

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 machine the
next time you want to edit it. You do this with the RETRIEVE FILE
function. Note: If you turn off the computer without saving your
document, you will lose that document.

If you run out of storage capacity on a floppy disk, the computer alerts
you with a message that the disk is full. If this happens, replace your
data disk with a new blank disk. (For this reason, you might always
want to have one spare disk available.) A floppy disk will store the
equivalent of approximately 70 pages of single spaced text. A 3.5” disk
will store about 400 pages.

You should also store a duplicate copy of your important documents
on a backup disk. A backup disk is an additional floppy disk that
contains a second (backup) copy of your document. Thus, if you
should accidentally harm your first disk, you will always have another
copy of your document. You can simply SAVE the file on another disk,
or you can use the COPY PRODOS FILE option in the Utility Program to
copy the file to another disk.

Retrieve File

When you want to work on a document that you have saved, you
must load that file from the disk back into the computer. After the
program is loaded into the computer, press Esc to get to the function
menu, and select FILE and then RETRIEVE FILE. 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 containing
your data files.
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Catalog

There are two ways you can tell the Writer the name of the file to
RETRIEVE from the disk. If you answer the “Catalog?” question by
typing N for No, you will be prompted to type in the name of the file
to retrieve. But a much easier way is to let the Writer present a catalog
of the files on the disk. When asked if you want a catalog, just press Y.
The catalog lists the names of all the documents that have been saved
on your disk (or in the selected ProDOS subdirectory, if any), along
with the date on which the file was created or last changed and the
file’s type. The catalog also lists the slot and drive number of the disk
drive in use and the subdirectory (or “any disk” if no subdirectory 