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Support Policy

To participate in Software Publishing's support service, fill out and return the User Group
Enrollment Card.

Warranty: Software Publishing Corporation warrants that the PFS:WRITE diskette is free
from defects in material and workmanship, assuming normal use, for a period of ninety (90)
days from date of purchase. If a defect occurs during this period, you may return your
diskette to Software Publishing Corporation or its authorized dealer, along with a dated
proof of purchase, where it will be replaced free of charge.

Program Updates: Software Publishing will notify you of all WRITE updates. These new
versions may be obtained from Software Publishing Corporation or its participating dealer
by returning your current diskette along with a check in the amount specified in the
notification letter.

NOTICE

SOFTWARE PUBLISHING MAKES NO WARRANTY OF
ANY KIND WITH REGARD TO THIS MATERIAL,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE.

Software Publishing shall not be liable for errors contained
herein or for incidental or consequential damages in
connection with the furnishing, performance, or use of this
material.

©1983 Software Publishing Corporation
First Printing, September 1983

Rev. E, September 1984

Software Publishing Corporation
1901 Landings Drive
Mountain View, CA 94043

Apple®, and Apple Dot Matrix™ are trademarks of Apple Computer
C.ltoh ProWriter™ is a trademark of C.ltoh Electronics, Inc.

IDS Prism™ js a trademark of Integral Data Systems, Inc.

NEC™ js a trademark of Nippon Electric Corporation.

Okidata ™ js a trademark of Okidata Corporation.
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preface

This manual explains how to use the PFS:WRITE program to help you
prepare documents of all different kinds. If you are not familiar with the
general operation of your computer system, read through your Owner's
Manual before beginning.

To use WRITE, you need an Apple lic or Apple lle computer system, an 80-column
video monitor, a printer, the PFS:WRITE diskettes, and a supply of blank, formatted
diskettes. If you have an Apple lle system, you also need at least 64K of memory, an
80-column text card, and at least one diskette drive.

This manual contains eight chapters and three appendices. The chapters give
detailed, step-by-step instructions on how to use each of WRITE's features.
Examples are included to illustrate these features, and there is a summary at
the end of each chapter. One way to learn WRITE is to read through the
chapters, using your own computer to follow along with the examples. The
appendices include information on error messages and recovery and a quick
reference guide.

If you have not already done so, please fill out and return the User Group
Enroliment Card. Enrollment in this group entitles you to receive product
update information, new product announcements, and tips on using the PFS
Family of Software.
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Protecting Your PFS:WRITE Documents

By the time you have typed and/or edited a group of documents, you may
have invested a lot of time. To protect that investment from such problems as
disk failure, a power outage, or an inadvertent error such as writing over a
document you need to keep, follow the guidelines below:

1.
2,

Use only high-quality, double density diskettes.

Always keep at least one extra (backup) copy of each diskette that
contains important documents.

Handle your diskettes carefully. Store away from heat, sunlight, and
devices with strong magnetic fields (TVs, diskette drives, etc.).

Recommended Backup Procedure:

1.

Save your documents on a diskette frequently. A good rule-of-thumb is to
stop and save at least every half hour, so that you never have the
possibility of losing more than half an hour's work.

. Use the DOS COPY or COPYA command to make a backup copy of

the diskette at least once a week. Update that backup copy oftener if
you make significant changes to one or more documents. See your
DOS manual for more information.

. If you encounter problems with a document or get an /O ERROR

message, discard the diskette at once and use the backup diskette. If the
problem recurs with the backup diskette, ask your computer dealer for help.
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I: introduction

What is PFS:WRITE?

PFS:WRITE (or simply WRITE) is a computer program that you can use to
prepare, print, and store the documents you need in your daily work or
personal life. It produces all kinds of documents—interoffice memos, letters,
articles, financial tables, even books. WRITE is integrated with the other
programs in the PFS Family of Software, enabling you to use addresses from
your PFS files, or to print a chart created by PFS:GRAPH as part of your
WRITE document. Yet WRITE is so easy to learn that you can actually be
producing documents in just a few minutes.

WRITE operates much like a standard typewriter, but with many
improvements. When you begin a document, an image appears on the screen
that shows the top and side boundaries of a piece of paper. The margins are
set for a standard page width and length. All you have to do is begin typing
your document.

You don't need to worry about reaching the end of the line or the bottom of
the page—WRITE automatically moves to the next line when at the end of a
line, and to the next page when at the end of the page. Best of all, if you
make a mistake you just back up and type over it, or change it using one of
WRITE's many editing functions. Thus, you can produce error-free documents
in less time than it would take you with a typewriter—and with considerably
less frustration.
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Here are some sample documents you might produce with WRITE:

A Business Letter

Maui Charter Trips
11800 Lahaina Bivd.
Lahaina, HI 23680

Ocbuber &, $9B1

Dewr Mr. ard Mes. Anthonyt

% 4or wour charter 13GRT D Maul the
¥ou mill #ind vouchers sor o
the folder with the aLrpians

e lining & Bruttre ang price list for toy
and sparbs instrection available on Maui

me riow, witner bedore or afier you arrise
T bnel an, bl these activilies.

B wiil ey aour trap o Gur beautiful 1xland,

Baont
A Financial Report
4
1982 Salew 3tatisticy
Package Target Actusl
e atim i W b
Museum Taur 129, 000 14T, Oo0
Lharter Fisning 200, Qo 31,000
Snorkeling 190, 600 1448, (06r
Fest Jiving 130, 0dg 167,000
B1ving for Beginners 175,000 92,000

Surfing Lessens 8, 0 92,000
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A Journal Article

Word Processors and the Commen Cald

sectretarial help was not available, managers ang
prefedaionais Laarned. o ta uss the: dauianens
thes s, and they not only did not
\ncraaned abasntmeisa, But wers found 1ncrmasimgly
Word Frocessors and the Cosmen Cold I, 54 lerhing sefore and After hodrs; e they

ABSTRACT: This article describes the resesrch

results of the project funced by the Mational Ene comnon coLd virus. which they all
Science Dificisls to document the well-known Eheir Brovimity 1o the word DroTERRLRg nachine.
relationship betwsen the use Of worg Drocessors and
freguency and intensity of the coasen cold. In tne early 1980°s, as stand-alone word processors
were joined by word processing programs on personal
Tha suthars recount their double-bling exper iments computers, the phenomenon was even more marked.
iLh managers ano professionals in the sircraft Fersonal cosputers were bought in large nusbers for

foa? DigRIvaagaitteant relationahip e the manager or professional worker, and they tended
te aara n-. vy e
Agai ong relat
eelient “sttmadance
1At than comparable esployees not using word use. GRR Labs waw con
orocessors. prosinent computer manufa
Fitigewa) to conouct a 41
ESckoRnluG:. . IWhe, o st - dtone ira sres. Tne following pages report our

ors began to be used en masse within many
a disturbing fact seemed to THE CONTROL GROUF.
sn rose noticeably. The reasons

qesen
Firptigrimiloqulily Sonoeyidhy

Scientists, when asked to invEStigate, naticea at

location--the dreaded “typing pael”. It was in
these areas that the highest absenteeism occurred,
and Gt surprisingly, the word processor was always Rader /Matson Page 2
reported as the culprit. However word processors

were occasionally kept in the original oéfice, ang
no increased absenteeisa occurred there.

But the most motable phenomencn was that when

Rader /Watson Page §

When you produce documents such as these, what you see on the screen is,
in most cases, exactly what you will get when you print the document. Thus, it
is easy to control the way the printed copy looks.

Getting Started with PFS:WRITE
What You Need to Use WRITE

To use WRITE, you need the following equipment:

= an Apple llc or Apple lle computer system with at least 64K memory
m an 80-column video monitor, properly connected to the computer

m for the Apple lle, an 80-column text card, compatible with the current Apple
80-column cards. (Note: If you have the Apple 80-column text card with an
additional 64K of memory or if you have an Apple llc, WRITE takes advantage
of the additional memory, allowing you to create larger documents.)
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= any parallel or serial printer properly connected to your computer with a
Pascal-compatible card*

= the PFS:WRITE package, which includes the program diskette, a Sampler
diskette, and this manual

® blank, high-quality, double-density diskettes, formatted using DOS or ProDOS.
You will use one to make a copy of the program diskette and the others to store
documents.

= for the Apple lle, a disk drive (built-in for the Apple lic)

Making a Copy of the PFS:WRITE Diskette

Before you use the PFS:WRITE program, you should make a copy of the program
diskette. It is very important that you follow these copy instructions before using the
PFS:WRITE diskette for the first time. Making the copy takes from 15 to 20
minutes.

WARNING: You can make only one copy of the program diskette and you
cannot stop the copy operation once you've completed Step 5, below.
Therefore, follow the instructions very carefully. If you complete Steps 1
through 5 of the copy procedure, but do not finish the entire procedure, you
will lose your one opportunity to copy the program diskette.

You will need one high-quality, double-density diskette (new or containing
information you don’t want to keep). Remove its write-protect tab if it has one.

In this manual Drive 1 refers to the built-in drive on the Apple llc. Drive 1 on the
Apple lle is labeled.

Step 1: Make sure your video monitor or TV set is turned on, and your computer is
turned off.

Step 2: Insert the PFS:WRITE program diskette in Drive 1. (As you remove the
WRITE program diskette from its envelope, take a moment to read the
precautions on the back of the envelope. Improper care could cause you
to lose information.) Slip the diskette into the slot with the label upwards.
The oval cutout in the diskette jacket should enter the drive first. The label
should enter the drive last. Gently push the diskette until itis entirely inside
the drive. Then close the drive door by pushing it down.

"PFS:WRITE will include PFS graphs in documents when used with the following printers:
Apple Dot Matrix, Epson, NEC 8023, C.ltoh ProWriter, IDS Prism, and Okidata 82, 92, or
93. WRITE will not print graphs in documents when used with a Grappler, a Grappler +,
or a PKASO card.
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Step 3:

Step 4:

Turn on your computer. The red in-use light on the disk drive should come
on. You can hear the drive as it loads the WRITE program. This takes

approximately 20 seconds. When it is finished, the in-use light goes off
and you will see the following screen:

You shogld now sake a copy of

your PFS prograe diskette.

To do this; you will need one
blank, double-density diskette.

Press CTRL T to start making the copy.

Press ESC it you are not ready

to sake the copy at this tise,

Once you've made a copy of the WRITE program diskette, this screen will
not appear again. If you aren’t ready to make a copy (for example, you
don't have a blank diskette), press ESC. You will go directly to the WRITE
Main Menu.

Press CTRL C to continue with the copy procedure.

For a Single Drive System:

Step 5:

Step 6:

Step 7:

Step 8:

When WRITE asks you to, remove the WRITE program diskette from the
drive. Insert a high-quality, blank diskette on which you will copy the
program diskette. WRITE is formatting the diskette while the “Formatting
Diskette” message is on the screen.

When requested, replace the WRITE diskette in the drive and press CTRL
C.

Continue switching the two diskettes when requested. You will switch
diskettes several times.

When WRITE tells you it is finished making the copy, remove the diskette
in the drive. Place a write-protect tab on both diskettes.
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Step 9: With a felt-tipped pen, label the new copy as PFS:WRITE for
Apple lic/lle.

Step 10:

Test the new copy by using it to start WRITE, as explained in the next
section. If you see the WRITE Main Menu, you have confirmed that the
copy diskette works. Store the copy in a safe place and use the original
PFS:WRITE for your work.

You are now ready to begin using WRITE. Skip to the section called
“Starting the WRITE Program.”

For a Two-Drive System:

Step 5:

Step 6:

Step 7:

Step 8:

Step 9:

When WRITE asks you to, insert a high-quality, blank diskette in Drive 2
You will make a copy of the WRITE program on the diskette in Drive 2.
Press CTRL C to continue.

WRITE is formatting the diskette while the “Formatting Diskette” messag
is on the screen. When the “Copying Program Diskette” message is or
the screen, the copy procedure is underway.

When WRITE tells you it is finished making the copy, remove both
diskettes and place a write-protect tab on each of them.

With a felt-tipped pen, label the new copy as PFS:WRITE for
Apple lic/lle.

Test the new copy by using it to start WRITE, as explained in the next
section. If you see the WRITE Main Menu, you have confirmed that the
copy diskette works. Store the copy in a safe place and use the original
PFS:WRITE diskette for your work.

You are now ready to begin using WRITE.

Starting the WRITE Program

How you start WRITE depends on whether or not the computer is already turned

on. If the computer is turned off, insert the WRITE diskette in Drive 1 and turn the
computer on. If the computer is already turned on, insert the WRITE diskette in

Drive 1 and press APPLE CTRL RESET. The Main Menu will appear and you are
ready to use WRITE.

Insert the WRITE Sampler diskette in Drive 2.
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This manual is written assuming that you have a two-drive system. With a
two-drive system, leave the WRITE program diskette in Drive 1 at all times.
Use Drive 2 for your Sampler diskette and other document diskettes. WRITE
always looks for the Program diskette in Drive 1 and a document diskette in
Drive 2.

Using WRITE with Only One Diskette Drive

WRITE can be used with a single diskette drive. You will have to exchange
the program diskette for a document diskette any time you Get or Save a
document. The program will tell you to change diskettes in the drive any time
it is necessary.

Keyboard Control Keys

As you work with WRITE and its menus, you will use several special keys:

CTRL| [C tells WRITE to begin or continue with the specified function.
(CTRL C means hold down the CONTROL key and at the
same time press C.)

H

ESC always returns to the WRITE Main Menu.

TAB when filling in a menu, moves the cursor forward to the
next item; when typing or editing a document, works like a
typewriter tab key.

moves the cursor one character to the left.

moves the cursor one character to the right.

moves the cursor up one line.

moves the cursor down one line.

displays the previous screenful of text

g ==
&

displays the next screenful of text
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, then returns to the beginning of the document
, then @ moves to the end of the document

When you type or edit a WRITE document, other key combinations are used
to initiate WRITE's many editing functions. Some of these keys are
demonstrated later in this chapter. All of the keystrokes are explained in
Chapters 1 (TYPE/EDIT) and 7 (Advanced Editing).

Document Name Conventions (File Name Conventions)

All information stored on a diskette is stored in files. Each file must have a
unigue name. The files stored by WRITE are all document files, but other
programs, such as PFS:GRAPH, store other kinds of files such as chart files.
This manual refers to your WRITE files as files or documents interchangeably.

The name given to the document can be up to 15 characters long, including
letters, numbers, and periods. The first character must be alphabetic. Here are
a few sample file names:

MEMO YEARENDS83 LETTER.JFB

The PFS:WRITE Main Menu

The WRITE Main Menu lists the five main functions provided by PFS:WRITE:

PFSINRITE  MAIN MENU

1 TPEsEDIE & BET/SAVE/RENOVE
2. DEFINE. PAGE S [CLEAR

3 PRINT

(€} 1983 Software Publishing Corporation:

Press Open Apple H for Help
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This menu appears whenever you first load PFS:WRITE, and whenever you
press the ESC key. The following diagram shows how the functions on this
menu work together:

GET/SAVE/REMOVE

WORKING COPY

TIITIITTITIT |0
fglli][]]l[l[li[
S

TYPE/EDIT

A

You use the TYPE/EDIT function to type a new document, or to edit an
existing document. When you type a document, WRITE stores it in a
temporary area in the machine’s memory that we will call the working copy.
When you edit a document, the changes are made to that working copy only.
You can edit individual characters in the document, or you can edit a block of
text together by “labeling” the block and then selecting one of the editing
functions. To make the document or changes permanent, you must SAVE the
working copy on a diskette.

The DEFINE PAGE function allows you to modify the standard settings for
paper size and margins, and to add headings, footings, and page numbers to
each printed page. If you choose PRINT, you can print the document in the
working copy on the printer connected to your computer system.

The GET/SAVE/REMOVE function allows you to retrieve documents stored on
diskette, store the working copy on a diskette for later use; or permanently
delete a document from a diskette. You can also get a list of all the
documents on the diskette with this function.

CLEAR erases everything from the working copy, so that you can start a new
document.
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Experimenting with WRITE

Now that you have an idea of how PFS:WRITE works, let's experiment with
some sample documents. There are several sample documents stored on the
WRITE Sampler diskette. Before continuing with this section, we recommend
that you make a copy of the Sampler diskette (use DOS or PASCAL) and use
the copy for the examples in this manual. That way, the original version of the
sample documents will remain on the diskette in case someone else wants to
learn WRITE from this manual at a later time.

Now, start the WRITE program, if you have not already done so, according to
the instructions given earlier. Then insert the Sampler diskette in Drive 2. The
Main Menu should be on the screen:

PESINRITE  MAIN MENU

1 TYPE/EDIT 4 GET/SAVE/RENOVE
2 DEFINE PAGE 5 CLEAR

3 PRINT

Press Open Apple W for Help

Type 4 in the Selection Number item to select the GET/SAVE/REMOVE
function, and press CTRL C to continue. Next you see the GET/SAVE/
REMOVE Menu:

BET/SAVE/RENDVE. NENU

Press Dpen Apple H for Help
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Sample 1: A Memo

Let's look at the document named MEMO first. Type 1 for the Selection
Number to select the Get Document option. Then press the TAB key to move
the cursor to the Document Name item and type MEMO. Press CTRL C to
continue. WRITE retrieves the document from the Sampler diskette in Drive 2
and displays the first lines of it on the screen:

To: John Leader Date: Sept, 30, 1982
President

Froml Carolyn Jones
Narketing Ngr.

Subject: Plan for 1983 Ad Campaign

- Attached is the preliminary plan for NCT's advertising plans
for the next fiscal year. Mote the increased exposure in
wainland newspapers, to publicize our expansion to West Caost
charter routes, #lso-note the focus on our new image--
“hassle-free vacation plansing®. This ties in with our

e B e

HEND: 2 1Rl Line 1 of Page i

Suppose that you want to change the description of the subject from “Plan for
1983 Ad Campaign” to “FY83 Advertising Strategy”. Press the down arrow
key until the cursor reaches the line containing Subject. Then press the right
arrow key until the cursor is on the P in Plan:

To: John Leader Date:  Sept. 30, 1962 i
President H

Fron; Larolyn Jones
Harketing Rgr.

Subject: [ERan for 1983 Ad Caspaign

Attached is the prelisinary plan for HCT'S advertising plans
for the next fiscal year. Wote the increased erposure in
wiinland newspapers, to publicize our espansion to West Caost
charter routes, #lsp note the focus on our new image-—~
*hassle-free vacation planning®. This ties in with our

e

g
L ; 2R Line Tof Page 1
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Now type the new description:
FY83 Advertising Strategy

The letters you type replace the existing letters. After the replacement, the
screen looks like this:

To: lohe Leader bate: Sept. 3, 1792
Prasident

Froa:  Carolyn Jones
Marieting Myr,

Sabject: FY83 Mvertising Steategrll

Attached is the preliminary plan for ACI"s advertising plass
for the neat fiscal year. Note the Incredsed Prpasure in
mainland newspapers, 1o publicize ow eipansion to Hest Caost
charter rovtes. Alsc aote the forvs on our pew 18340
*hassle-free vacatios planning”. This Lies in wiltl H
BT T L T Y SRR FETPRTRITIEIN

FARA A R R
REMD 2 1Full Ling 7 of Page |

Now, suppose that is the only change needed for the memo. You can store
the revised memo back on the Sampler diskette. To do that, press ESC to
return to the Main Menu, then type 4 to select the GET/SAVE/REMOVE
function. Press CTRL C to continue, and when WRITE displays the Get/Save/
Remove Menu type 2 to select the Save option. You could give the document
a new name if you wished to save both the old and new versions. Since you
have the original on another disk, that is not necessary, so enter the same
name, MEMO. The screen now looks like this:

BET/SAVE/REMOVE MEWU

Press Open Apple H for Help
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If you press CTRL C to store the document, WRITE warns you that the
version on the diskette is about to be overwritten by the version with the
changes you just made:

WARNING

BENQ ABOUT T BE OVERWRITTEN

Press €5C to abindon this operation

Press CTRL C to continue

Press CTRL C again to complete the Save option. The revised version
replaces the original version on the Sampler diskette.
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Sample 2: A Price List
At the Main Menu, select the GET/SAVE/REMOVE function once more. When
WRITE displays the Get/Save/Remove Menu, type 1 for the Selection Number,
press TAB to move to the Document Name item, and type

PRICE

Press CTRL C to continue.

When WRITE has retrieved the price list, it displays the first screenful:

FRICE LIST

Mau Fun Flights 7 days-4 nights 4.0
14 days-13 pights 995,00
Three-fsland Tour 4 days Wi
3 days Kausi & Hawaii /1300
Byseus Tour hatf day by bus .00
Charter Fishing Bam -8 pn
gear included 55.00
Snorkeling 9w -3
lessons & gear incivded  45.00 H
T T B e e
PRICE R R H Lifie | of Page I

This document was created using WRITE tab stops. WRITE provides two

kinds of tab stops, making it easy to type columns of data such as this price
list.

A typewriter tab moves the cursor to the tab stop, places the first typed
character at that location, and places succeeding characters to its right as
shown here:

l—‘;Typewriter Tab Stop

Maui
Hawaii
Oahu
Molokai

The result, after several lines, is a column that is lined up on the left.
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A decimal tab, on the other hand, allows you to automatically line up a column
of figures by the decimal point. When you press the TAB key to move the
cursor to the tab stop and then type a number, WRITE moves the digits so
that the decimal point is located at the tab stop. Thus, you could end up with
a column that looks like this:

Decimal tab stop

123.45
4439.22
1.79
727.80

If you lock again at the sample price list, you can see that both typewriter and
decimal tabs exist. They are marked on the ruler at the bottom of the
screen—a T marks a typewriter tab, and a D marks a decimal tab.

Now, suppose a new charter package has been organized, and you want to
add it to the bottom of the price list. The first thing you have to do is move
the cursor to the end of the list. To do that, press CTRL G (for Go To) and
then E (for End) to move to the end of the document. The screen now looks
like this:

Reef Diving Faa -1pa
certified divers only 0,00
Diving for §am - g
Beginners lessons & gear included 40,00
Sail Mwdy Mdventure Tan -5pw
seals ancluded 0,00
Surfing essons haurly
incluged board rental -2
BT T T TP TS P TP PR SR PIIOIE
PRICE 21l Line 77 of Page t

Press the RETURN key twice to skip a line. The first column lists the
description of each package. Type Scuba Diving and then press TAB to move
to the next tab stop. Type 5 days and press TAB one more time to move to
the price column. Note that this is a decimal tab (you can tell by the D on the
ruler at the bottom of the screen.) Now type in the price of the package

589.00
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and press RETURN to move to the beginning of the next line. The screen
looks like this:

Reet Diving Fam -1 pn
certitied divers paly 40.00
biving dor am - 1pa
Beginners lessons & gear included 4000
Sail Away Mdventure Tam -5pa,
seals included 90.00
Surfing Lessans hourly
tncluded boeard rental 25.00
Scuba Diving 5 days 599,00
T T TR LT LT T P Te eI P TI T IOPT P PIRE PRSI PILN
FRILE r1full Line 30 of Page |

Now, suppose that the package named Diving for Beginners is no longer
available, and you want to delete it from the list. Use the up arrow key to
move the cursor to any position in the first line of that item and press CTRL E
to erase the line. Press CTRL E two more times to erase the next line and
the blank line, so that the list looks like this:

Reed Diving fan -0
certified givers only 40.00

gail Pway Adventure Taa -l
weals incivded 90,00

Surting Lessons hourly
included boeard rental 00

Seuba Diving 5 days 599,00

T T ST S TS R e TP TP NI P T T PO
21 Fall Line 70 of Page |

At this point, the price list is up to date and you need to store it on the
Sampler diskette. It probably makes sense to keep a copy of the original price
list for archival purposes, so let's save the revised list with a different name.
Press ESC to return to the Main Menu, select the GET/SAVE/REMOVE
function, and then the Save option. Then type the new name NEWPRICE:




introduction 1-17

BET/SAVE/RENCVE RENY

I BET BOCLMENT
2 SAVE DOCUNENT

3 REMIVE DDCURENT

SELELTION NUMBER: [

DOCUMERT want . § 0 JRTd)

Press Ogen Agpie b for Help

Press CTRL C to save the revised list with the new name, leaving the original
document safely stored on the diskette.

Sample 3: A Report

For the last example, let's look at the document named ANNUAL. Return to
the Main Menu, select the GET/SAVE/REMOVE function, and then the Get

Document option. Enter the name
ANNUAL

in the Document Name item. Press CTRL C to retrieve the document and
display it on the screen:

..........

Ak, REPDRT
182

NAUL CHARTER TRIPS

Prepared by
e B I] A A A R
Ao, Tifal

g

Lise | of Page |
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This longer document (4 pages) reports a company’s 1982 performance. To
look at the rest of the document, press the down arrow (or CTRL N). Look
through several pages of the document so that you can see the variety of
information presented in this report. Notice that on the second page there is a
command to insert a graph in the text:

Letter éromn tne President;

Bear Investors,

e are enlresely pleased 1o announce that Maui Charter Trips
hat an all-tiee record prat in 1982, Dur sales were roughly
double our target. The prisary reason for this perforsance
15 our acquisilion oF the Mighly profitadie Raul Fus Flights
in June, However, owr other Lrips ise had strosqer siley
than expected. Thr charl below provides sosthly forecast ang
actual sales,

—pe- FERAPH Salefpict

LT ST I T ST S TP RO EETILe T S TTTPTRPPRPET R PR
AL TIFull Line 20 oF Fage T

If you were to print this page of the document, the referenced graph would be
printed where indicated:

-l

et -

I 'l
Fohfa

Ty .
Toon w1

.
and N
.
w0 b
waf * I
ool
[ RIEraee

o el * oamL

Lo e Lwader
Fraws et
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For now, keep moving through the document until you come to the end, just
to see the contents of the four pages. Then return to the beginning of the
annual report. You can do that by pressing CTRL G and then B to move
directly to the beginning. Your screen should look like this:

1982

WAUT CHARTER TRIPS

Prepared by
L TS T T R e e e e PP S PP U PP PRI
ANNUAL 7Tkl Line | of Page |

Suppose that the Board of Directors for the company has decided to change
its name to better communicate the company’s business to the public. The
new name is Holidays in Hawaii. You could easily change the name
throughout the annual report, even at the last moment, by using WRITE's
search-and-replace function. Just press CTRL S and WRITE prompts you for
the letters/words to search for, and the letters/words with which to replace
them. Enter the name

Maui Charter Trips

in the Search For item, press the TAB key to move to the Replace With item,
and type

Holidays in Hawaii

When you have filled in those items, the prompts look like this:

Fregared by
Rasi Dharter Trips

besars o b v Riowiicwn -
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Now press CTRL C to begin searching. When WRITE finds the first instance
of Maui Charter Trips, it asks whether or not you want the phrase replaced:

ANNUAL REPORT
82 3

[EPUL CHARTER TRIPS

Prepared By

(L2 Maui Charter Trips
CIIEH Holidays in Hawaii

If you type Y, WRITE makes the replacement and searches for the next
instance. If you type N, it does not make the replacement, but still searches
for the next instance. Typing Q cancels the search-and-replace function.

Go ahead and replace the name throughout the report, then press ESC to
return to the Main Menu.

When You Need Help

All of WRITE's functions are described in detail in the next seven chapters.
One way to learn how to use WRITE is to read through at least the first five
of those chapters, following the examples on your own computer and
comparing your results with those in this manual.

Another way to learn to use WRITE is to simply sit down at your computer
and begin. Appendix B, the Quick Reference Guide, summarizes all the
information you need to use WRITE. If at any time you need an explanation of
your options, you can also press Open Apple H (for Help) to display a Help
screen. The following screens are available to you.
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If you press Open Apple H at a menu, you will see an explanation of the
options on that menu. For example, if you press Open Apple H at the Main
Menu, you will see the following screen:

PESIRITE Main Reny Functioes

TREENT Type-in & oew dociawat, or edit the tant in the
working topy.

DEFINE PRBE Change Left, right, top, and bottom sargins.
Eater page headings and footings.
Change the page Length.

PRINT Print the working copy.

GET/SAVE/RENDVE  “BET - eteieve 4 docusent Fron disketts,
SAVE - Save the working copy. on diskette
REMOVE - Rewove a dacusent froa diskette.
Also provides a list of docubents on diskette.

CLEAR Erase the working copy.

Press CTRL € to contisue

If you press Open Apple H in TYPE/EDIT, on the other hand, you will see this
screen:

Editing Functions

Appeny GOCUBENLs«sss s sl
Boldface character......

Beg of next Tine..RETURN :

Press CTRL € to Contioue

To return to your document after reviewing the information on these screens,
press CTRL C.
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Summary

PFS:WRITE is a computer program that prepares and prints all kinds of
documents—letters, memos, financial reports, etc.

To use WRITE, you need an Apple lle computer with 64K of memory, an
80-column video monitor with an 80-column text card, and one disk drive; or
an Apple llc computer with an 80-column video monitor. You also need the
PFS:WRITE package, several formatted diskettes, and a printer with a
Pascal-compatible printer card.

Make a copy of the PFS:WRITE diskette before you start using the program.
Keep the copy in a safe place; use the original for your work.

Press Open Apple H for an explanation of the options available on each
menu, and for a list of the editing options available in TYPE/EDIT mode.
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1: type/edit

You use the TYPE/EDIT function to enter a new document, making corrections
as you go along, and to edit an existing document.

The Working Copy

As you type a new document, WRITE places it in a temporary storage area in
the machine called the working copy. Similarly, when you retrieve a document
from a diskette for editing, WRITE makes a copy of it and places that copy in
the working copy. You can display 22 lines of the working copy on the screen.
Any editing changes that you make are made to the copy in the working copy
only, and have no effect on the version still stored on the diskette. When you
have finished typing or editing the document, you must use the Save option of
GET/SAVE/REMOVE to store the new or edited document on a diskette.
(GET/SAVE/REMOVE is discussed in detail in Chapter 4.)

Selecting TYPE/EDIT

To start the TYPE/EDIT function, load the WRITE program into your computer
system, as explained in the Introduction. (If you have been following the
examples in the Introduction, you should reload the program or CLEAR the
working copy before continuing.)

When the Main Menu appears, you will see the cursor next to the words
SELECTION NUMBER. Type 1 to indicate that you want to select TYPE/EDIT.
Your screen should look like the illustration below:

FFSIMITE  BAIN MEW

1 TYPLEDDT 4 GET/SAVE/RENDVE
7 DEFINE PRGE 3 CLEM

1 PRINT

Press Dpen Agple N for Help
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Once you have entered a selection number, press CTRL C to proceed with
the TYPE/EDIT function. WRITE displays a new (blank) piece of paper so that
you can begin typing a document:

g g renpernige e
woreing Cogr 0% Full Libe | o Page |

As you can see, there are already several things on this “blank” piece of
paper. The vertical lines from top to bottom mark the side boundaries of the
page, and the horizontal line across the top marks the top of the page. The
number line across the bottom is called the ruler, and the line below that is
called the status line. The last item to notice is the cursor near the top of the
page. Let's take a look at each of these items.

Page Boundaries. The page boundaries mark the top and sides of a standard
8-1/2 by 11 inch sheet of paper. When you are working with a document, it
looks on the screen the way it will look when printed, except that you can see
only 22 lines at a time.

To see the next part of the document, either press the down arrow to move
the cursor down line by line, or press CTRL N to display the next screenful.
CTRL P displays the previous screen, unless you are at the beginning of the
document.

As you move the cursor through the document, a pair of horizontal lines will
appear to mark the end of one page and the beginning of another. Also, the
line and page number shown on the status line will be constantly updated to
show the current cursor position.
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Ruler. The ruler, visible when you have a document on the screen, shows
three things:

m the left and right margin settings, shown by [ and |

= the current tab settings, shown by T for Typewriter Tab or D for Decimal
Tab

® the current column position of the cursor, shown by a highlighted rectangle
at the corresponding column on the ruler

Status Line. The status line displays several kinds of information, depending
on whether or not you have requested a special editing function:

= when you are entering or looking through a document, the status line
displays the name of the document, how much of the space available in the
working copy has been used, and the line number and page number of the
current cursor position. If you are inserting or labeling text, that is noted as
well. Also, if the cursor is positioned on a character with any special
enhancements, such as boldface or underlining, the status line identifies that
enhancement.

8 when you have requested a special editing function, such as Search, the
status line requests any additional information needed to complete the
operation, such as what word(s) you want to search for.

8 when a function cannot be completed because of an error condition, the
status line displays the appropriate error message.

Cursor. The cursor always marks the location where any characters you type
will appear. When you begin a new document, WRITE automatically sets the
left margin at column 10, and the top margin at 6. The cursor first appears
there. If you begin typing the document, the first character you type will
appear in column 10 of the seventh line. (WRITE counts the lines of text,
rather than lines on the page, and in the status line refers to this line as

line 1.)
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Entering Text into the Document

To start a new document, just begin typing. When you reach the end of a line,
you do not need to press the RETURN key; keep typing and WRITE will
automatically place the next word you type at the beginning of the next line.
This feature, called wordwrap, allows you to type your document very quickly,
without paying attention to the length of each line. When you reach the end of
a paragraph, however, you can press the RETURN key twice to leave a blank
line before the next paragraph.

For example, suppose you want to enter the first few lines of a letter. First,
press the RETURN key four times to start the letter four lines down from the
top margin. Type

October 13, 1982

to date the letter. Then press RETURN four more times to move the cursor
down four lines. Type the inside address for the letter:

Mr. and Mrs. Harvey Wellington
11379 Pioneer Drive
Ridgewood, CA 97706

If you make a mistake while typing, use the left arrow key to back up and
retype the characters in error.

After typing the zip code, press RETURN twice. Now type the salutation:
Dear Mr. and Mrs. Wellington,

and press RETURN two more times. You are ready to begin typing the body
of the letter. Type in the following paragraphs (remember you don't need to
press RETURN at the end of each line, just between paragraphs):

Enclosed are the tickets for your charter flight to Maui the first week
of December. You will find vouchers for your condominium and car
rental in the folder with the airplane tickets.

I am also enclosing a brochure and price list for tours, excursions,
and sports instruction available once you reach the island. Please
let me know, either before or after you arrive, if you would like to
book any of these activities.

We hope you will enjoy your trip to our beautiful island.
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That is the end of the letter, so press RETURN twice to move the cursor

down two lines, and type the closing:

Very truly yours,

The letter on your computer screen looks like this:

k Br. and Brs. Harvey Mellisgton H
i 11379 Pioneer Drive i
H Rudgewood, T4 57708 3
¥ t
’ Dear W, and Wrs. Wellington, i
: '
: '
13 Enclosed are the tickets for your charter flight to Maui the H
1 first week of Deceaber, You will find vouchers for your b3
H condoniniue and car rental in the folder with the airplice H
i tickets, H
t H
t 1.am alse enclosing a brochure and price list for tours, H
¥ excursions,  and sports instroution available once you reach

I the island, Please let we tngw, either before or siter you

1 arrive, if you would like to book any of these activities.

' H
H ¥e hope you will enjoy yoer trip to our beautifal isiasd. i
i i
¢ Very truly yours,f} ]
H H
t 1
R g s s g e e e ea 1
Working Copy 1% Full Lite 17 of Page 1

Maui Charter Trips
11800 Lahaina

Lahaina, HI 23680

Octover 1%, 198
re. ang mes. Haresy wgliingro

1379 Fioneer Dri

10GEa0Da, CA 7708

Dear Me. and mes. Wellington:

Ee IR IR TR SRS e, crancen JLTRSVELETAE
Sirax sl o DECERRNT. . THe bIV] g SRacme

SONCRRIATUA BT T4 FanEaL in it Eataer witn e eitatess

ticvets
| am #1%0 enclosing & brochure ang price list for tours,
®icursians, and sporis 1natruction availadle once you resch
the 181300, FlEssE 19t ms k00w, PITREr LEI3rE Or 39Ter yOu
Arrive, 1§ yOu mould 1158 0 DOD 4Ny OF tnEsE ACTLvitLEs.
We hope pou will wrgdy youws 1D T Our Desutiful island.

Very truly yours.

Caralsn Jones
Boos ing Agent

If you were to print this letter, it would look just the way it does on the screen
(except that all of it would be visible):
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Correcting Mistakes

As you type in a document, it is quite likely that you will occasionally make
typing errors, or simply change your mind about what you want to say. You
can correct simple errors in one of two ways:

= if the error is in the last few characters, use the DELETE key to back up,
erasing characters as the cursor moves. Then retype the characters
correctly.

= if the error is earlier in the document, move the cursor to the location of the
error and make the necessary changes (remove or insert characters or
words).

The next few sections explain how to make these corrections. Note that if you
need to correct more than a few words, it is easier to use one of the block
editing procedures. (See Chapter 6 for a full explanation of block editing.)

Using the DELETE Key

When you press DELETE, WRITE moves the cursor one space to the left,
erasing any character in that location.

For example, suppose you decide to close this letter “Sincerely yours” instead
of “Very truly yours”. If you have just typed the letter, the cursor will be
positioned just after the comma at the end of that phrase. (If the cursor is in
some other location, use the cursor control keys to move to that location.) To
make the change, press DELETE repeatedly until you have erased the entire
phrase, then type

Sincerely yours,
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The screen now looks like this:

Mr. and Nrs. Harvey Mellington - H
11379 Pioneer Drive '
Ridgewaod, C& 97704
. Dear M. and Wrs,. bel lington,
Enclased are the tickets for your charter. flight to Baui the.
first week of Decesber. You will find vouchers for your
condosiniun and car rental in the Folder with the airplace
tickets.
[ am akso enclosing a brochure and price list for teurs;
excursions, and sports instrcution available once you reach
§ the ‘istand. ‘Please let se know,: either betore or after you
$ arrive, if you would like to book any of these activities,
e hope you will eajoy your trip to our beautiful island,

Sincerely yoursJ

e s ST R R )

ke Ciigpeint
Horking Logy ! L1 Full UI.! 7 of Page-l

Moving the Cursor

When you need to correct an error located earlier in the text, you need to first

move the cursor to the error location. The cursor movement keys are the four
keys with arrows to the right of the space bar.

B 1‘ Thes'e_ keVS move the cursor one space in the
specified direction.

The cursor can be moved more than one space or line at a time by using one
of the special control keys:

Control Key Function

, then moves to the beginning of the document
, then moves to the end of the document

G| |- moves to the previous word

moves to the next word

moves to the beginning of the current line

H LY

3
L¢]
¢

moves to the end of the current line
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Inserting Characters

To insert text in the middle of a document, move the cursor to the position
where you want to start the insertion, and press CTRL Y (for Ynsert; | is not
available). Notice that the cursor blinks faster, and that the message
“Inserting” appears on the status line. All you have to do is type the material
you want to insert. When you have typed everything you want to insert, press
CTRL Y again to stop inserting.

Suppose you want to insert the word travel just before the word vouchers in
the first paragraph:

I : i
Enclosed are the tickets for your ML FLight to Naui the i
first week of Decesber. You will find vouchers for your I
condosinius and car rental in the folder with the airplace

tickets.

First, move the cursor to the “v” in vouchers, then press CTRL Y. The screen
looks like this:

Mr. and Nrs. Harvey Wellington
11379 Pioner Drive
Ridgewood, CA 97706

i Bear Hr. and Mrs. Wellington, 7
Enclosed are the tickets for your charter Flight to Maui the
first veek of Decesder. You will findouchers for your
condoinius and car rental in the folder with the sirplice
tickets.
1 a# also emclasing & beochurs and price list for tours,
excursions, and sports instrcution available once you reach
the island. Please let se know, either before or after you ¥
arrive, if you would like to book any of thess activities. +
¥e hope you will enjoy your trip to our beautiful islang.
Sincerely yours,

¥ ! » nn:una-n|=u-l,|u|:;nl
Norking Copy - Inserting PXRUIL Line 16 of Page |

FRRLEER O R g g e g e

Notice that there is a message on the status line to indicate that you are
inserting text, and that the cursor is blinking faster. Now type the word travel,
and press the space bar once to leave a space between it and the next word.
The paragraph now looks like this:

Enclosed are the tickets for your charter 1ight to Maui the
Hirst week of Decesber. You will find travel Mouchers for
your condosiniua and car rental in the folder with the
airplace tickets.
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Since travel is the only word you want to insert, press CTRL Y again to finish
the insertion. Notice that the message “Inserting” disappears from the status line.

Note that many people choose to stay in insertion mode at all times, so that
they never take the chance of typing over text that they want to keep.
WRITE’s editing functions work the same in either mode.

Removing Characters

To remove one or more characters from your document, move the cursor to
the first character that you want to remove, and press CTRL R (for Remove).
Press CTRL R repeatedly to remove more than one character. The characters
that occur after the removed characters are moved to the left to fill up the
empty space.

Suppose you want to remove the word charter from the first sentence of the
letter:

Enclosed are the tickets for your charter flight to-Maui the
First week.of Deceaber, You will find travel vouchers for
your ‘condosinius and car rental in the folder: with the
airplace tickets,

To do that, move the cursor to the space preceding the word charter, and
press CTRL R eight times, so that the paragraph looks like this:

Enclosed. are the tickets for yourlFtight to Maui the first
week -of Decesber. You will find travel vouchers for your
condosiniun.and car-rental in the folder with the airplace

tivkets.

Removing a Word or an Entire Line

You can more quickly remove the word the cursor is on by pressing CTRL W
(for Word). The characters to the right of the word move to the left to fill up
the empty space.

For example, in the letter you have been working with, suppose you want to
change the words “Mr. and Mrs. Wellington” to the more informal “Harvey and
Jill”. First, move the cursor to the M in Mr.:

Dear [ir. and s, Wellington,

Enciased are the tickets for your flight to Maui the first
week of Deceaber. You will ¥ind Lravel vouchers for your
condoniniue and car rental in the folder with the sirplace
tickets.
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Press CTRL W four times to erase the rest of the salutation:

bear B
Enclosed are the tickets for your flight to Maui the fmt i
week of Decesberi You will {ind travel vouchers for your

i
condosiniua and car. reatal in the h:le with the sirplace R |
Lickets, 3 ki

Now type the first names, Harvey and Jill:

Dear Harvey and 111, B
Enclosed are the tickets for your £1ight to Naui the First
week of Deceaber.. You will find travel vouchers for your

condominius and car rental in the !nlw with the arrplace”
tickets. ¥

You can also remove an entire line by moving the cursor anywhere in that line
and pressing CTRL E (Erase). The line below moves up to fill in the empty
space.

Replacing Characters

To replace text in the document, move the cursor to the first character you
want to replace, and type the replacement. If the replacement has fewer
characters than the original text, you will need to remove the leftover
characters. If it has more characters, you will need to insert the characters
that won't fit.

For example, to replace the word condominium with the word hotel, move the
cursor to the ¢ in condominium, and type the word hotel. At this point, the
paragraph looks like this:

Encl are the tickets For your $1ight to Maui the First }
week Wi Decesber.. Youwill find travel vouchers for your
M(ﬂmu and-car rental in the Eolllr with the airplace” .
tickets.

Notice that the six letters, minium, are left over from condominium, since the
two words are not the same length. The cursor should be on the first leftover
letter, m, so simply press CTRL R six times to remove the unneeded
characters. Now the paragraph looks like this:

ﬁ::m are the tickets for your m.n wanihehnl
week of Decesber, You will find travel vouchers for your i ¥
ﬁmlld car rental io the folder with m airplace :mm. A OR
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Setting Tabs

Only one tab is set automatically by WRITE in a new document. That tab is
set for normal five-space paragraph indentation. You can set other tabs
quickly and easily, and you can change them as many times as needed in a
single document.

WRITE recognizes two kinds of tabs: typewriter tabs, represented on the ruler
by a T, and decimal tabs, represented by a D. Typewriter tabs work just like
the tabs on a typewriter—you press the TAB key to move to the tab stop,
then start typing at that location.

Decimal tabs work a little differently. You press the TAB key to move to the
tab stop, but characters that you type are placed to the left of that stop until a
decimal point is typed; after that, any characters typed are placed to the right
of the tab stop. This type of tab lines up the decimal points in a column of
numbers for you.

Suppose that you want to add a few sample prices to the bottom of the letter
to the Wellingtons you just typed. You want the letter to look like this:

Maui Charter Trips
== 11800 Lahaina Bivd.
ol Lahaina, HI 23680
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Since there is already a tab at column 5, let's enter the package descriptions
at that column, and set a new tab stop at column 48 for the price column. The
letter should still be on your screen, so press CTRL T (for Tabs) to set the
new tab. When WRITE prompts you to enter the new tab settings, move the
cursor to column 48, and press D to set a decimal tab there. Note that the
new tab stop shows up immediately on the ruler:

¥
i 1
e R T T T L T UL o OO O LR TR (AT N (T

< Type in tabs (T or D15 then press CTRL C.

Press CTRL C to store the new tab and return to the document. Next, to enter
the first line of price information, move the cursor to the last paragraph in the
letter and press CTRL Y to begin inserting. Press RETURN to leave a blank
line and move the cursor back up one line. Type the sentence

Here are some sample prices:

and press RETURN twice. Next, press TAB to move to the first tab stop, and
type

Scuba Diving
Press TAB again to move to the second tab stop, and type
15.00

Notice that the price is entered so that the decimal point appears at the tab
stop. Now follow the same procedure to enter the next three lines:

Volcano Tour 32.50
Two Day Excursion 124.95
Luau/Fire Eater Show 8.50

Press RETURN to leave a blank line and then CTRL Y to stop inserting. The
letter now looks like this:
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Ridgewood; CA 97706
Déar Harvey dnd Jill,
Enclosed ae the tickets for your 1Hight to Waui thie first

week of Decesber.  You will Find travel vouthers for your
hotel and car rental in the folder with the airplane tickets.

" Law alse enclesing a brochure and price Tist for-tours,
excursions, and sports instruction available once you Feach
the island. ' Pleass let: e know, ®ither before-or after you
arrive, if you would like to book any.of these activities.

Here are sose. sample prices:

Scuba: Diving 15,00
+  Volcano Tour 1.5
Twa Bay Excursion 128,95
Luau/Fire Eater Show 850

[ hope you will enjey yoour trip to°our beautiful, isiand,
i
Py g g g

R S TR RE ey
_ Morking Copy T1Full Line 30 ot Page |

If you want to clear or “unset” a tab, press CTRL T, move the cursor to the
position on the ruler where the T or D appears, and press the space bar.
Then press CTRL C to return to the document.

Returning to the Main Menu

You can return to the Main Menu at any time while entering or editing a
document by pressing ESC. The document you have been working with
remains in the working copy, unless you use the CLEAR function, the Get
option of the GET/SAVE/REMOVE function, or turn off your computer. To
return to the document, simply select TYPE/EDIT from the Main Menu.
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Advanced Editing Features

WRITE provides a number of other editing functions that allow you to perform
the following functions:

search for any word or phrase

search for a word or phrase and automatically replace it with another word
or phrase

remove, move, or copy a block of text

center, right-justify, or left-justify a line of text

underline words or print in bold type

insert a document stored on diskette into your document
merge data from a PFS file into your document

insert a PFS graph into your printed document

These features, plus others, are described in Chapters 6 and 7.

Summary
Use TYPE/EDIT to type a new document, or edit an existing document.
i ol m 1 | move the cursor one space in the indicated direction
3 displays help screens
allows you to set or clear tab stops
(Tabs)
« moves the cursor to the previous word

g
E moves the cursor to the beginning of the line

A= moves the cursor to the next word
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= E H moves the cursor to the end of the line

" CTRL - erases the word at the current cursor position
(erase word)

" CTHL - erases the line where the cursor is currently located
(erase hne

= (CTRL . then moves the cursor to the beginning of the document
(Go To Beginning)

. CTRL - then IE‘ moves the cursor to the end of the document

Go To End)

CTRL - displays the next screen of the document
(Next screen)

s |CTRL E displays the previous screen of the document
Prewous screen)

= |CTRL . begins inserting characters at the current cursor
(Insen) position (press CTRL Y again to end the insertion)

CTRL [EI removes the character at the current cursor position
(Remove)

DELETE removes the character to the left of the current
cursor position

= | TAB moves the cursor to the next tab stop

s |3 || TAB moves the cursor to the previous tab stop

RETURN moves the cursor to the beginning of the next line

s [ESC returns to the Main Menu
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You use the DEFINE PAGE function to change the way a document looks.
Using DEFINE PAGE, you can specify a page length other than 11 inches,
change the size of the top, bottom, left and right margins, add a heading or
footing to each page, and automatically number pages according to your
favorite numbering scheme.

Any changes that you make with this function are immediately made in the
working copy, so that you still see exactly what you will get when the
document is printed. When you save the working copy on a diskette, the
information specified with this function is saved as part of the document.

Selecting DEFINE PAGE

To begin the DEFINE PAGE function, return to the Main Menu (press ESC if
necessary), type 2 in the Selection Number item, and press CTRL C to
display the Define Page Menu:

DEFINE PRBE

Press Open Apple H:for Help

The values shown in this menu are called the default values, i.e., WRITE
automatically uses them for a document unless you enter different values.

To change one of the menu items, press the TAB key to move the cursor to
that item and type the new value. You can change any or all of the items
whenever this menu is displayed. When you have made all the desired
changes, press CTRL C to store the changes and return to the working copy,
where you will immediately see the changes you have made.
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Note that when you CLEAR the working copy, WRITE clears any values you
have entered in this menu, restoring the default values.

If you have Saved a document with values different from the default values,
the values you specified for the document are saved with the document.

Changing the Page Length

The Page Length item defines the length of each page, including the top and
bottom margins. The default page length of 66 is correct for most printers if
you are printing on standard 8-1/2 x 11 inch computer paper. If you are using
shorter or longer paper, you will need to modify this value.

For example, let's retrieve a sample document named FLYER from the
Sampler diskette. To retrieve the document, press ESC to return to the Main
Menu, type 4 in the Selection Number item, and press CTRL C to continue.
On the next screen, type 1 in Selection Number and the name

FLYER

in the Document Name item. Press CTRL C to continue. If WRITE displays
the warning message “Latest changes not saved”, press CTRL C again
(unless you want to save the working copy). WRITE retrieves the document
and displays the first lines on the screen:

SPEND CHRISTMAS DN MM
Tose with us for the best Christwas of your Tifetise. fvoid
_the Crowds of Maikikis Stay at a deluce ocean-froat sl
‘condosiniia close to quality-restaurants and fine shopsi =~ .
"' Gpend the first days of your vacation on the beach or :;
exploring the: {9th century whaling town of Lahaina, Then s
join_us on Christaas Eve for an Ili-ﬂll sail on 2 trindran to Vi k
th u!mln IG!H ﬂ Lanaic . ¥

Ther#, you mil nu.; ¥ :mmnl island feast, the mum G
~telebrations of mative Bawaians, and a tour of the gineapple 1
plantations.. On ‘the way back to Lahaina, you will be i E
serenaded by the crew with a cosbination of traditional P
4 amm cirgls m Polrmm im songs: Your arrsul Il
rsrgren e apasigaany s PRttt
FLYER: LAy & zlfm -mnmuni
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This flyer was designed to be printed on a 6 by 11 inch sheet. However,
suppose that you want to print it as a brochure, with each page six inches
wide and four inches tall. The current line width is about five inches, which is
small enough, but the length of the page needs to be decreased to four
inches. If your printer prints six lines per inch (fairly standard), you need to set
the page length to 24 lines.

To make that change, return to the Main Menu and select DEFINE PAGE,
then press CTRL C. When the Define Page Menu appears, type 24 in the
Page Length item, so that the menu looks like this:

DEFINE PABE

'Press Open Apple H for Help -

Press CTRL C to store the changes in the computer's memory and return to
the working copy. If you browse through the document, you can see that each
page is now only 24 lines long, including the top and bottom margins of six
lines each.

To accurately figure the page length for a page longer or shorter than 11
inches, measure the paper from top edge to bottom edge, and multiply that
value by the number of lines per inch that your printer prints.

If you want a document to be one continuous page, with no page breaks, set
Page Length equal to 0.
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Setting the Top and Bottom Margins

The Top Margin and Bottom Margin items determine the size of those
margins, including the heading and footing if any are defined. The default
settings are 6 and 6, a good size for most documents.

To change the margins, display the Define Page Menu, move the cursor to
the appropriate item, and enter the desired setting. Then press CTRL C to
continue. Note that the maximum size for each margin is 18, and that the sum
of the two margins must be less than the page length.

For example, suppose you want to decrease the size of the margins for the
sample document named FLYER that you altered in the previous section.
Since the size of the paper only allowed a page length of 24 lines, with a top
margin of 6 and a bottom margin of 6 you could only print 12 lines of text on
each page. Let's reduce the size of both margins so that each is three lines.

First, return to the Main Menu (press ESC if necessary). Then type 2 to select
DEFINE PAGE, and press CTRL C to continue. When the Define Page Menu
appears, press TAB to move the cursor to the Top Margin item. Type 3 to
change the size of the top margin, press TAB to move the cursor to the
Bottom Margin item, and type 3 again, so that the menu looks like this:

L, JO e B
I R
i

Press Open Apple K for Help

Press CTRL C to complete the margin change and return to the working copy.
Notice that the top and bottom margins are noticeably smaller, much more in
scale with the overall size of the paper.
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Setting the Left and Right Margins

The Left Margin and Right Margin items determine the position of the left and
right margins, and thus the width of the printing on each line.

The default settings for the left and right margins are 10 and 70 respectively.
The minimum setting for the left margin is 1, and the maximum setting for the
right margin is 78; a value must be entered for each margin, and the value of
the left margin must be less than the value of the right margin.

If you change the margins for a document already in the working copy,
WRITE will reformat the document so that it fits between the new margins.

Adding Headings and Footings

You can have WRITE print a standard heading on the top of each page of the
document, a footing at the bottom of each page, or both a heading and
footing. Up to two lines are allowed for each. The heading is centered in the
top margin, both horizontally and vertically. Likewise, the footing is centered in
the bottom margin.

To add a heading, select DEFINE PAGE from the Main Menu. When the
Define Page Menu appears, move the cursor to the Heading item and type in
one or two lines of text that you want to appear at the top of each page.
Press RETURN at the end of each line. Then press CTRL C to return to the
working copy, where you will see the heading at the top of the page. The next
time you print the document, the heading visible at the top of the screen will
be printed at the top of each page.

For example, let's retrieve the sample document named ANNUAL from the
Sampler diskette and add a heading that will make it easy to identify each
page. First, retrieve the document from the diskette. When the document is in
the working copy, return to the Main Menu, select DEFINE PAGE, and press
CTRL C. When the Define Page Menu appears, press TAB five times to move
the cursor to the Heading item, and type the following phrase:

1982 Annual Report
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Since that is the only change you want to make to this menu, press CTRL C
to return to the working copy. Notice that the first page shows the heading
you just entered:

1
oo

1
Prepared by H
£ iy

TR T (L o F et srgpr g

: . 0 ST
ANNUAL 7L FRall Line | of Page |

To add a footing, you would enter up to two lines in the Footing item on the
menu. You can enter both heading and footing at the same time, along with
any other changes you want to make to the Define Page Menu.

Page Numbers

You can have WRITE automatically number the pages in a document by
entering the starting page number in the footing. If WRITE finds a number in
the footing, it assumes that it is a page number, and increases it by one for
each new page. (If more than one number is found in the footing, WRITE
assumes that the last number is the page number.)

For example, if you enter
Page 1

the first three pages of the document will be numbered like this:

Page 1 Page 2 Page 3
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On the other hand, if you enter
Page A-1

the first three pages of the document will be numbered like this:

Page A-1 Page A-2 Page A-3

Other examples are:

Footing Page Numbers
Page 16 Page 16, Page 17, etc.
Page 2.1.1 Page 2.1.1, Page 2.1.2, etc.

Leaving the DEFINE PAGE Function

Whenever you are finished making changes to the Define Page Menu, press
CTRL C to return to the Main Menu. The changes that you have specified will
appear in the working copy. If you use ESC to leave the Define Page Menu
and return to the Main Menu, your changes will not be made.

Summary

= Use the DEFINE PAGE function to determine the page size and layout of a
document.

= Set the page length to determine the length of each page:

66 (default) for standard 8-1/2 x 11 paper
84 for standard legal-size (8-1/2 x 14) paper
102 for standard ledger (11 x 17) paper

0 or blank for one continuous page

= Make sure to leave top and bottom margins large enough to accommodate
any headings and/or footings entered.
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= Set left and right margins to values between 1 and 78
m Set top and bottom margins from 1 to 18

= Headings and footings can be up to two lines each; they are centered in the
top and bottom margin, respectively.

= Automatic page numbers can be specified by entering the starting number
anywhere in the footing.
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You use the PRINT function to produce a paper copy of the document in the
working copy. WRITE will print to any printer that is properly connected to
your computer system. By selecting different print options, you can print the
entire document, a single page from the document, or a range of pages. If
you wish, WRITE will print multiple copies of the document or selected pages.

Other options allow you to single-space or double-space your document, print
an envelope from the address in a letter, pause at the end of each page to
insert a new piece of paper, or shift the entire printed page to the right to
allow for variations in the position of your printer’s left margin.

Using WRITE, you can combine data from a PFS file with a document to
produce personalized form letters; you can insert a PFS graph; or you can
insert other WRITE documents into your working copy when printing it. When
combining these other items, you first enter a command in the document at
the place where you want the graph or other document to appear. Then you
select PRINT, fill in the Print Options, and provide additional information as
requested by the program. Chapter 6 explains how to add graphs and other
WRITE files to a document; Chapter 7 tells you how to prepare and print form
letters.

Selecting the PRINT Function

To begin the PRINT function, return to the Main Menu (press ESC if
necessary), type 3 in the Selection Number item, and press CTRL C to
continue. The Print Options screen appears next:

PRINT GPTIONS
¢ F 10 pece - B

r;_—un DOpen: Apple H for Help
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This screen requests information about how you want the document printed
and whether you are combining the document with one or more PFS:GRAPH
charts or with information from a PFS file. If you want to use the default
values shown for these options, press CTRL C without making any changes.

To change any of the items, press the TAB key to move the cursor to that
item and type the desired value. You can change as many items on the
screen as are appropriate. When you have made all the desired changes,
press CTRL C to continue. If you have indicated that a PFS graph is to be
included in the document, or that data is to be read from a PFS file, WRITE
will ask you for more information, as explained in later chapters. Otherwise,
WRITE will ask you to get your printer ready and then begin printing.

Printing an Entire Document

Depending on the printer that you are using, you will probably use the default
Print Options to print many of your documents. For example, suppose you
want to print the document named LETTER1 that is stored on the WRITE
Sampler diskette. First, retrieve that document from the diskette. To do that,
return to the Main Menu, select GET/SAVE/REMOVE, choose the Get option
and enter

LETTER1

in the Document Name item. When you press CTRL C, WRITE retrieves the
document and displays the first part of it.

Octaber 4, 1982

i

{ #ri and Nre. Willias Anthony '

i 2119 Dixon Drive So. i
Renton, WA 99055 3

Dear Br. and s, Anthony:

Enclosed are your bickets for your charter Flight to Mami the
H sacond week of ‘Janwary. You will find vouchers for your
1 condowiniun and.car rental in the folder with the airplane i
¥ tickets. i

L e e T T L L T LT Ly i
LETTER} 11 Rl Line 1'of Page 1
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To print the letter, press ESC to return to the Main Menu, type 3 for the
Selection Number item, and press CTRL C to go on to the Print Options. You
can print the letter without making any change to this screen. Just press
CTRL C and WRITE will tell you to get your printer ready:

Press: CTAL € to continue

Adjust the paper so that the edge is just above the print head of your printer
and then press CTRL C to begin printing. The letter looks like this:

Maui Charter Trips
e —— 11800 Lahaina Bivd.
Ed A Lahaina, HI 23680

The next few sections explain when and how to modify the Print Options.

Printing a Range of Pages

When working with a multiple page document, you may sometimes want to
print a single page from that document, or a range of pages. Most often, that
is because you have corrected one page and want to reprint it, or because
you have made changes part way through the document and don’'t want to
reprint the unchanged pages. The From/To Page items are used to print
selected pages.
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The default value for From Page is the first page in the document, and the
default value for To Page is the last page in the document. If you want to
start printing somewhere other than page 1, enter the number of the first page
you want to print in the From Page item. If you want to stop printing before
the end of the document, enter the number of the last page you want to print
in the To Page item.

For example, if you want to print pages 3 through 7 of a 10-page document,
enter the following information in the From Page and To Page items:

PRINT OPTIONS
oo i B o

F [EICIR ~

Press Open fpple K for Help

Then press CTRL C and WRITE will print pages 3, 4, 5, 6, and 7 of the
document.

Note that the page numbers you enter in these items are absolute page
numbers, i.e., the first page printed is page 1, the second page printed is
page 2, etc. The page numbers shown in the Print Options will correspond to
the page numbers shown in the status line of the working copy.

Page numbers in Print Options do not correspond to the page number you
have assigned in the footing, however. For instance, you might have a
document which is a chapter of a book. The first page of this document might
be numbered 76 in the footing, but will be numbered page number 1 in the
status line.

If you include a *JOIN*, *GRAPH*, or “NEW PAGE* command or add text
from a PFS file (explained in Chapter 6 and 7), these can all change the
pagination at print time.
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Printing One Page of a Document

If you want to print only one page of a multiple page document, enter that
page number in both the From Page and To Page items. For instance, if you
want to print just page 4 from the same 10-page document, enter 4 for both
the From Page and To Page items.

Printing Single Sheets

If you are using loose sheet paper, you will want to modify the Pause

Between Pages item so that WRITE pauses at the end of each page to allow
you to insert a clean sheet of paper. All you have to do is enter Y for Pause
Between Pages before starting to print. When WRITE reaches the end of each
page, it displays the message:

PUT & NEW PSGE IN YOUR PRINTER

Press CTRL. T to continue

When you have changed the paper, press CTRL C to print the next sheet.

Printing More than One Copy

You might want to print a duplicate copy of some of your documents, rather
than relying on a copying machine. To print more than one copy of a
document, enter the desired number in the Number of Copies item. WRITE
will print that many copies before returning to the Main Menu.

If you request more than one copy of a multiple page document, WRITE will
print the entire document once, then print the second copy, and so on until
the requested number of copies has been printed.

Choosing the Line Spacing

The Single/Double/Envelope option determines whether your document is
double-spaced or single-spaced, and allows you to print an address on an
envelope without any special preparation.

If you want to print a document single-spaced, leave the default value of S for
this option. When you press CTRL C, WRITE prints the document, single
spacing from line to line.
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If you want to print a document double-spaced, type D for this option. When
you press CTRL C, WRITE prints the document, double spacing between
lines. (If there are blank lines in the document, two blank lines will be printed
for each of them.)

Printing an Envelope

If you want to print the address from a letter onto a business-size envelope,
enter E for the Single/Double/Envelope option. When you press CTRL C,
WRITE tells you to position your envelope in the printer. Position the envelope
so that the top edge of the envelope is at the print head. When you press
CTRL C again, the program will print the address centered on the envelope,
10 lines down and indented 35 spaces.

The address is found as follows: First the program looks for the first line of
text in your document starting at the left margin. If that line of the document
ends with at least two digits, WRITE interprets it as a date and does not print
that line as part of the address. It considers the next non-blank line to be the
first line of the address, and continues printing until it reaches the next line
with a blank at the left margin (or until it runs out of room on the envelope.) If
the first line is not a date, WRITE considers it the first line of the address and
prints in the same manner.

For example, suppose you want to print envelopes for the two letters shown
below. The letter shown on the right should still be in the working copy (if it is
not, retrieve it from the Sampler diskette). Before you begin, take a look at the
first part of these letters:
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Notice that the first three lines and the date line of the letter on the left will be
ignored because they are not at the left margin. The first line of the letter on
the right is the date line which ends with a four-digit number so WRITE will
automatically skip that line. It will assume that the next lines are the address
and print them on the envelope.

To print the sample envelope for the letter on the right, return to the Main
Menu and type 3 for the Selection Number item. Press CTRL C to go on to
the Print Menu. Use the TAB key to move the cursor to the Pause Between
Pages item, and set it to Y. Then move to the Single/Double/Envelope option
and type E as shown below:

PRINT OPTTONS
Lo T
[ Paus B TweE Pases (1w g
s oF coeitsg

Press Open Apple W for Help

Press CTRL C to continue. When WRITE displays the message

POSITION THE ENVELOPE IN YOUR PRINTER

Prass CTRL C to continue

insert the envelope into the printer, and press CTRL C to space down to the
center of the envelope and print the address. The envelope looks like this
when it is finished:

Mr. and Mrs. Willles Anthony
2119 Dixon Orive So.
Renton, WA 38035
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Indenting the Page

Some printers begin printing very close to the left edge of the paper, not
leaving an adequate margin on the left side of a standard document. To
counteract this problem, WRITE will shift the entire page to the right as many
spaces as you wish. You specify this shift by entering the desired number of
spaces in the Indent item.

For example, suppose when you printed the letter earlier in this chapter it
came out looking like this:

Maui Charter Trips
=)= 11800 Lahaina Bivd.
B Lahaina. HI 23680

As you can see, the letter has a much larger right margin than left margin,
even though the margins within the document are set to be nearly equal.
What you would want to do in this case is to move the letter, margins and all,
to the right about 6 spaces so it is centered on the page. To do that, you
would select PRINT from the Main Menu and, when the Print Options appear,
enter 6 for the Indent item. Then you would continue as usual. The printed
letter would look much better:
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[ Maui Charter Trips
— = 11800 Lahaina Bivd.
=2 Lahaina, HI 23680

Carolen Jones

The instructions you use for this letter in the Print Options will be permanently
stored on the document diskette when you save the letter. Any time in the
future that you print the letter, it will be printed with the same indentation
unless you change it.

Sending Special Codes to Your Printer

You can send special character codes to your printer by entering a command
in the document when you are typing it. This allows you to set a special
printing mode, such as italics, if your printer supports different printing modes.
See Chapter 6 for details.

Stopping the Print Function

You can temporarily halt printing at any time by pressing the space bar. To
resume printing, press CTRL C. You can stop printing and return to the Main
Menu by pressing ESC. WRITE completes the line it is on and then returns to
the Main Menu.
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Summary

= Use PRINT to produce a paper copy of the working copy, including any
added material (see Chapters 6 and 7).

® The Print Options are:
From Page/To Page
Pause Between Pages
Number of Copies

Single/Double/Envelope

Indent

Include PFS Graph

PFS File Name

prints a range of pages
allows single sheet printing
prints multiple copies of a document

prints with single spacing (S), double spacing (D),
or prints only the address of a letter for easy
envelope preparation (E).

shifts the entire text page, including margins, the
specified number of spaces to the right

prints a chart created with PFS:GRAPH as part
of a document if you enter Y (and insert a
*GRAPH name* command in the document. See
Chapter 6 for details.)

merges data from a PFS file with a document to
produce form letters if you enter a PFS file name
(and insert an item identifier in the document.
See Chapter 7 for details)
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4: get/save/remove

You use the GET/SAVE/REMOVE function to manage the documents that are
stored on diskette. Using GET/SAVE/REMOVE, you can retrieve a document,
save the working copy, or remove any document. If you wish, you can list the
documents on a diskette before performing one of these functions.

Selecting the GET/SAVE/REMOVE Function

To begin the GET/SAVE/REMOVE function, return to the Main Menu (press
ESC if necessary) and type 4 in the Selection Number item. Press CTRL C to
continue, and WRITE displays the Get/Save/Remove Menu:

BET/SAVE/REMOVE NENU

1 SET DOCUNENT

2 SAVE. DOCUNENT

3 REMOVE DOCUBENT

Press Open fipple K for Help
This menu asks which function you want to perform, and the name of the
document with which to perform that function.

Type the number of the function you choose, enter the document name, and
press CTRL C.

If you are using an Apple llc, as you read this chapter keep in mind that Drive 1 is
the built-in disk drive; Drive 2 is the external disk drive.
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Listing Documents

Often you do not remember the exact spelling of the name of the document
you want to get or remove, or you want to be sure to save the working copy
with a name that fits in with the naming scheme you have been using. In
either of these cases, you want to list the documents on the diskette you want
to use. To do so, insert the diskette in Drive 2, type 1, 2, or 3 in the Selection
Number item, and leave the Document Name item blank, as shown below:

GET/SAVE/RENOVE MENU

Pross Open Apple i for Help

Press CTRL C and WRITE displays the list of documents on that diskette,
prompting you for the name of the document at the same time:

Directery listing for drive 2
NEWPRICE BRTICLE
FRICE EXTRA.
SALES.PIC A
REPORT FLYER
ANNUAL HEND
LETTER) NARE
TARBETS
LETTER?
i OF OCUEAT 10 6T ]

To continue with the function you have requested, enter the document name
and press CTRL C. If you do not want to continue, perhaps because the
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document you want to get or remove isn't on that diskette, press ESC to
return to the Main Menu.

Retrieving a Document

You use the Get Document option to retrieve a previously-stored WRITE
document from a diskette.

When you retrieve a document, WRITE makes a copy of it and places that
copy in the working copy. You can then edit the copy or print it. Note that any
editing changes take effect on the document in the working copy only—the
version that is still on the diskette remains the same. (To make your editing
changes permanent, use the Save Document option to store the modified
document on the diskette.)

To retrieve a document, select the Get Document option from the Get/Save/
Remove Menu and enter the name of the document you want to retrieve.
Make sure the diskette containing the document is in Drive 2, and press
CTRL C to continue.

When the document is found, WRITE places a copy of the document in the
working copy. If there is already a document in the working copy that has not
been saved since the last changes were made, WRITE warns that it is about
to overwrite the working copy:

WORY ING COPY ABDUT 10 BE OVERMRITYEN
LATEST CHAWGES NDT SAVED
Press ESC to abandon this operation

Press CTRL C to continue

If you do not want to lose the current version in the working copy, press ESC
to cancel the retrieval. Save the contents of the working copy and then use
the Get Document option again. If you do not care to save the contents of the
working copy, press CTRL C to go ahead and replace the working copy with
the document retrieved from diskette.
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For example, let's retrieve the document named MEMO from the Sampler
diskette. To begin, make sure the Main Menu is on the screen (press ESC if
necessary), and be sure the Sampler diskette is in Drive 2. Type 4 in the
Selection Number item, and press CTRL C to display the Get/Save/Remove
Menu.

Type 1 to select the Get Document option, and enter MEMO for the Document
Name item, so the menu looks like this:

BET/SAVE/RENOVE HENU.

L BET DOCUNENT

2 SAVE DOCUMENT

3 REMOVE DOCUNENT

Press Open Apple W for Help

Press CTRL C to continue. When WRITE has retrieved the document, it
displays the first part of the memo:

To: John Leader Date: Sept. 30, 1982
President

Froa: Carclyn Jones
Marieting Mgr.

Subject: Plan for (983 Ad Canpaigs

Attached is the prelimimary plan for MCI’s advertising plans

for the next fiscal year. MNote the increased exposure in

Bainland newspapers, to publicize our expansion to West Caost

charter routes, - Also note the focus on our new image--

“assle-free vacation planning”, This ties in with our [
B e I A Y T P S TR AL oIS
HEND 21 Fglt Line 1 of Page 1

You can begin editing or press ESC to return to the Main Menu and select
another function.
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Saving the Working Copy

You use the Save Document option to store the working copy on a diskette.
Until you use this option, the document that you have typed into the working
copy only exists in the computer's memory—if you turn off the computer
system, you will lose the document.

It is important, especially if you are working on a lengthy document, to save it
frequently (every half hour is a good rule of thumb). You can too easily lose
information if there is a power outage, or through some inadvertent error like
clearing the working copy by mistake. We also suggest that you keep a
duplicate diskette copy of any lengthy document, in case the original diskette
becomes damaged or worn out.

To save a document, select the Save Document option from the Get/Save
Remove Menu and enter the name you want to give to the working copy.
The diskette must be formatted before you use it to store documents.

Saving to a New Diskette

When you first save a document on a newly formatted diskette, enter a
document name. WRITE recognizes that the diskette is not a document disk
and displays the following warning message:

The: diskette in Drive 2 is not & PFSIMRITE diskette
Your options are:
11 Insert & PF:MRITE diskette in the Drive.

21 Leave the curreat diskette in the Drive,
and create 3 PRSIRITE diskette.

Press CTRL L to continue
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If you leave the current diskette in the drive and press CTRL C, you will see
the following warning:

THE DISKETTE INDRIVE 7
NILL BE-CONPLETELY OVERNRITTEN
Press ES0 to abandan this operation

Press CTRL -C 'ta cootinue

If you press CTRL C following the warning message, WRITE begins the
special formatting that labels the diskette a WRITE document diskette. Any
files on the diskette are erased in the process. WRITE will save your
document on the diskette and recognize the diskette as a document diskette
from then on. You will not see this warning message again with this diskette.

Saving to a WRITE Document Diskette

To save a document on the Sampler diskette or any other WRITE document
diskette, simply select the Save Document option from the Get/Save/Remove
Menu and enter the name you want to give to the working copy.

If the document name you enter already exists on the diskette, WRITE warns
you that it is about to overwrite the copy on the diskette. Press CTRL C to
replace the version stored on the diskette or, if you do not want to overwrite
that version, press ESC to return to the Main Menu. Then save the working
copy under a different name.

If you leave the Document Name item of the Get/Save/Remove Menu
blank,WRITE lists the files on the diskette in Drive 2 and prompts you for the
name you want to give to the working copy. If the document in the working
copy was previously retrieved from a diskette, WRITE automatically enters its
name in the Document Name item. To replace that version, press CTRL C to
continue, and press CTRL C again when WRITE asks if you want to overwrite
the existing copy. Otherwise type the new name you want to give to the
working copy.
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For example, let's save the document in the working copy to the diskette in
Drive 2. (If you have been following the examples in this chapter, the
document named MEMO is currently in the working copy. If it is not, retrieve it
from the Sampler diskette before continuing.)

First, return to the Main Menu (press ESC if necessary), type 4 for the
Selection Number item, and press CTRL C to continue. When the Get/Save/
Remove Menu appears, type 2 for the Selection Number, and leave the
Document Name item blank, as shown below:

GET/SAVE/RENOVE WENY

1:-BET DOCUNENT

7 SAVE DOCUMENT

3 REMOVE DOTUMENT

Press CTRL C to display the list of files on the Sampler diskette:

Direttory listing tor drive 2

NENPRILE . ARTIOLE

* PRIGE EXTRA
SALES.PIC Al
REPORT FLYER
ANNUAL HEND
LETFERL NANE

TARBETS
LETTERZ
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Notice that WRITE has filled in the Document Name item with the name
MEMO, since the document in the working copy was retrieved from the
diskette under that name. But let's save the document under a different name.
Type NEWMEMO into the Name of Document to Save item, so that the
screen looks like this:

Birectory listing for drive 2

MNEWPRILE ARTICLE
PRICE EXTRA
SALES.PIC A
REPORT FEYER
ARNUAL HEND
LETTERL NANE

TARBETS
LETTERZ

Now press CTRL C to store the document under the name NEWMEMO.
WRITE stores the working copy under the name NEWMEMO on the diskette
in Drive 2.

If there is already a document on the diskette with the name that you enter,
WRITE warns you that it will be overwritten. For example, if the document
above had been saved as MEMO instead of NEWMEMO, the following
message would have been displayed:

WARNING.

NEND ABOUT: TO BE-OVERWRITTEN

Press-ESC to abandon this operation

Press CTRL [ to: continue
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If you want to replace the document on the diskette with the document in the
working copy, press CTRL C to continue. If you want to preserve the
document on the diskette, press ESC and restart the Save option using a
different document name.

Note that the document remains in the working copy even when you Save it.
You can continue editing (select TYPE/EDIT) or choose another selection from
the Main Menu.

Removing a Document

You use the Remove Document option to permanently erase a document from
a diskette. Be very sure that you want to remove the document that you
specify, because there is no way to recover it once the function is complete.
(This is another good reason for keeping backup copies of all your
documents.)

To remove a document, select the Remove Document option from the Get/
Save/Remove Menu and enter the name of the document you want to
remove.

Press the CTRL C to continue. WRITE displays a warning before removing
the document. Press CTRL C to go ahead and remove the document. If you
don’t want to remove the document, press ESC to return to the Main Menu.

If you are not sure of the name of the document you want to remove, leave
the Document Name item blank to get a list of the documents on your
diskette. Then enter the name of the document you want to remove and press
CTRL C to proceed with the removal. Again, WRITE warns you that it is about
to remove the document; press CTRL C once more to complete the operation.
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For example, let's remove the document named EXTRA from the WRITE
Sampler diskette. First, return to the Main Menu (press ESC if necessary).
Type 4 for the Selection Number item, and press CTRL C to continue. WRITE
displays the Get/Save/Remove Menu. Type 3 for the Selection Number item,
and EXTRA for the Document Name item:

GET/SAVE/RENDVE NENU

I BET DOCUMENT
2 SAVE DOCUMENT

3 REWOVE DOCUMENT
[scLecrion wmece B

[cocumen wene: RO

Press.Opes fpple H for Help

Press CTRL C and WRITE warns you that it is going to remove the
document:

EXTRA ABOUT TO BE REMOVED

Press E5C 1o abandon. this operation

Press CTRL C to continge

Press CTRL C to complete the Remove operation. WRITE permanently
removes the document from the diskette and returns to the Main Menu.
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WARNING

Once you Remove a document or file, there is no way to recover it.
Make sure you really want to delete it permanently from the diskette
before using this function.

Summary
= The GET/SAVE/REMOVE function has three options:
— Get Document retrieves a document from diskette
— Save Document stores the working copy on diskette
— Remove Document permanently erases a document from diskette

m Leave the Document Name item blank in the Get/Save/Remove Menu to list
the files on the diskette.

= Save your documents frequently, and keep duplicate copies of important or
lengthy documents.

= Make sure you have no further need for a document before you Remove it.
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5: clear

You use the CLEAR function to erase whatever text is currently in the
working copy. If there is a document in the working copy and you want to type
a new document, you must clear the working copy first.

Selecting the CLEAR Function

To clear the working copy, return to the Main Menu (press ESC if necessary)
and type 5 for the Selection Number item. Press CTRL C to continue.

If there is currently something in the working copy and the latest changes
have not been saved, WRITE displays a warning.

WORKING COPY ABOUT TO BE CLEARED
LATEST CHANBES NOT SAVED
Press ESC to abandon this operation

Press CTRL € to continue

If you do not wish to erase the contents of the working copy, press ESC to
abandon the CLEAR operation. Otherwise, press CTRL C to confirm it. WRITE
clears the document from the working copy, including its name and any
information entered in the Define Page Menu, then returns to the working copy
(now blank).

For example, suppose you want to type a new document. If you have been
doing the examples in this book and have not turned off your computer since
the last chapter, the working copy currently contains the document named
MEMO. To clear MEMO from the working copy, type a 5 in the Selection
Number item of the Main Menu, and press CTRL C to continue. WRITE
erases MEMO and displays a new (blank) document in the working copy.
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Summary

= Use the CLEAR function to clear the contents of the working copy so you
can type a new document.
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6: advanced editing

The TYPE/EDIT function offers a number of editing features besides those
described in Chapter 1. These additional features, termed "“advanced” since
they are not usually needed for the preparation and printing of simple
documents, are explained in this chapter.

One of the advanced features is the ability to include other documents,
including charts produced by PFS:GRAPH, as part of a WRITE document.
You can easily include PFS graphs and other WRITE documents anywhere
you wish in your document. Other advanced features allow you to remove,
move, and copy a block of text; search for a word or phrase and, if you wish,
automatically replace it with another word or phrase; center, left- or right-justify
a line of text; and add print enhancements such as boldface type and
underlining, or send special commands to the printer.

Block Editing

There are times when you want to perform some function, such as removing,
-on an entire section or “block” of text . WRITE allows you to move, copy, and
remove any successive lines of text that you have “labeled” as a block.

Labeling a Block

You can label as many characters, words, or lines as necessary for a block
editing procedure. All you have to do is move the cursor to the first character
that you want to label and press CTRL L (for Label). Then move the cursor to
the last character you want to label and specify the function you want to
perform, as explained below. The characters that are labeled appear
highlighted on the screen. You can use any of the cursor movement keys to
move the cursor while labeling.
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For example, retrieve the document named ANNUAL from the WRITE Sampler
diskette, so that the screen shows the first lines of the annual report:

Prepared by
Leregrrn s agpren eyt o

g prge g Crpeer e gany
ANNUAL TRl Line 1 of Page |

Suppose you want to label a sentence in the letter from the President. First,
press CTRL N three times to display the first paragraph of the President's
letter. Move the cursor to the beginning of the last sentence in that paragraph

and press CTRL L. WRITE highlights that character to show that it has been
labeled:

Letter iroen the President:

Dear Investors, H

We are mtreaely pleased to anncunce that Mawi Charter Trips

Bad an all-tise record year in 1982. Dur sales were roughly

double our target. The prisary reason for this perforsance H

is our acquisition of the highly profitable Maui Fun Flightsd 1

in June, However, our other trips also had stronger sales i

than expected, flbe chart delow provides mosthly Forecast and 1

actual sales, i

ABRAPH Sales.pich
B TP T T ML I T R

B O R T
ANNUAL 71 Fall Line 12 of Page 2
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Now press the RETURN key twice so that the entire sentence is labeled. The
screen looks like this:

Letter rom the President:

Dear lavestors,

We are estresely pleased to announce that Maui Charter-Trips
had anall-tine record year in 1982, Our-sales were roughly
double our target. The prisary reason for this perfareance
is our acquisition of the highly profitable Maui Fun Flightsd
in-June.: However, our other trips also had stromger sales
p The chart below provides sonthly forecast and

4 46RAPH Sales.pic H
B LT o RISTLRLT LTV TP AP e}
ANNUAL Labeling 11 Rl Line 13 of Page 2

The sentence is now labeled for block editing. The next step is to specify what

you want to do with the block. The block editing functions are described in the
next few sections.

If you should want to unlabel a block of labeled text, press CTRL L again. All
of the labeled characters will be unlabeled, as shown by the disappearance of
the highlighting. Moving the cursor to any point before the labeled section or
pressing ESC to return to the Main Menu also unlabels the block.
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Removing a Block

To remove a block of labeled text, press CTRL R (for Remove). WRITE
removes the block and places it in a special location in memory known as the
“block buffer”. The block remains in the block buffer until it is replaced by
another block or until the computer is turned off. This last feature allows you
to transfer a block of text from one part of the document to another, or to
another document.

For example, suppose you want to remove the sentence from the President’s
letter that you labeled in the previous section. (If you unlabeled it with CTRL
L, label it again.) All you have to do is press CTRL R. After the block is
removed, the screen looks like this:

i Letter from the President:

Dear lnvestors,
We are matresely pleased to announce that Maui Charter Trips
had an all-tive record year in 1982, Our sales were roughly
double our target. The prinary reason for this perforauice
% our acquisition of the highly profitable Maui Fun Flightsd
in June, However, ogr other trips also had stronger sales
than expected.
H ABRAPH Siles.picy
i

[T ST (T T TUTYS CIPT LT e e,

[ R SIT TR ST
71 Fall Line 12 of Page 2

If you later realize that you didn't really want to remove a block of text that
has been removed, you may be able to get it back. If the block is still in the
block buffer, you can return the block to the document by pressing CTRL D
(for Duplicate). For example, you can re-insert the sentence you removed from
the President's letter. The cursor should be in the original location, so press
CTRL D to return the sentence to its original place.

The block buffer will hold a block up to about 10 lines of text. If you attempt

to remove more than will fit in the block buffer, WRITE displays the following
message:

H i

D e St ST LT T TS LR LTI TE Ty L SIS CERRI TS
0 LARBE T0 SAVE. REMOVE ANTMAY? (Y/N
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If your intention is to remove that block of text permanently from the
document, and you are sure you have no further use for it, type Y to remove
it anyway. But if you are trying to move it to another location, type N to have
WRITE return the cursor to the end of the labeled block. Reduce the size of
the block and try again.

Moving a Block

When you want to move a block of text from one location to another in a
document, label the block and use CTRL R to remove it from its original
location. WRITE puts it in the block buffer. Then move the cursor to the new
location and press CTRL D. WRITE brings in a copy of the block in the block
buffer and inserts it at the cursor location (again, the block remains in the
buffer).

For example, suppose you want to move the “prepared by” section of the
annual report so that it appears on the financial statement page of the annual
report. Press CTRL G, then B to return to the beginning of the Annual Report,
and then the down arrow to move to the line

Prepared by

Label the section by pressing CTRL L and pressing the RETURN key five
times. The screen looks like this:

! ANKUAL: REPORT t

1982

MAUT CHARTER TRIPS

T C S ET LA E ey L C W

B O e e
RNNUAL Labeling 7.1 Full Line:19 of Page 1
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Now press CTRL R to remove the lines from that location, as shown below:

ANNUAL REPORT
1982

WAUT CHARTER TRIPS

privpee
of Pige |

' T TP TI ST Il
ANNUAL 7 LFall Ling 15

Next, move the cursor to the financial statement (which now appears starting
at the bottom of page 3) using the down arrow or CTRL N keys. Insert 5
blank lines so that the words Financial Statement appear at the top of page 4.
Page 4 now looks like this:

Financial ‘Statesent

Septesber 30, 1982

Rasets Liabilities
Land (1) 3,442,000 Aecounts’ Payable 842,000
Buildings (21 - 633,000 Loans 5,209,000
Birplanes (33 7,219,000 Taxes Dwed 317,000
Equipsent 993,000
Cash 4} 1,141,000

Accounts Rec 397,000
Total Assets 13,787,000 Total Liabilities &,518,000
et Worth 7,269,008
L e PR SR T

ELTT S C T LS LT
ANNUAL Inserting 7.1 R Line 20 of Page 4




advanced editing 6-7

Move the cursor to the second line under the date. Then press CTRL D to
duplicate the contents of the block buffer at the cursor position. The beginning
of the financial statement now looks like this:

Financial Statesent

Septeater 30, 1982
Prepared by
Saith, Kline, & French
H3 Main Strest
Palo Alto,. California
Assets Liabilities
Lang 1D 3,462,000 Accounts Payable. 642,000
Buildings (2 635,000 Loans 5,279,000
Airplanes (3) - 2,219,000 Tanes Dwed 31,000
Equipaent: 993,000
i Cagn 14} 1, 141,000
LR LTTI T T P P S PRI EE T IS SR SRS PP U PR
HNNURL, Inserting # 1 Full Line-5 of Page 4

If you want to move a block of text from one document to another, you follow
much the same procedure. First, label the block and remove it from the
original document. Then retrieve the second document and move the cursor to
the location where you want to insert the block from the original document.
When the cursor is in place, press CTRL D to duplicate the block at the
specified location.

Copying a Block

Copying a block of text is very similar to moving it, except that the block
remains in the original location as well as appearing in the new location.

To copy a block of text, first label the block, then press CTRL D to duplicate
it. WRITE makes a copy of the block and places it in the block buffer. Next,
move the cursor to the location where you want to insert the copy of the
original block, and press CTRL D again. WRITE inserts the copy in that
location. You can insert multiple copies of the same block of text by
repeatedly moving the cursor and pressing CTRL D—WRITE inserts the text
at the cursor location each time CTRL D is pressed.
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Searching for a Word or Phrase

WRITE will search through your document, looking for a particular word or
phrase. To begin a search, press the CTRL S (for Search) to display the
following prompt on the status line:

All you have to do is enter the word or phrase you want to find in the Search
For item—this is called the “search phrase”. When you have entered the
search phrase, press CTRL C to continue. WRITE searches through the
document starting immediately after the current cursor position, and displays
the first occurrence of the search phrase.

WRITE uses the following rules when searching for the search phrase:

® spaces before and after the search phrase are ignored

= more than one space between words in the search phrase is ignored

» the search phrase is found regardless of upper and lower case differences
(thus “cat” finds cat, Cat, CAT, and so on.)

For example, suppose you want to search for the first mention of Sales in the
annual report. First, press CTRL G, then B to return to the beginning of the
document. Then press CTRL S to indicate that you want to make a search.
WRITE prompts you for the search phrase. Type

Sales

as shown here:

Sales
[ os ssromaric e B
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Press CTRL C to begin searching. WRITE finds the first occurrence of the
word Sales, displays that part of the document with the cursor on the S in
Sales, and returns you to normal editing:

We are extrewely pleased to announce that Maui Charter Trips
had an all-tise record year in 1962, hb}n were roughly
double our target. The primary reason for this performance
i5 our acquisition of the highly profitable Maui Fun Flightsd
in June. However, our other trips also had stronger sales
than expected. The chart below provides sonthly forecast and
actual sales.

FGRAPH Sales,pict

B T TR T TP SR TR TS OO S ST
ANMUAL 71 Full Line 3 of Page 2

To search for the next occurrence of Sales, press CTRL S. Notice that Sales
is already entered in the Search For item. Now press CTRL C to have WRITE
search for the next occurrence of the phrase.

Searching for Partial Phrases (Wild Card Searches)

Sometimes you want to search for partial words or partial phrases in a
document. WRITE recognizes the use of the special symbol .. (two periods)
to indicate unknown characters somewhere in the search phrase. This symbol
works just as it does in PFS:FILE, as shown below:

If you enter WRITE will find

abc .. the next word starting with abc
. Xyz the next word ending with xyz
.abc.. the next word containing abc in any position

the next word, no matter what it is
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Manual Search-and-Replace

To search for a word or phrase and replace it with another word or phrase,
start with the same step: press CTRL S and enter the search phrase in the
Search For item. Then press TAB to move the cursor to the Replace With
item, and enter the phrase—called the replacement phrase—that you want to
substitute for the search phrase. Press CTRL C to continue.

WRITE searches for the first occurrence of the search phrase, then asks you
if you want to make the replacerent. Type Y to make the replacement, N to
leave the phrase as it is. WRITE makes the replacement or not, depending on
your answer, then goes on to find the next occurrence of the search phrase.
(If you enter Q, WRITE stops the search-and-replace function and returns you
to normal editing at the current cursor position.)

When WRITE reaches the end of the document, it leaves the cursor at the
last phrase it found.

For example, in the document named ANNUAL that you have been editing
throughout this chapter, suppose you want to change the word October to the
word November. First (assuming the document is still in the working copy),
press CTRL G, then B to return to the beginning of the document and then
press CTRL S to display the search prompt.

Type the word
October

in the Search For item, press TAB to move the cursor to the Replace With
item, and type

November

The screen looks like this:

ANNUAL REPORT
e

MAUIL CHARTER TRIPS
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Press CTRL C to continue. WRITE finds the first occurrence of the word
October and asks you if you want to make the replacement:

Notes:

(1) Land 1ncludes the airstrip at Wailed and the beachfront
office oa Kanapali Beath, H

120 Buildings include the airplane hangar and office i
building. H

130 A Boeing 737 was added to the fleet in 1962,

(41 Cash on hand includes the escrow account amount for the
stheduled i tober charters.

If you want to make the replacement, type Y, and WRITE will replace October
with November and search for the next occurrence. If you do not want to
replace this instance of October, but want to search for the next occurrence,
type N. If you want to quit searching, type Q.

Automatic Search-and-Replace

Occasionally, you want to replace every occurrence of a phrase with another
phrase. This is called an automatic search-and-replace operation.

To specify an automatic search-and-replace, press CTRL S, then enter the
search phrase in the Search For item. Press TAB to move the cursor to the
Replace With item, and enter the replacement phrase. Press TAB again to
move the cursor to the Auto/Manual item, and type A to indicate that you want
WRITE to make each replacement automatically, without asking you for
verification. Then press CTRL C to continue. WRITE searches for every
occurrence of the search phrase, replacing it automatically with the
replacement phrase. When the last occurrence has been replaced, WRITE
leaves the cursor at the last phrase replaced.

You should be careful when using an automatic search-and-replace. It can
sometimes be tricky to reverse it if you realize that you didn't really want to
replace all occurrences of the search phrase. You can, if you need to, stop
the search-and-replace operation at any time by pressing the space bar.
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Counting Words

You can use the Search function to count the usage of a particular word or to
count the total number of words in a document.

To count uses of a word or phrase, return the cursor to the beginning of the
document, press CTRL S, enter the word or phrase in the Search For item,
leave Replace With blank, and set the Auto/Manual item to A. Press CTRL C
and WRITE will count the occurrences of the search phrase throughout the
document and displays the number on the screen.

To count the total number of words in a document, return the cursor to the
beginning of the document, enter .. in the Search For item, and set Auto/
Manual to A. WRITE will count every word and display that number.

Formatting a Line of Text

Once a line of text is entered in a document, you can change its position with
respect to the left and right margins. Simply move the cursor to the line you
want to format, and press CTRL F (for Format). WRITE highlights the line and
prompts you on the status line for the way you want it formatted:

.un,-l--lnuruu:.nl:uu:nu|=|-|n.uu::nlnul:ull*slnlnll]uu:ln

Type one of the following choices:
L to move the line so the first character in the line is at the
left margin
C to center the line between the left and right margins
R to move the line so the last character in the line is at the
right margin

As soon as you type your choice, WRITE makes the desired adjustment and
redisplays the line.
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For example, the two-line financial statement title should probably be centered
on the page. Use the up arrow to move the cursor to the first line of the title.
Press CTRL F to display the prompt shown at the bottom of the screen:

Septesber 30, 1982
Prepared by
Saith, Kline, & French
113 Main Strest

Palo Alto, California
i Rssets Liabilities
I Land {1} 3,462,000 Accounts Payable 862,000
H Butldings (21 835,000 Loans. 5,217,000

Rirplanes (3} 7,219,000 Taxes Dwed 77,000 i
B P s T e R O A R

Notice that the line where the cursor is located is highlighted on the screen.
Type

C

to indicate that you want to center the line within the margins. WRITE
immediately redisplays the centered line. Now repeat the procedure for the
date. The screen now looks like this:

Financial Statesent
Sepleaber 10, 1982
FPrepared by
Swith, Kline, & French

1 113 Main Street
H Palo Alto, Calitoraia

Assets Liabilities
Land (1) 3,462,000 Accounts Payable 842,000
Buildings (2) 635,000 Loans 5,279,000

Airplanes (3} 7,219,000 Tazes Owed 177,000
prageeney P g g

LT T CELe ThTEy SR prrgereed

’ Sirreen
ANNAL 81 Ful Line 3 of Page 4
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Formatting a Page (Removing Space)

Sometimes you need to close up text on a page. Use CTRL E and CTRL R to
remove unwanted space.

For example, suppose you want to combine the two paragraphs of LETTER1
into one paragraph. First, Get Letter1 from the Sampler diskette and then
position the cursor on the blank line as shown below:

October &, 1982

Br. and Mrs. Williae Anthony
2119 Dixon Drive So.
Renton, WA 98053

Dear Wr. and Mrs. Anthony:

Enclosed are your tickets for your charter flight te Maui the
second week of January. You will find vouthers for your
condominiue and car reatal in the folder with the airplane
tickets.

|

1 as also enclosing & brochere and price list for tours,
excursions, and sports instruction available on Maws itseld.
Please let ae know, either defore or after you arrive, if you
would like to book any of these activities.

B R e

ey e e
LETTERY I %Rl Line 15 of Page |

Use CTRL E to erase the blank line first. Then position the cursor two spaces
after the end of the first paragraph:

Dctober &, 1982

Wr. ang Mrs. William Aathony
2119 Dixon Drive So.
Renton, WA 98055

Dear Me. and Ars. Anthony:

Enclosed are your tickets for your charter flight te Maui the

second week of January., You Will find vouchers for your

condosiniua and car rental in the folder with the airplane

tickets. i

I an also enclosing 4 brochure and price list for tours, i
extursions, and sports instruction available on Maui itself. t
Please let we know, either defore or after you arrive, if you

would like to book any of these activities.

D e T T L (T Tl G T L PO o O T
LETTER] |1 Fall Line 18 of Page |
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Press CTRL R and the lower paragraph will be pulled up to continue the first
paragraph:

October &, 1982

Br. and Wrs. Williae Anthony
2119 Buxon Drive So.
Reston, WA 98055

Bear W, and Mrs. Anthony:

Enclosed are your tickets for your charter flight to Naui the

second week of January, You will find vouchers for your

condowinius and car rental in the folder with the airplane

tickets. | am also enclosing a brochure and price list for

tours, excursions, and sports instruction available on Mawi

itself. Please let we know, either belfore or aiter you

arrive, if you would like to book any of these activilies.

e hope you will enjoy your trip to our beastifel island.
T P T PP T TP
LETTER] 11Fall Line 14 of Page |

Adding a Document or Graph

There are several ways to add material to your WRITE documents. You can
use CTRL A (Append) to append another WRITE document to the working
copy for editing. You can use the JOIN command to add multiple WRITE
documents together at print time. You can use the GRAPH command to add
charts to your WRITE documents at print time. These operations are
described in the following sections.

Adding Another Document to the Working Copy

WRITE allows you to combine two documents by appending a document from
a diskette to the document in the working copy. This feature makes it possible
to insert “boilerplate” material into a document. Once the appended document
is in the working copy, it can be edited just as if you had typed it.

To append a stored document to the working copy, press CTRL A and, when
WRITE asks you for the name of the document to append, enter the
document name and press CTRL C. WRITE will retrieve the document and
append it at the left margin of the line above the one the cursor is on. If the
margins of the appended document are different from the margins for the
working copy, the appended document will be reformatted within the margins
of the working copy.

For example, let's append the document named NAME from the Sampler
diskette into the annual report. (Retrieve Annual from the Sampler diskette
before beginning this example.)
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Move the cursor to the blank line three lines below the signature line of the
letter from the president:

Very truly yours, i

Jahn H. Leader i
President i

. ;

H

B B TR LR T e ettt e T S
ANMLIAL 71 Full Line &3 of Page 2

Now press CTRL A and WRITE asks you for the name of the document to
append. Be sure the Sampler diskette is in Drive 2 and type NAME after the
prompt. Press CTRL C to continue. WRITE retrieves NAME from the diskette,
and inserts it at the cursor location. The screen looks like this when the
document has been appended:

H Very truly yours,

dobn H. Leader
President

P.S. At the latest Board of Directors seeting, it was

decided ta change the nase of Maui Charter Trips to Holidays

in Hawaii, to sore accurately reflect the business in which

the company is currently engaged. This docusent reflects i
that nase change. '

',...:...‘[,...T,.nz-.n:m.y.u"u.‘nu:.mﬂ...:n.- L TR
ALAL 81 Full Line &3 of Page 2
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Adding Another Document when Printing

To join another document to a document when it is being printed, without
adding any material to the working copy, you enter a special command at the
location in the working copy where you want the joined document to appear.
The command is:

*JOIN name*

where name is the name of the document. (The command can be abbreviated
*J name*.) You would use the JOIN command rather than CTRL A when the
document to be joined will not fit in the working copy or when you have no
need to edit the joined material.

For example, if you want to add a WRITE document named Pricelist to your
working copy when it is printed, you would type

*JOIN Pricelist
in your document at the point where you want the price list included.

When you print the document, make sure the disk containing the document to
be joined is in Drive 2. WRITE will find it at the appropriate time, and insert it

at the correct location, preserving its margins but otherwise conforming to the
page iayout of the working copy.

Note that you can join an unlimited number of documents while printing. This
capability is useful when preparing a very large document. You can split it up
into several smaller documents, then print it all together when you are ready
to print the final copy. To do this, you would enter the required *JOIN name*
commands at the end of the first small document, making sure they are

arranged in the order you want the other documents to appear when printed.

The JOINed document will be printed in your document where the command
appears. Any blank lines before or after the command will be printed before
or after the JOINed document. WRITE does not execute an asterisk command
in a JOINed document.
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Adding a PFS Graph

You can print a chart created with Apple llc or lle PFS:GRAPH version B:00 (or
later) at any location in a WRITE document, as long as that chart has been saved
on a WRITE document diskette. (See the PFS:GRAPH manual for instructions
on saving charts to a document diskette.)

To include a chart in your document, type the command
*GRAPH chartname*

at the location in the document where you want the chart to be printed. (The
command can be abbreviated *G chartname™.) For example, to print a chart
stored with the name Sales.Pic, you would enter

*GRAPH Sales.Pic*
at the desired location in the document.

The first asterisk of the GRAPH command will determine the placement of
your chart. If you want to change the position of the chart, move the
command to the left or right accordingly.

When you are ready to print the document, enter Y for the Include PFS Graph
item on the Print Options. When you press CTRL C, WRITE displays a special
menu that asks you which graphics printer you are using:

PRINTER HEWU

1 EPSON 4 108
2 APPLE DOT MATRIX 5 DKIDATA

3 NEC/C.1T0H
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Although WRITE can print a standard document on any printer, it can only
print a chart as part of a document if you are using one of the graphics
printers on this menu. Type the number that corresponds to your printer, and
press CTRL C for WRITE to begin printing the document.

Note: When you print a pie chart as part of a document, it should be printed
on the same printer that was specified when the chart was saved. Otherwise,
the pie might not be perfectly round.

When WRITE reaches the part of the document where the graph is to appear,
it reads the document diskette and prints the chart in the correct location. The
printed chart will be approximately 3-1/2 by 4-1/2 inches, occupying 18 lines of
the page. If it will not fit on the current page, WRITE starts a new page before
printing it.

It is a good idea to leave at least 18 blank lines in the document to
accommodate the chart, since that will make the page breaks shown in the
working copy correspond to those that occur in the printed document.

You can print as many charts in a document as you wish; just enter the
*GRAPH* command wherever you want the charts to appear, and follow the
above procedure. As WRITE reaches each graph command, it will look for the
chart on the document diskette in Drive 2.
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Print Enhancements

WRITE supports three print enhancements directly, and any others supported
by your printer through the use of special printer control codes. The three
directly-supported enhancements are boldface type, underlining, and page
break.

Printing Characters in Boldface

To print a character in boldface, move the cursor to that character, and press
CTRL B (for Boldface). WRITE highlights that character on the screen. When
it is printed, the printer will print that character twice so the letters are darker.
The status line identifies the enhancement whenever the cursor is on the
boldfaced character.

For example, suppose you want to print the title “Annual Report” in bold type.
First, move the cursor to the A in Annual:

AL BEFORT o
1982

MAUT- CHARTER TRIPS:

Prepared by : i
e e T T T F e
ANNUAL T3 Full Line 1 of Page 1




advanced editing 6-21

Now press CTRL B repeatedly until the entire title is highlighted:

If you move the cursor back a character, you can see that the status line
identifies the print enhancement which has been set for the character the
cursor is on:

To remove boldfacing, you must retype the material.
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Printing Characters with Underlining

You underline a character in much the same way: just move the cursor to that
character, and press CTRL __ (The CTRL key, the SHIFT key, and the
underline key). WRITE highlights that character as it does for boldfaced
characters. Underlined characters can be distinguished from boldfaced
characters by positioning the cursor on a highlighted character and noting the
enhancement identified in the status line. Characters can be both boldfaced
and underlined, in which case the status line will indicate both enhancements.

To underline several characters, press CTRL __ repeatedly. To remove
underlining, you must retype the material.

Starting a New Page

If you wish to start a new page at any point in your document, simply type the
command:

*NEW PAGE*

The line following the New Page command will begin on the next page of the
printed output.

The command can be abbreviated to *N*.

Sending Special Codes to Your Printer

You can send any control codes recognized by your printer by entering the
following information at the location in your document where you want a
special printing mode to begin:

*PRINTER code1, code2, etc.*

The codes in the command are the ASCII decimal equivalents for the desired
control code. Separate the control codes with commas. At the end of the text
that you wish to have affected by that control code, you should send the code
that “turns off” that enhancement.

For example, suppose you want to print the word very in a document in
double-wide mode on an Epson MX-80. You would enter the command

*PRINTER 14~
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just before the word very. Then, after very, you would enter the command
*PRINTER 20*

to return to normal printing.

The command can be abbreviated to *P 20*.

Most printer manuals contain a list of the control codes that initiate and

terminate special printing modes; if yours does not, contact your printer dealer
for help.

Summary

= Use the TYPE/EDIT function to perform any of WRITE's advanced editing
features.

s |CTRL| L labels the character the cursor is on. To label the rest of
bl a block of text, move the cursor to the last character in
(Label) the block. When text is already labeled, CTRL L unlabels

the entire block.

= |CTRL |E| removes a labeled block of text, if there is one, and

(Remove places it in the block buffer

= |CTRL @ if a block is labeled, places a copy of the block in the
block buffer. If no block is labeled, places a copy of

(Duplicate) whatever is in the block buffer at the cursor location.

s |[CTRL - searches for a phrase and, if requested, replaces it with
(Search) another.

— leave Auto/Manual at M to verify each replacement

— change Auto/Manual to A to replace all occurrences
without asking for confirmation

— leave Replace With blank to search for a word or
phrase and count occurrences

= abc.. entered in a search phrase, finds the next word starting
with abc
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.. XyZ

= . abc..

« (] [F]

(Format)

= *JOIN name*
*J name*

« (o] []

(Append)

» *GRAPH chartname™
*G chartname*

. ICTFIL

(Boldface)
« [cTRL] [T]
(Underline)

= “NEW PAGE*
iNQ

= *PRINTER code1, code2, .. ."

*P code1l, code2, . ..

entered in the search phrase, finds the next
word ending with xyz

finds the next word containing abc in any
position

finds the next word, or counts the total
number of words in the document

centers, left-justifies, or right-justifies the line
containing the cursor

inserts the document named “name” where
the command appears when printing

prompts for the name of a document to

insert in the working copy above the line the
cursor is on

inserts the graph named ‘“chartname” where
the command appears when printing

boldfaces the character the cursor is on
underlines the character the cursor is on

starts a new page when printing

sends the listed code to the printer to alter
printing modes. Separate multiple codes
with commas
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v: form letters

This chapter explains how to merge a letter in the working copy with data
from a file created with the PFS:FILE program in order to produce form letters
automatically. This feature is extremely useful when preparing personalized
letters for people on a large mailing list. (In fact, you can merge data from a
PFS file with any kind of a WRITE document, not just a form letter.)

The First Step: A PFS File

The PFS:FILE program is used to organize and store information in many
different situations. One very common use is to keep lists of people—
customers, patients, subscribers, employees, and so forth. Assuming that you
have a list of people and their addresses stored in a PFS file, regardiess of
what other information is stored for those people, you can print individual
letters for all the people on the list, or for any selected group of people from
the list.

For example, the STAFF file described in Chapter 2 of the PFS:FILE Apple llc and
lle manual contains personnel information for six fictitious employees. The form
from the file looks like this:

. RleSWE  IDENTIFIER SPEC Page 1

By combining the data in this file with a WRITE document, you can print
identical letters to each person whose name is in the file, to each person who
works in a particular department, or to each person who lives in a particular
town.
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WRITE can read data from Apple Il, lic, or lle PFS:FILE files. The files can be in

40- or 80-column format. On the Apple llc, the files are read and displayed in the
format they were created in, regardless of the setting of the 40/80-column switch.
However, text from Apple Il files is printed entirely in upper case letters.

The Second Step: A WRITE Document

The next step is to prepare the letter that you want to send to the people
whose names are on the list. Type the letter just as you would a normal
document, except that you must identify each piece of information that is to be
read from the PFS file. You do that by entering an asterisk, an item identifier
(either the item name from the form, or a shortened version of that name),
and another asterisk. For example, suppose you want to send a form letter to
all of your employees announcing a new bonus plan. You would start by
entering the following:

November 25, 1983

*Name*
*Address*
*City*, *State* *Zip*

Dear *Name”*,

Notice that there are asterisks surrounding each item that is to be read from
the PFS file, even when several items appear on one line. Also, both spaces
and punctuation have been inserted where needed. (Note: the item identifier
must all be on one line.)

Now enter the rest of the letter:

We are pleased to announce a new profit sharing plan that will
affect all employees. Here's the way it works: 10% of profits will be
reserved for employee profit sharing. It will be allocated to
employees based on their monthly salary at the end of the fiscal
year. Your monthly salary was *Salary (T)* at the end of fiscal
1982, so that will be your base for this year's profit sharing
distribution.

We will be distributing the checks at the end of this month.
Very truly yours,

John Adams,
Personnel Mgr.
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You can insert data from the PFS file wherever you want in the document, as
shown by the *Salary (T)* item in the body of the letter. (Note: (T) for text
placement is explained in the later section titled Placement of Merged Data.)

The Final Step: Printing the Form Letters

When you have finished entering the letter, you are ready to begin printing the
form letters. Let's print the bonus announcement letters as an example. Return
to the Main Menu, enter 3 in the Selection Number item, and press CTRL C

to continue. WRITE displays the Print Options for you to fill in:

FRINT OPTLONS
n pacE: WERRTD Pace: BT

Press Open Aple H for Help

Fill in these options appropriately (enter Y for Pause Between Pages if you
want to use single sheet stationery).When you reach the PFS File Name item,
enter the name of the PFS file—STAFF for this example.

PRINT OPTIONS

Press Open Apple H for Help
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Once you have filled in all the options, insert the diskette that contains the
PFS file in Drive 2 and press CTRL C to continue.

Next, WRITE displays the form from the file with the words RETRIEVE SPEC
at the bottom of the form. You need to fill it in with retrieve specifications that
identify which forms from the PFS file you want to use to prepare the letters.

This allows you to prepare form letters for some special group of people from
the file, such as those who live in Honolulu or those who are flight attendants.

G o
mma

s fSeite]

{5a1ary ]

File STAFF RETRIEVE SPEC Page |

Fill in the retrieve specifications just as you would when working with
PFS:FILE (see Chapter 4 of the PFS:FILE manual if you need an explanation
of retrieve specifications). For this example, you want to print letters for all
employees in the file, so leave the form blank and press CTRL C to continue.

Again, WRITE displays the form from the PFS file, this time with the words
IDENTIFIER SPEC at the bottom of the form:

e
o m
it
il ]

File STAFF IDENTIFIER SPEC Page 1
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You use this form to enter any shortened item names that you used in the
letter. Just use the TAB key to move to the item, then type the name you
used in the letter. For example, you entered the item identifier of *Salary (T)*
in the letter, but the actual item name on the form might have been Monthly
Salary. You would press TAB to move to the Monthly Salary item, and enter

Salary

When you have filled in the names of any items identified with a different
name in the letter, press CTRL C to continue. If you have used the exact item
names from the form in the letter as in this example, leave the identifier spec
form blank and press CTRL C to continue. WRITE asks you to position the
paper in your printer, then begins printing the first letter.

When the first letter has been printed, WRITE will go on to the next letter
unless you have entered Y for the Pause Between Pages item. In that case,
WRITE will pause and display the message:

PUT A NEW PAGE [N YOUR PRINTER

Press CTRL C to continue

Follow its instructions and WRITE will print the next letter, pausing after it is
finished for the next sheet of paper, and so on.
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Placement of Merged Data

WRITE provides three methods of placing merged data in your document: left
justified, text placement, and right justified.

Left Justified

Ordinarily WRITE will place items from your PFS file starting at the position of
the left asterisk of the command which identifies a PFS file item. If an item
from the file is more than one line, it will be printed in your document as more
than one line.

For example, if your PFS file contains the item “address” which looks like this:

1200 North State
Ukiah, CA 95482

type

*Name*
*Address*

in your document to have the name and address printed on three lines.

Text Placement

The text method will print an item as text. Any time you wish to insert items
into a paragraph, use this option. If an item is more than one line in the PFS
file, the entire item will be printed as text, filling lines and wordwrapping when
the margin is reached.

For example, if you wish to insert the amount from an item called Salary into
a paragraph, follow the item identifier with a T in parentheses as shown here:

*Salary (T)*
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Right-Justified
The right-justified option will place an item from the PFS file in front of the
position of the right asterisk. This option allows you to merge data into a
column of numbers and have the final column lined up correctly on the right.
To specify right placement, follow the item identifier with an R in parentheses
as shown here:

*Total Cost (R)”

This will print the data from the item, such as 25.00, with the final digit in the
same column as the right asterisk.

Summary

= You can merge data from any Apple Il, Apple lic, or Apple lle PFS file into a
WRITE document.

m Specify the item in the document by entering an asterisk, an item identifier,
and another asterisk, e.g., *Name*

m Enter the name of the PFS file in the PFS File Name item in the Print
Options.

= Fill in the retrieve spec form with retrieve specifications that identify the
group of forms you want to use.

= Fill in the item identifier spec form with the names of any items used in the
document where the name is different from the name on the form.

m Specify placement of the PFS file item as follows:
*item* will insert item at position of left asterisk
*item (T)* will insert item as a string of text

*item (R)* will insert item right-justified to final asterisk
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Az appendix

Error Messages

PFS:WRITE displays a message whenever it encounters an error condition.
Certain errors are the result of mistakes you make as you use the program,
while others are the result of physical limitations or problems with certain parts
of your computer system.

Most of these messages appear in the message area at the bottom of the
screen:

PFSIMRITE  WAIN MENU
1 TYPEZEDIT 4 GET/SAVE/RENDVE

2 DEFINE PAGE 5 CLEm

3 PRINT

INVALID SELECTION MUNBER, RE-ENTER

Press Open Apple H for Help

PFS:WRITE displays other messages on a separate screen:

PROBLEN
Saving MEWDOC
1/0 ERROR

Press ESCAPE to return to Main Menu

(See sanual appendix A1
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When you encounter one of these messages, simply locate the message in
the list below and follow the instructions in the Corrective Action column. To
restart normal WRITE operation, press ESC to return to the Main Menu.

Following is the list of WRITE messages, arranged in alphabetical order.

Message

BLOCK TOO
LARGE TO
SAVE. REMOVE
ANYWAY? (Y/N):

Description

You have labeled and tried to
remove a block of text that will
not fit in the block buffer. The
block buffer will hold only about
10 lines.

Corrective Action

Type Y to delete the block
without saving it in the block
buffer, or N to return to the
working copy. Label the block
in smaller sections to remove
and save the smaller blocks
one at a time.

CAN'T FIND
DISK

The computer cannot find the
disk drive.

Check the cable connections.

CAN'T FIND
DOCUMENT

WRITE cannot find the
document you specified when
using the GET/SAVE/REMOVE
function or Append command.

Or, if you try to Get a GRAPH
chart from a document diskette,
you will get this message.

Make sure you have entered
the name correctly, and that the
diskette containing the
document is in Drive 2.

WRITE can use charts only to
print them. You cannot Get a
chart.

DISK
DIRECTORY IS
DAMAGED

The area of the diskette where
WRITE keeps track of the
documents on the disk can no
longer be read.

Immediately make another copy
of your backup copy, and then
use the backup. The damaged
diskette must be reformatted
and recreated or should be
discarded.

DISK FULL

WRITE attempted to save the
working copy and found that
the specified diskette did not
have sufficient space.

The diskette that contains the
PFS file you are using is so full
there is no room for your
retrieve specifications or
identifier specifications.

You already have the maximum

number (26) of files on the diskette.

If you have some unnecessary
files on the diskette, use the
REMOVE function to delete
them. Or, you could use a
different diskette on which to
Save the working copy.

Use the REMOVE function of
PFS:FILE to remove some
unneeded forms from the file.

Erase one or more files that are
not needed, or use another
diskette.
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Message Description Corrective Action

DISK IS WRITE-  You tried to SAVE the working Remove the write-protect tab or

PROTECTED copy to a diskette that is write- Save the working copy on

protected. another diskette.

DOCUMENT There is no more room in the Save the working copy, then

FULL working copy. enter the rest of the document
as a new document. To
combine the two documents
when printing, insert a JOIN
command at the end of the first
document.
You could also remove text
from the working copy.

DOCUMENT Your working copy does not Make the document smaller

TOO FULL TO have enough room to adjust the  before you adjust the margins.

REMARGIN margins.

DOCUMENT TOO

The document you tried to

Resave the original document

LARGE TO Append will not fit in the in smaller sections and then
APPEND working copy. Append again, or JOIN the
document at print time.
DOCUMENT You have tried to get a To get this document, you must
TOO LARGE document which was created return to a computer with more
TO GET on a system with more memory and save the
memory. It will not fit in document in smaller sections.
memory on this system.
‘FROM’ PAGE IS  The page number you entered Enter a number smaller than
TOO LARGE in the From Page item of the the last page of the document.
Print Menu is larger than the
number of the last page of the
document.
IDENTIFIER The PFS file items you have Make the names in your

LIST TOO LONG

entered in the identifier spec
will not fit in WRITE’s internal
storage space.

document shorter, for example,
Zip instead of Zip Code.

INCORRECT
MARGINS

WRITE cannot use the margin
numbers you have specified.

The minimum left margin is 1
and maximum right margiin is
78. Both margins must be given
a value, and the left margin
value must be less than the
right margin value.
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INVALID
DOCUMENT
NAME

Description

WRITE cannot recognize the
document name you have
typed.

Corrective Action

Document names can be only
15 characters long; can include
only letters, numbers, and
periods, and the first character
must be alphabetic. Retype the
name.

INVALID
SELECTION
NUMBER,
RE-ENTER

You entered a number for the
Selection Number of a menu
that is invalid. The number
must be shown on the menu.

Re-enter a number that is
shown on the menu.

1/0 ERROR

There is a physical problem
with either the disk drive, the
disk controller, or the diskette.
Some possible causes are:
Disk drive door open.

Diskette inserted incorrectly.

The diskette isn’t formatted.

Loose cables.

Dirty head.

Worn out diskette.

Malfunction.

Close the door.

Remove the disk, then re-insert
it properly.

Format the diskette.

Check that cables between
computer and disk drives are
properly connected.

If the disk drive has been in
use for some time, the head
may need cleaning. Refer to
the disk drive manual or see
your dealer.

After 40-50 hours of use, the
disk may need replacing. Try
using a different disk.

DO NOT USE THIS DISKETTE
AGAIN. Make a copy of your
backup disk, then use that
copy. If I/O ERROR persists,
take the disk drive to your
dealer for testing.

MARGIN MUST
BE LESS THAN
19

You have entered a top or

bottom margin that is too large.

Enter a number smaller than 19
in the Top Margin or Bottom
Margin item.
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Message

NO TEXT TO
DUPLICATE

Description

You have pressed CTRL D
when there is neither a labeled
block of text, nor any text in the
block buffer.

Corrective Action

Label the text you want to
place in the block buffer, then
press CTRL D.

NOT A PFS FILE

The file whose name you
entered in the PFS File Name
item of the Print Options is not
a PFS file.

Make sure you are using the
correct name, and that the
diskette containing the file is in
Drive 2.

PAGE LENGTH
MUST BE LESS
THAN 1000

You entered too large a number
for the Page Length item on the
Define Page Menu.

Enter a number less than 1000,
or enter O to print the document
as one continuous page (no
page breaks).

PAGE LENGTH
NOT LONG
ENOUGH

The page length you have
entered is not large enough to
accommodate the top and
bottom margins.

Enter a number at least one
larger than the sum of the top
and bottom margins.

MUST ENTER A

You have not specified the

Enter the name of the

DOCUMENT name of the document you document you want.
NAME want.
SEARCH LIST The retrieve specifications you Specify fewer requests in the
TOO LONG have entered for the PFS file retrieve specifications.
will not fit in WRITE’s internal
storage area.
SEARCH WRITE found no occurrences of WRITE searches from the
PHRASE NOT the phrase you entered in the position of the cursor forward.
FOUND Search For item. Usually you would want to start
a search from the beginning of
a document. Also check the
spelling of the search phrase
word.
TEXT IS TOO You have labeled and tried to Press CTRL C to return to the
LARGE TO duplicate a block of text that working copy. Then duplicate
DUPLICATE will not fit in the block buffer. the original block in smaller
The block buffer will hold only sections.
about 10 lines.
WORKING You have used all the space in Save the working copy on a
COPY IS FULL memory. diskette, then use CLEAR to

continue with a new, blank
working copy.
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B: appendix

PFS:WRITE Quick Reference Guide

Cursor Movement

Keystroke Moves the Cursor
== ‘ f one space in the direction shown by the arrow
£ [|== to the next word
S |- to the previous word
m - to the end of the line
6 || to the beginning of the line
to the beginning of the next line
: TAB to the next tab stop
& @l to the previous tab stop

CTR to the next screenful of text

CTR E to the previous screenful of text
CTR then to the beginning of the document

then EI to the end of the document

Special Function Keys

Keystroke Function
CTRL WRITE continues with the specified function
! WRITE displays the Help screen

ESC WRITE displays the Main Menu
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Editing Options

Keystroke

[erm] [2]

[ora] [€]

cr) [7]

Function

append

boldface

duplicate

erase line
format

insert

label block

remove character

search

search and replace

count

set tabs

How to Use It

CTRL A, then specify document name,
then press CTRL C

CTRL B to boldface each letter, retype to
remove boldfacing

label a block (see CTRL L below), then
CTRL D to put copy in block buffer, move
cursor to new location, CTRL D again to
duplicate at new location

CTRL E to remove each line
CTRL F, thenL, R,or C

CTRL Y, then insert text. CTRL Y again
to leave insert mode

CTRL L, then move cursor. CTRL L
again to unlabel

CTRL R to remove each character or a
labeled block

move cursor to beginning of document,
press CTRL S, type Search Phrase,
press CTRL C

move cursor to beginning of document,

press CTRL S, type Search Phrase and
Replacement Phrase, specify Manual or
Automatic, then press CTRL C

move cursor to beginning of document,
press CTRL S, type aword or . . in
Search For item, specify Automatic, then
press CTRL C

CTRL T, then T or D where you want
tab. Space over T or D to remove. CTRL
C to continue
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E] underline

erase word

Define Page Options

Left/Right Margin
Top/Bottom Margin
Page length

Heading

Footing

PRINT Options

From/To Page

Pause Between Pages

Single/Double/Envelope

Indent
Include PFS Graph

PFS File Name

hold CTRL, press SHIFT and _
(underline) to underline each letter.
Retype to remove underlining

CTRL W to erase each word

enter the column number for these margins
enter the number of lines for these margins

enter the number of lines from the top edge of
your paper to the bottom edge
66 for standard 8'2 x 11 paper
84 for standard legal-size (82 x 14) paper
102 for standard ledger (11 x 17) paper
0 or blank for one continuous page

enter up to two lines of text to appear at the top
of each page

enter up to two lines of text to appear at the
bottom of each page. For automatic page
numbering, enter the starting page number in the
footing.

enter the first and last page of a range of pages

Y to pause after each page to insert a new sheet
of paper

enter S to print single-spaced
D to print double-spaced
E to print the address

enter the number of spaces to shift the printing to
the right on the paper

enter Y to print a chart created by PFS:GRAPH
as part of the document

enter the name of the PFS file from which to
read data
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Printing Form Letters

1

Enter the letter in the working copy, typing item identifiers in the letter
where you want an item of data to be inserted from the PFS file. ltem
identifiers must be enclosed in asterisks, e.g., *Name*. Use T for text
placement, R for right-justified placement, for example, *Name (T)*

. Return to Main Menu and select PRINT.

Enter the name of the PFS file in the PFS File Name item on the Print
Options (and E in Single/Double/Envelope item if you want matching
envelopes printed).

. To print on single sheet stationery, enter Y for the Pause Between Pages

item of the Print Options.

Fill in the retrieve spec to identify the group of forms from the file that you
want to use.

Fill in the identifier spec with any item names you entered in the letter
differently than they appear on the form.

. After WRITE prints the first letter, insert an envelope or a new piece of

stationery and continue.

SEARCH Options

Search For enter the word or phrase you want to search for

Replace With enter the word or phrase with which to replace

the search phrase

Manual/Auto A (Automatic) replaces all occurrences of the

search phrase. (If there is no replacement
phrase, counts the occurrences and displays
the count at the end of the search)

M  (Manual) asks for confirmation before
replacing each occurence

Wild card symbol entered in search phrase:

e.g., abc.. finds the next word starting with abc
.. Xyz finds the next word ending with xyz

..abc.. finds the next word with abc in any position
.. finds the next word
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Special Commands

*JOIN name*™ gets from diskette the WRITE document

(*J name™) “name” and prints it at the location where
the command appears

*GRAPH chartname™ gets from diskette the chart file “chartname”

(*G chartname™) and prints it at the location where the

command appears

*PRINTER code1, code2, ...*  sends ASCII decimal code to the printer to
(*P code1, code2, . ..") initiate or terminate special printing modes

*NEW PAGE* starts a new page when printing
("*N*)
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glossary

ASCII

cursor

default values

document

file

format disk

format text

load

menu

wild card character

wordwrap

The letters ASCII (pronounced ASK-key) stand for
the American Standard Code for Information
Interchange.

the symbol on the screen that indicates where the
next action will occur; i.e., typing, deleting, etc.

responses to menu items and other prompts that
are automatically filled in. Usually default values are
the most common values, or the last-used values.

a single piece of writing stored under one name. In
the context of the WRITE program, a document is
the same as a file.

information stored as a unit under one name, the
file name; as in the contents of one file folder.

to prepare a disk to receive data.

to move a line of text to the left margin, center, or
right margin of the page.

the process of transferring a program from a disk
into the computer's memory.

the list of functions that you can choose at a given
time. The Main Menu appears when you first load
the program. You can always return to the Main
Menu by pressing the ESC key.

a character that can be used to represent any other
character. The concept is also described as using a
“don't care” character or a “global” character.

the action whereby the computer automatically
moves a whole word to the following line if it will not
fit at the end of the current line.
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working copy

write-protect tab

a temporary working area in the computer where
your document exists before it is stored on a disk.

a gummed label stuck on a diskette to cover the
notch in the side of the diskette cover. If this notch
is open, the disk can be written on. If the notch is
covered, the disk drive senses this and cannot write
on the diskette.
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