WordPro 4 Plua User's Guide

SECTION 5
ADVANCED FUNCTIONS

Thig section describes the advanced capabilities of WordPro 4
Plug, These functionsg include additional formatting features
such as automatic page headers and footers, underlining text,
hyphenation, column add/subtract, and simultaneous input/output.
The fxtra Text Mode and NMumeric Mode are alsc explained in this
section.

With the Extra Text Mcde yon can write and store "standard" or
"Boilerplate™ paragraphs to use over and over again in letters
and documents. You can also produce form letters manually or
automatically with the Variable Blocks feature.

The Numeric Mode enables you to easily type columns of numbers
containing equal decimal places. WordPro 4 Plus automatically

lines up the numbers. Setting and clearing tabs is also
explained under Numeric Mode.

Two advanced editing features are alsc explained in this
gection; the FIND Punction and GLOBAL SEARCH AND REPLACE,
Global Search and Replace enables you to search and replace
through a Beries of linked files, The HUNT function is alsc

explained. This function enables you to search for strings of
text without changing the text.

i . includes:

Advanced Formatting Features
.U8ing the Extra Text Mode
.Using the Numeri¢ Mode
«Column Add/Subtract
«Superscripte/Subscripts
.Simultaneous Input/Output

-Advanced Editing Features
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SECTION

LESSON 1
ADVENCED IMBEDDED FORMATTING FEATURES

This lesson explains the advanced formatting features of
WordPro 4 Plue; underlining, beld face printing, specifying a
forced space, hyphenation, and setting heading and footing text.

NOTE: Please note that all Advanced Formatting Features to be
mentioned cecupy one character space in the Edit Mode, but not
on the printed text. Also, these Advanced Functions should be
ingerted after you have created columns of text.

ifvi terlini \

This feature produces underlining on ASCII printers and
enhancement on Commodore Matrix Printers. Enhancement prints
the characters twice as wide as ordinary ones, with double-size
spaces between words.

To turn on underlining/ephancement:

press <CONTROL> | {left bracket!.
Te turn off this function:

press <CONTROL> ] {(right bracket}.

Pressing <CONTROL> [ will produce a sSmall sguare on your ScCreen
during Edit Mode that will indicate where ko begin
underlining/enhancement during printing. Type in the text to be
underlined and press <CONTROL> 1. A similar but different
sgquare will appear to indicate the end of underlining or
enhancement. Pressing <RETURN> also acts as a <CONTROL> ]l. In
other words, after typing in your text teo be underlined,
pressing <RETURN> will end underlining.

It is easier not to use justification when you are using
enhancement. However, if you must use justification with
enhancemant, try to have no spaces in the enhanced phrase. If
vou need more than one word, either specify all spaces as forced
spaces, Or use a Separate enhancement specification (on and off)
for each word,

ARECIFXING BOLD FACE EPRINTING

Bold PFace Printing ie available on most letter-quality printers,
Bold Face Printing is activated by pressing <CONTROL> 8. A
small P"right angle™ graphics character will appear oh  Your
screen that will indicate where to bhegin Beld Face Printing.
Type in the text to be printed and press <CONTROL> 9. A similar
but different "right angle® graphice character will appear on
your screen that will indicate where to end Bold Face Printing.
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Af required, <CONTROL> 8§ and <CONTROL> [ (in sequence) will
underline and Bold Face Print all of the subseguent text until
one (or both) of the functions is turned off wvia a <CONTROL> 8
or <CONTROL> ). As with Underlining, a <RETURN> will
automatically turn off the functien.

specifying A F 3 s

Normally, when you press the Bpace bar, vyou are telling
wordPro 4 Plus that you have come to the end of a word.
WordFro 4 Plus will end a line separating twe words, only where
there are spaces.

You can alsc tell WordPrc 4 Flus when you want an unbroken or
"forced" space, that is, where WordPro 4 Plus will not Eeparate
two words by putting them on different lines. For example, you
might want to tell WordPro 4 Plus not to separate "WordPro”
and “4%,

To specify a forced space, hold down the SHIFT key and press
the space bar. WordPro 4 Plus displays the bottom 1/4 of a
s01id square on the screen where you have specified a forced
space.

Specifving Hyphenation
WordPro 4 Plus dees not usually hyphepate words. However, you

can use semi-automatic hyphenation by specifying where in a word
you would like hyphenation to appear if it is needed,

If you specify a hyphenation peoint in a word, and the whole word
fits on a line, WordPro 4 Plus ignores the hyphenation point.
If the word occurs at the end of a line, and the whole word will
net fit on a line, WordPro 4 FPlus checks to see if the part of
the word up to the hyphenation point will fit, If so, WordPro 4
Plus hyphenates the word. This command is useful when you have
a4 letter or document containing a long name, title, location,
etc., that is used repeatedly.

To specify a hyphenation point, enter a "leng dash" where you
would want the hyphen to appear during printing. To enter a
"long dash®, press <CONTRQOL> - (minus sign). WordPro 4 Plus
displays a “long dash™ on the screen. You may specify only
one hyphenation point per word.

Ihe Header {(hd) And Footer (ft) Commands

The head (or header) is a line which appears at the top of every
page of text in your document. The footer is a similar line
which appears at the bottom of every page. Either the header ar
the footer can contain a title, page number, or other material
you want printed on every page (such &as "Confidential" or
"Preliminary"}. You may specify a header, a footer, or both a
header and a footer,
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When you include a header (hd) or footer {(ft} command in the
text, it must be on a format line by itself pr the last format
command on a format line. It ie good practice to put the hd and
ft commands on format lineg by themselves.

The hd or ft is always followed by a2 number. In the hd command,
this number specifies how many blank lines will be printed
between the header line and the beginning of the text on the
page. In the ft command, the number specifies how many lines
from the bottom of the page the footer lines will be printed.

Before specifying the hd or ft numbers, be sure to check your pp
and pg commands. The top-of-page and bottom~of-page margineg
must be large enough t¢ include the lines where you are
specifing the header or footer to appear. For example, if your
pp and pg commands eBpecify six blank lines at the bottom of the
page, your ft walue should not be more than 3.

After the hd or £t number, enter a colon. When wusing a
Commodore Matrix printer, however, using a semi-colon in place
of a colon will produce enhanced (wider) printing.

Next you specify the contents of the header or footer. Each
header or footer has three flelds -- left, center, and right.
The contents of the left field start at the left margin. The
contents of the center field are c¢entered on the page. The
contents of the right field are right aligned. You may put text
into any or all of these fields. The contents of individual
Header and/or Footer fields may be underlined by inserting a
"begin underline®™ character (<CONTROL> [) before the first
character in each field.

After the colen or semi-colon in the hd or ft command, enter the
contents of the left field, a ¢omma, the contents of the center
field, a comma, and the contents of the right field., If you
omit the left or middle fields, do not omit their commas,
because WordPro 4 Plus counts the commas teo tell what field you
are specifying. For example, if you want text only in the
center field, be sure t¢ put a comma before it (but not after
it}, or WordPro 4 Plus will think you are specifying the left
field contents.

If you want the header or footer to include a page number, enter
the symbols <> where you want +the page number ¢¢ appear.
wordPro 4 Plus inserts the correct page number starting with
page #1, (unlesg otherwise specified in the p# format command)
as it prints each page. The p# command allows you to set a
starting page number for use with the <> symbols in a header or
footer command. The p# should be on a format line that precedes
the format line containing the header or footer. The p# command
takes the form:

example: Bp#55 <RETURN>» (sets page ¥ starting at page 55)
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The margins by which Headers and Footers acdhere to are the
currently set left and right margins, unless you use two specizal
in~text commande. These two commands are hl (Bead Left) and hr
(Head Right}, which allow you to set independent margins for the
the Header and Footer (together) regardless of the regular left
énd right margins. The hl and hr commands are discussed on the
next page.

example: Bhl5 <RETURN>{(set left margin for head and foot to 5)
@hr75 <RETURN>{set right margin for head and foot to 75)

Here are some examples ¢of specifying headers and focoters:
The Command:
#hdl :Document ,— <> - <RETURN>

preducee this line at the top of each page (with the correct
page number for each page):

M e — g e i e e B v e e e T — ——— T — S S S R S R S S . S . R L

T ——— —— T —————— —————— ——— . T T e . e e e vk A e e e ——— T T — - — - — ——— -

Bftl:Page <> <RETUEN >

produces this line at the bottom of each page (correctly
numbered)

——— — ———— —— ——— e S g Pk B e i e T — —— T ———— T — ——— S — T ————————— T — — - —

I ——— ——— —— — ——— ——— —— — T — — . . T e [ A A S e T e i B e B e e e e e e — - — - — - ——

#hdl:, ,Page <> <RETURN>

praduces this correctly numbered header:

———— — ——————————— T " e L S B e P e S T T T - —— - ———— ——— ——— - - — - —

Page 100
The Command:
Bftl:Left,Center,Right <RETURN:
produces this footer:
Left Center Right

e e P B St e e e — T — ———— —— T —— T T S . R S L . el S S e . S e P e - - ——
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Margins For Headers and Footers

Normally the Header or Pooter will be printed relative to the
currently set Left and Right margins. Mest of the time, this is
fine, but sometimes, you may have changed the margins to do
something special, like an indented paragraph, and the page
break occurs during it. This causes the Pooter &nd Header to
appear with the game marging as the indented paragraph.

Te preclude that potential preblem, two imbedded format commands
are available: hl and hr, for HEADER LEFT and HEADER ERIGHT.
The wvalues given these commands

Simply set these commands to the Left and Right margins that ycu
would 1ike the Header and Footer to adhere to,

Compatibility is maintained with other WordFro files, because if

ne hl or hr is set, the Header and Footer will just use the
currently set Left And Right margins as before,
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LESGON 2
EXTRE TEXT MODE

The Extra Text area of memory can hold specizl text such as
frequently used phrases or paragraphs, variable blocks for form
letters, as well as nermal text. This "alterhate memcry area®
can be used in the same manner as the main memory. As an
example, if enough "lines" were allocated to the Extra Text srea
during Start Up, a letter could bhe recalled into both the Main
and Extra Text areas. The number of lines held in Extra Text is
established after you load and run WordPro 4 Plus during the
System Set Up.

How many for main text?
{Min=87, Max=150)

Since 173 lines of text can be held in memory, the maximum
numbers of lines for Extra Text is the remainder of the number
of lines vou entered at the above prompt subtracted from 173.
WordPro 4 FPlus will always allocate 23 lines for EXTRA TEXT
area, unless you specify more.

To enter Extra Text Mode, press <CONTROL> x. The Status Line
displays:

Switch s¥:T:5:C: N Cm X3 L= xx

and the :X: indicator light turps on. To switch back to main
text, press <CONTRCL> x again. Extra Text is useful for
appending freguently used phrases, groups of <characters,
producing form letters, and calling directories without
effecting Main Memory (your text}.

ling e Li ] 1 B

You can write entire paragraphs (oI recall/store paragraphs from
diskette) into Extra Text to append to the main text at any
time. For example, you can create a letter by pre-writing a
series of specially prepared paragraphs in Extra Text (or
recalling inte Extra Text a text file containing standard
paragraphs}, then append them to one another in any order in
Main Text to create the letter.

Each group of lines or each paragraph in Extra Text must have a
name to use when you append it to Main Text, To type in a
paragraph enter Extra Text Mode, then press the ARROW UP Key.
Type the paragraph name, then the press the ARROW UF key and
press <RETURN>. The paragraph name must be enclosed in ARROW
OPs and must be placed on its own line. Then type in the
"Standard Paragraph®™, followed by a <RETURN>.

SECTION 5 page 5-7 ADVANCED FUNRCTIONS



WordPro 4 Plus User's Guide

Example:

lal <RETDRN>

This is a paragraph written in Extra Text and named "a"™. It
could have almost any number of characters in the name but if
yoeu use too many, you might forget them. <RETURH>

Appending Extra Text
To append a group of lines from Extra Text to Main Text, place

the curser an the line where you want the Extra Text lines to
begin. Press <CONTROL> a. ‘The Status Line displays:

Append Lines; C= 1 L=_1

Enter the name of the group of lines you wish to append, in
this case "a®". The lines are brought into Main Text, one by
¢ne, and "make room“ for themselves by pushing down all text
below the curscor.

In many instances you need to enter a long name repeatedly in a
document. With this function, you can enter an abbreviation
while you are typing and append the full name from Extra Text.
Enter in Extra Text (or recall from disk) a 1list of
abbreviations (enclosed by ARROW UPs) and full names separated
by an equal sign (=). Far Example:

Ipsil=Profesgional Software Inc.<RETURN>
lpms |=Pro-Micro Software Ltd.<RETURN>

Then, instead of typing the full name in the main text, press
{CONTROL> ¥ (for Variable}. The Status Line displays:

Append Chrg; i1 X:I:SICsN: C= X% L= xx

Type the abbreviation of the word or words you want to ingert
inte the Status Line, and WordPro 4 Plus inserts the full nanme
where the cursor is located in the main text.

NOTE: Both types of Extra Text variables {(characters or lines)
may exist at the same time, but names may not be duplicated. If
you attempt to find an "Append Lines™ varizable, and the variable
found is an “"Append Chrs®™ type (or vise-versa), then the Status
Line will shew the following error:

¥ariable Type Mismatch : = =
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on the other hand, if the variable is eimply not found, the
Status Line will show:

¥ariable Mot Found 1X:I:S:C: M2 = -

¥Yariable Blocks

The Varjiable Blocks function enables you to produce form letters
or mailings semi-automatically or automatically. A form letter
is typed or recalled into Main Text, with a <CONTROL> b (this
produces a special symbol) wherever blocks of variable text
occur. You can insert the variable text manually, or you can
type the variables into Extra Text and let WordPro 4 Plus
automatically produce and print the eptire form letter.

Variable Blocks can also be geqguentially read from diskette (see

programmer's notes).

. iable Bloci

To produce form letters automatically, type the letter in Main
Text using a <CONTROL> L where you would like the varjable text
to appear. A typical form letter appears like the sample below:

Dear <CONTROL> b3

We are sorry te inform you that your order for <CONTROL> b
<CONTROL> [ has not yet been shipped. We will ship it as soon
as we receive your check in the amount of $<CONTROL> L.

Sincerely yours,
Professional Software Inc.

Type the list of variable data in Extra Text with each variable
separated by a delimiter. A delimiter can be thought of as a
"separator” and can be ejither a <REPURN> or a <CONTROL> Z.
Using the <RETURN> key places each variable on its own line, as
shown below:

Mr. Jones {RETURN}

2 {RETURHN)

WordPro 4 Plus' (RETURN}
1799,90 (RETURN)

Mr. Smith {(RETURHN)

3 {RETURN}

WordPro ls (RETURNI]
189.85 {RETUERR}

Mr. Doe (RETURN)

2 (RETUERH)

WerdPrao 4 Plus' (RETURMN)
11,1%9.90 (RETURN)
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Using <CONTROL> z to separate the variable data items saves line
space in the Extra Text memory. The same list of variable data,
entered with <CONTRCL>» Z, looks like this:

Mr. Jones_2_ WordPro 4 Plus'_1799.9%0 _Mr. Smith
3_WordPro 1s_)A%.85_Mr, Doe_2 WordPro 4 Plus'
12,1599.90 <RETURM>

The form letter and its wvariable data can be antomatically
merged and printed in the OUTPUT MODE. FPrese the <CONTRCOL> o
(for OUTPUTI, then the letter 1 (for LIST) then <BRETORN>. This
seguence will produce form letters automatically wuntil the

variable block information is exhausted. Adding a "y™ (for
Video) to the keystroke sequence will merge the variable data
with the letter and display them on your screen. This is an

excellent "pre-print" procedure.

To check individual letters on the screen before the printing
process is started, press <CONTROL> {. Each letter will
individually display, in sequence, on the screen. When you use
the <CONTROL> i method, each letter must then be printed via the
<CONTROL> o seguence after it appears on the s¢reen., After each
"filling in™ of the Variable Blocks, the following message will
appear ¢n the Status Line:

This message is telling you that all the Blocks in Main Text
have been successfully filled, but there is more data to come.
Once the last group of Blocks are filled, the message will read:

This messaqe indicates successful completion of each form
letter. During this process, if an error occurs, one of the
following error messages will appear on the Status Line.

Out of Data, More Blocks
Mo Blocks Found

Refer tec "Error Messages" in Appendix C for a description of
these error messages.

When you check the letters on the screen before printing them,
the variable data in Extra Text must be reset to the beginning
of the list or the home data position, Press <CONTROL>
CLR/HOME. The Status Line displays:

Bame Data? sX:I:5:C:H: Cm Xxx L= xx
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Carry out the reset function by pressing the <RETURN> key. The
Statues Line then displays:

- " * - - - = b

Access the Cutput Mode te insert the variables and print the
form letters automatically. Press <CONTROL> o to enter the
OUTPUT MODE. Inform wWordPre 4 Plus that variable block
information is available in the Extra Text area (in the farm of
a list) by pressing the letter *1" Key (for LIST), then the "c"
key (for CONTINUQUS PRINTING until the variable block data is
exhausted} .

example: <CONTROL> g 1 ¢ <RETURN>

A sample series of form letters with wvariable data is shown
below as it would appear when printed.

Dear Mr. Jones,

We are sorry to inform you that your order for 2 WordPro 4
Pius' has not yet been shipped. We will ship it as soon as
we receive your check in the amount of $1799.90.

Sincerely yours,
Profesgional Software Inc.

Dear Mr. Doe,

He are sorry to inform you that your order for 2 WordPro 4
FPlus' has not been shipped. We will ship it as soon as we
receive your check in the amount of $11,199,90.

Sincerely vours,
Professional Software Inc.

Manual Varjiable Blogks

Te preduce a form letter "manvally” type a form letter intc Main
Text and use the <CONTROL> b command for the location of the
variable blocks. To replace the <CONTROL> L's with the variable
blocks, first press <CONTROL> TAB. WordPro 4 Plus searches for
the first occecurrence of a <CONTRCL> b and automatically switches
to INSERT MODE. Manually type in the variable text, then press
CCONTROL> TAB to find the next <CONTROL> b location. When you

finish inserting the variables, print the letter using the
normal output procedure.

To use the same form letter again, with different wvariables,
press the <CONTROL> key and then the ARROW UP key. This finds
the filled variable blocks and deletes the contents. You can
now use <CONTROL> TABs to fill in the variables as you did
before, and then print the new letter, You can repeat this
process as many times as needed.

* * * * * ® L
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EXERCISE 1z
VARIAELFE BLOCKS AND APPENDING
This exercise contains two parts. It is recommended you

practice both parts.

BART 1 = ¥ariable Blockg
Step l: To produce form letters auvtomatically, type in the

following letter using <CONRTROL> R in place of the
variable text, as shown below:

Dear <CONTROL> Dt

We are sorry to inform you that your order for
<CONTROL> L <CONTROL> b has not yet been shipped. We
will ship it as soon as we receive your check in the
amount of S$<CONTROL> b.

Sincerely.,
Professional Software Inc.

Te enter Extra Text, press <CONTROL> x (Pressing the
<CONTROL> key and then the letter X allows you to
switch back and forth from Main to Extra Text without
erasing any text).

Notice that the Extra Text area is blank (this is your extra

space to

use to enter wvariable data that will fill in the

variable blocks}. If your Extra Text is not blank, erase any
text via <CONTROL> g& a.

Step 3z

SECTION 5

Type the following list of variable data in Extra Text:

Mr. Jones <RETIRN>

2 <RETDEN>»

WordPro 4 Piue' <RETUERN>
1795.90 <RETIRN>

Mr. Smith <RETURN>

31 <RETURN>»

WordPro 1s <RETURN>
189.85 <RETURN>

Mr. Doe <REETURHN:>

2 <RETURN>

WordPFro 4 Plus' <RETURN>
11,199.90 <RETURN>

Press <CONTROL> x to return back to Main Text. {The
tX: should not be lit up any more, and the body of the
form letter should now be on your screen.)
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dtep 2: To check that your infeormation was properly listed,
perform the following steps:

a) Press the <CONTRCL> key.
b} Press the CLR/HOME key, and the Status Line displays:

Home Data? 3 sN: = =
€) Press the <RETURN> key and the Status Line displays:
Home Data: Fxecutred s X:1:5: : - =

d}) Press <CONTROL> 1 (for INSERT).

The blocke are now being filled with the information you
previocusly typed in Extra Text. Only the first batch of
information was entered. To retrieve the Becond, press
<CONTROL> i again and the next set of blocks are filled, Repeat
this process until you feel you understand it.

Performing steps a, b, apd ¢ will allow you to re-use the
variable data.

Step 6: To print this information, the blocks can automatically
he filled on the =acreen and the paper. It does not
matter what variable blocks are already listed on the
screen when printing. WordPro 4 Plus automatically
starts with the first name (variable block! listed in
Extra Text. Perform the following steps:

al Press <CONTROL> g (for OUTEDT)

b} Te¢ let the computer know you have a list of information
in Extra Text, <PRESS> the letter 1 (for LIST) and
prese the <RETURN> key. .

Notice that the screen picks up the first set of information
from the Extra Text area and then prints the letter. To get the
sgcond set of Variable Blocks, put ancother piece of paper in the
printer (if necessary) and <PRESS> ¢ (for CONTINUE). The next
block of information will be filled and the letter printed,
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Step 71

SECTICON 5

Perform Steps 5a, b, and ¢. Then <PRESS::
LCONTROL> ¢ 1 ¢ ¥ <RETURMN:

This merges your variable data and “"prints/displays" it
on your screen. Pressing any key will scroll through
the first form letter, pick up the next set of variable
data, and display it to the screen. This procedure (of
printing to the screen) is an eéxcellent pre-print
procedure,

Erase the text from the Main Memory via <CONTROL> & &-.

Then switch into Extra Text and erace that text. You
are now ready to de Part 2 of this exercise.
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BART 2 - Appending

Several times you may find yvourself using parts of a letter or
document over and over again. These standard paragraphe or
phrases are called Appends and can be easily inserted inteo text.
You need to only type them ohce and with the use of Extra Text,
¥ou can <¢all them inte Main Text when needed,

To better understand the capabilities of Appends, follow the
practice exercise below:

Step 1;

SECTICH 5

Enter Extra Text (if the :X: is highlighted on the
Status Line, then you are already in Extra Text) by
pressing <CONTROL> xX. First define each paragraph as a
separate entity by giving it a number ¢r name. In this
case, use a number.

<PRESS> ARROW [JP. A vertjcal line appears on your
BCreen.

<TYPE> the number 1 and then <PRESS> ARROW UP again,
then press <RETURN>.

Type the following paragraph right under your append
symbol using full B0 character lines:

We would like to continue as your insurance broker and
therefore hope that you comply with the above where it
will not be necessary to discontinue your
pelicy.<RETURN>

We will npow type another sample paragraph for
appending. Make sure you have pressed the <RETURN> key
after the last line of the above paragraph.

<PRESS> ARROW 0P and <TYPE> the number 2 and then
<PRESS> ARROW UP again followed by <RETURN>.

Type the following paragraph:

Should you require further assistance, pFlease contact
us at 444-9999. Expect to hear from me within the next
10 days to arrange for a mutually convenient
appointment. Once again, thank you for your interest
in PSI products.<RETURN>
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NOTE :

Memcrize this text on a dieskette, and name 1t with the
Filename *appends"™ {gee gection on "“MEMORIZE" if

necessary.)
ERASE ALL of the screen via <CONTROL> g a.

Type any standard form letter with a hypcethetical date,
name, address, ektc., lhto Main Text.

The first paragraph we will recall is the insurance
paragraph. Enter your Extra Text {<CONTROL> Xx) and
RECALL the file named "appends" from diskette.

Once the text file has appeared on your s¢reen, swltch
back to Main Text by typing <CONTROL> X.

Bring your cursor t¢ where the first paragraph should
start (under the name, address, etc). Press <CONTROL>

a {For Append}. MHNow <TYPE> the number 1 (the symbol we
Eave that particular paragraph). Press the <RETURN:
ey.

Your paragraph will now have appeared in your Main Text
without having to manually type it in.

Follow the above instructions several times using the
Append command for beth paragraphs. Remember , your
file name ‘'APPEND' must be in Extra Text for you to
append it inte Main Text.

Appends are often used to append entire salutations or

signature blocks from Extra Text intoc a letter in Main Text.

SECTION 5
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LESSCHN 3

IABC AND NUMERIC MODE

TABE may be set at as many of the B0 screen columns as you
desire. To set a TAB, move the cursor to the column of the
desired TAB and press <CONTROL> 8. The Status Line will change
to ehow:

Tab Set At N iX:T1:5:C:H: C= x¥ L= xx

You will alsoc note that on the solid line separating the Status
Line from text, is a small downward extension, at Ethe poeition
of the TAB. This is the TAB set indicator, and one will appear
at each position where there is a TABR already Bet, WordPro will
alsc allow you to automatically set TABs at the column locations
of 1, 21, 41, and é1 (these are the same TAB locations that are
preset when a Directory is called) by <PRESSing> <CONTROL>
<SHIFT> k.

If you wish to clear an individual TAB, move the cursor to the
column of the unwanted TAB to be cleared, and Fress <CONTROL> C.

The Status Line will change to show:

Tab Cleared At N $X:1:5:CaNg C= Xxx L= xx

All the TABs may be cleared at once by pressing <CONTROL> k.
The Statue Line will change to show:

Clear All Tabg iX:T:5:C: N2 C= Xx L= xx

TABS are executed by <PRESSing> TAB while in Edit Mcde. The
cursor will move to the TAR position. If there iz no TAB to the
right on the same line, then the cursor will move to the first
TAB on the next line down. NOTE: If your computer does not
have a TAB key, use the ARROW-LEFT key (located at the uppetr
left-hand corner of the keyboard).

SAVING TARS WITHIN TEXT

If you have TABs in your document, these TABs will be
automatically stored when you Memorize or Replace your document,
When you Recall the document, the TABs will appear in their
proper position,

NUMERIC TABS

A NUMERIC TAB ({once set) allows you to automatically enter
NUMERIC MGDE when you TAB to the position. Numeric Tabs will be
explained in more detail later in this section.
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BUMERIC MODE

NUMERIC Mode is usSed to line up columns of numbers that have the
same number of characters to the right of the decimal. The
NUMERIC Mode is activated by TABbing tc a previocusly-set Numeric
Tab position. The :N: on your Status Line will highlight when
you have TABbed to a pre-set Numeric Tab locatien,

Tc encer numbers with automatically aligned decimals, tab to a
pre-set Numeric Tab position. The :N: on your Status Line will
highlight to indicate that you are now in Rumeric Mode. The
cursor will stay stationary, while the numbers appear to the
left as they are entered, as shown below:

$12.44
122.01
1.25
$1222.44

You will automatically exit from NUMERIC Mode when your curser
leaves the Numeric Tab position.

SETTING NUOMERIC TABR MODE

Deing this function (and pre-set Numeric Tab locations), you are
able to antomatically enter NUMERIC MODE in order to easily

enter numbers into columns of figures,

Te set a normal Tab position, you move your <ursor to the
position where you would like to set your Tab, then press

<CONTROL> &

A small sguare appears on the underside of the Status Line in
the column where the Tab was set., To TAB to this position, the
User presses the TAB Key.

SETTING A NUMERIC TAB. A8 with regular TABs, move the cursor to
the vosition where the TAB is to be set, but instead of
<CONTRCL> &, use <CONTRCL> pq. This sets a Humeric Tab. The
Numeric Tab as it appears on the screen is slightly different in
that it descends a little further below the Status Line. To
clear a Numeric Tab, use the same procedure as with a regular
Tab.

ENTERING NUMERIC MODE. Numeric Mode is entered automatically
when you set & Numeric TAB, or when youn TAB over t¢ & Numeric
TAE {(BUT NOT WHEN YOU ARRIVE THERE BY ANY OTHER MEANS, i.e.,
using the space bar to space over t¢ it). As long as the cursor
remains at the Numeric Tab position, numeric mode will remain
active, but the moment the cursor leaves this position (except
if TABbed over to another Numeric Tab), numeric mode will be
cancelled.
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MINUS SIGNS. Three types of minus signs are accepted for
negation. Example:

12.77- or -12.77 or 112.77)
These all mean "negative - twelve - point - seven - seven".

This means that you just type in the kind of "negation method"
that you like best and WordProc 4 Plus will automatically use the
right method.

An example of setting and using Numeric Tab Mode is shown in the
next few pages.

COLOMN ADD/SUBTRACT

You may add almost azny column of numbers within text using this
function., You can add as many 12 digit wide {maximum width}
columns as you cah fit on the screen display, giving you 12
digits of accuracy.

CURSOR POSITIONING. The position of the cursor determines what
column will be added, and where the answer will be placed in
text. Vertically, the cursor should be placed directly below
the numbers or columns to be added. Horizontally, the cursor
sheuld be placed on the space that immediately follows the last
digit of the column to be added {this is the same relative
position the cursor is placed in to enter numbers using Rumeric
Mode). The line the cursor rests on will tell WordPro Four Flus
on which line the result is to be placed.

Example: {with Mumeric Tabs set at cclumns 20 and 40)

$1,234.58 $1,234.56
$(1,111.11) $01,111.117
$222.,22 §333.32

———— e e —— — e e —— ———— —

Te add the first ceolumn of numbers in this cxample you would
move your curser to a lihe belpw the column of numbers and
<PRESS> the TAB key. This would automatically position the
cursor. Alternatively, after moving your cursor to a line below
the column, you could move the cursor over to the space directly
after the last "2" in the number $222.22. One of these two
methods will position the cursor correctly.

ACTIVATING THE PUNCTION. To activate the fupction, position the
cursor below and one space to the right of the column to be
added and enter <CONTROL> <SHIFT> = (equals key). ¥You MUST hold
the shift key down while typing the equals key.
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After positioning the cursor under the first column of our
example we would activate the function by pressing <CONTROL>
<SHIFT>» =. The result would be as shown below:

$1,234,.56 $1,234.56

$(1,111.11; $(1,111.11)
§222.22 $333.33
345.6711

SETTING A REANGE. You may want to tell WordPro 4 Plue what range
of lines within the chosen column to add. If you want to add
all the lines from the top of main text down to the curseor,
simply enter the function as described above and no Range will
be assumed,

If a specific range is desired, set a Range ovetr the lines you
require and then enter the function. Since there iBE a range
set, the prompt “Range or All?" will appear on the Status Line.
If vou push a, operation will proceed a2 described below.

If you wish to add all the lines from a gpecifig line down to
the curscr, there is an easier way of doing it, rather than
setting an entire range. Simply 8et a range on the single line
which vyou wish to start the functien from. The function will
then act upon only the npumbers on and below the line where the
Range was s&et, If you have different columns of numbers,
probably separated by some text, in the same vertical columns,
WordPro 4 Plus may adg them all. Setting a Range will preclude
this from cccuring.

NEGATIVE NUMBERS. Numbers in the columh which are negative
will, of course, be subtracted, rather than added, Three tybes
of negation techniques are suppotted. Consider the number,
negative twelve, point seven, seven. It can be written as:

-12.77 or 12.77- or (12.77)

If the result of the Columh Add is negative, the type of
negation used in the column will determine the type used in the
answer.

At your leisure, using the example shown above, set a few
Numeric Tabs, enter a few columns of numbers, and practice the
Column Add/Subtract function.
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EXERCISE 2i

SETTING NUMERIC TARS AND
DECIMAL TABULATION

The NUMERIC Mode (or decimal tabulation) alliows you to set up
columns of numbers using decimal points and pre-set NUMERIC
TABS, without having to line up each decimal peoint one at a
time. Perform the following practice for NUMERIC Mode:

Step 1: Clear your screen by pressing <CONTROL> ¢ a.

Step 2; Move your cursor over to column 15 {watch the column
indjcater on the Status Line). Presg <CORTROL> n to
Bet a NUMERIC TAB. Ycur Status Line displays:

Bumeric Tab Set At 15 aZ;3:5;C:N: C= xx L= xx

Notice that a block appears on the bottom of your Status Line
that is simijar to, but larger than, the block that appears when

your set a regular Tab.

Repeat setting Numeric Tabs, as shown above, at column 30 and at
column 45.

SLep 3: Press the CLR/HOME key to bring the cursor back to the
Ce=l L=} {HOME) position.

Step 4: TUse your TAB key (just like on a regular typewriter) to
tabh over tc your first tab position {(column 15}.

Notice that you automatically enter Numeric Mode once
You have TABbed over to a pre-set Mumeric¢ Tab position.

<TYPE> the number 23.5{t and <PRESS> TAB again (You are

new on column 30}, <TYPE> $£155.3{) and <PRESS> TAE,
then <TYPE> the number §.,548.20 and then <RETURK>.
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Step 5: Your screen should now display:
23.510 155.30 6,548.20

<{PRESS> TAB again (bringing you to celumn 15, line 2}.
{TYFE> the number 444.22 and <PRESS> TAB.

{TYPE> £20,22 and <PRESS5> TAB.

{TYFE> the number l1.30 and <PRES3> <RETURN>.

Your screen should display:

23.50 $155.30 6,540.20
444.22 520.22 1.30

Noticg that all of your decimal points are lined up for you
automatically.

When using MUMERIC Mode, make sure that you have the same amount
of numbers to the right ¢of the decimal point.

Position your cursor under {and one space to the right of)! the
second "2" in 444,22 and press <CONTROL> <SHIFT> =

The total will automatically display. Now practice Column
Add/Subtract on the other columns of numbers.

If you wish to clear an individvual TAB, move the curscr to the
column of the unwanted TABR to be €leared, and press <CONTROL> gC.
The Status Line will change to show:

All the TABs may be cleared at once by pressing
<CONTROL> K. The Status Line will change to show:

:Iga: EII mana H - - u - u - k]

i1 Memorize this text as a2 Text file named "numbers®™.
ctep 63

Step 7: ERASE the acreen (your text).

NOTE: MNumeric Tabs pust always be at least twelve <olumns apart
for the Column Add/Subtract to calculate properly.
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LESSCN 4

SEARCHING
To hunt for a text string of characters in Main Text without
changing them &s in Search-and-Replace, press <CONTROL> E. The
Status Line displays:

H i H s o= xx L= xx

You will note that this is the same prompt that you received
when executing the Search-and-Replace function. FEither accept
the currently displayed text string (if any) by pressing
<RETURN>, or <TYPE> in a new text string followed by <RETURN>,

The Status Line now displays:

String Search e X s s e Wlx = -

You may choose to search for the character string exactly as you
entered it or for absolutely every occurrence of the string.
Searching "absolutely"™ will locate the character string in text
regardless of the case (upper or lower) of its letters. In
other words, if you wanted to search for the word "and"™ as well
az "AND", then you would choose to search fabselutely". To
choose this option <PRESS> the letter a and the Status Line will
change as shown belaow:

String Search (A} YTt N = -

if you wish to search for the string exactly as it wag entered
press nothing at this point and go on to the next step.

Ag with search-and-replace, ¥you may choese Global or Local
operation. To choose Local, <PRESS> the letter 1. The Status
Line will change to:

String Search (LOC) sX:T:8:CaN: - =

The curscer will come +to rest at the character position
immediately following a section of text which matched the search
text string. If there are no matches to be found, the cursor
will come to rest on the B0th position of the last line of text.

. ] 2 £

Once a match is made, you will probably want to continue the
search to see if there are any other matches. Instead of geing
through the long procedure descibed above, all you need do is
prees <CONTROL> R (for HOUNT). This will immediately start a
hunt of the most currently defined sgearch text string. There is
no Status Line message for this function.
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LESSON 5
GLOBAL FPILES

Previously in this User's Guide, the term "Global™ has been
menticned. The term "Global® means that the given command will
work upon more than one file stored on diskette, when the files
are linked together by means of a apecial in-text command.

Assume, for instance, that you are writing something the size of
this User's Guide, It is immediately obvious that the whole
guide will not fit in Main Text. Somehow, you must be able to
have multiple files on disk which c¢an be linked together and
then manipulated sequentially to perform functionz on the entire
document.

Linking Files

Once you have done as much in a single file ae you feel is
practical, you are now ready to Link this file to a new one, and
save it on disk. On a blank line (below the very last line of

text}, simply <TYPE>
enx:{pext filename] <RETURN>

The nx format command must be on the line below the very last
line of your text, ctherwise it will be ignored. However, the
inki the last possible screen line

(line 116) for the function to operate correctly.

Gleobal Qperation

While a func¢tion is operating Gleobally, the Status Line will
continually show the current file being acted upen:

As WordPro 4 Plus continuously has to load different files
during Global operations, there may be a case where it cannot
find the file specified in the nx command. If this is so, the
function will end and the Status Line will show:

B EREE-EInD. K] - =

If 2 file i= acted upen which has no nx command at the bottom,
the Global function agsumes thie to be the last file, and the
Status Line shows:

- - Ll * L3 =

You may cancel a Global function at any time by <PRESSing>
RUN/STOY then <CONTROL>. Once WordPro 4 Plus has finished
acting upon the current file, the fun¢tion will end and the
Status Line will show:
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Global Find

To hunt for a character string through a series of files linked
with the nx command, feollow the instructiens for Local Find, but

when the Status Line shows:

String Seaxch sX:T1:S:CiNs = =

<PRESS5> g {(for Global) instead of 1 (for Local). &As with the
Searching function, you may choose "absolute™ at this point.
This will globally find all occurrences in either upper or lower
cage. The Status Line now displays:

Global : 1 X:1:8:C: 8¢ C= xx L= xx

<TYPE> the file name of the first file to be segarched and press
the <RETURN> key. All files which are to be used for global
operations, i.e. "linked files", must end with the nx: format

command except the very last file.

. lobal Fing
Once the curscr has come to rest at a matched text string, vou
may re-start the Global search with <CONTROL> CRSR RIGHT/LEPT
key. When you re-start the Global Search the Filename displayed
will be an ARROW UP. 0Once the next file is locaded, the Status
Line display will perform as previously described.
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GLOBAL SEARCH-AND-REPLACE

To replace & character text string with a new character text
string through a series of linked files, press <CONTROL> §#
{at-sign), The Status Line displays:

Search : {previocus pearch stringl

adccept the current text string (if any) by pressing <RETUEN>, cor
{TYPE> a new text string, then press <RETURN>. The Status Line

now displays:
) 1 . 1 {nq]

Accept the current text string {if any) by pressing <RETURN>, or
{TYPE> a new text Etring, then press <RETURN>. As with the
Searching function, you may choose ™absolute" at this point.
This will globally find all occurrences in either upper or lower
case. The Status Line now displays:

Search and Replace sX:X:8;CaN; = =

To search and replace text through a series of files linked with
the nx command, <PRES55> g. The Status Line displays:

Global i1X:1:5:C:H: = xx L= xx

Enter the name of the first file to be szearched through and
press <RETUOEN>., This file will be recalled from disk before
searching c¢ommences, The Status Line displays the name of each
file it is searching and the screen displays the replacements as
they are made.

NOTE : The Global Search and Replace function automatically
REPLACES files on diskette after the searching and replacing of
each individual file is completed.

If you are editing a document and wish to initiate a Bearch and
Replace starting with the document you are working on in Main
Text, do not forget to REPLACE or memorize the document ontoe a
diskette before starting the Global Search and Replace Function.
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LESSON €
GLOBAL QUTPUT TC PRINTER

Global Qutput, the chajining together of all the files to create
an unbroken print out, is one of the most important Glocbal
fupncticens. Using Global Output is gquite simple; first, enter
the Qutput mode by pressing <CONTROL> &. The Status Line will

show:

CUTPUT -

Now <PRESS> ¢ to indicate continuous printirg (unless you do not
have a tractor feed printer and have to put each piece of paper
in by hand) then <PRESS> g t¢ indicate Global Operaticn. The

Status Line now shows:

QUTPUT 2G:C0; X

Now decide if you want multiple copies of this document, and if
g0 <PRESS5> x and <TYPE> I[number of copies]l then <RETURN>. If
you de not need multiple copies, just hit <RETURN>. The Status

Line will now change to¢ show:

Global iG:C X

Enter the name of the first file in the document (series of
linked files), or, if your cursor is placed next to the name of
the file in a directory, just <PRESS> the BACKSLASH key. Either
wayr then press <RETURN> and the first text file will locad,
display, and begin printing. After the first file has completed
printing, WordPro 4 PFlus will automatically load and print the
next file specified in the nx command.

Restacrting a Global Output

If your ocutput is interrupted for any reasen (usuvally a tracter
feed paper problem), either by you, or by an error of some sort,
you can restart the output from the top of the page at which the
interruption occurred, {keeping your sequential page humbers
intact), rather than having to g¢ back and print from the
beginning of the document (in some cases that could save hours}.

It is important to remember one thing; if you make any changes
to the file at which the outputting was stopped, remember to
re-memorize it before continuing, otherwise the same problem
will occur again since the Global Qutput relcads the file from
the disk, not from Main Text.
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Once you are ready to continue printing, enter the Qutput mode
and set up a normal Global Output. However, when you are ready
to enter the file npame, <PRESS> the LEFT ARROW key, then
<RETURN> rather than entering the file name. The LEFT ARROW Key
produces a "Left Arrow" symbol on your screen. Ensure that your
paper has been physically reset to the top of an empty page.
WordPro 4 Plus will now aptomatically recall the proper file
{lagt £file printed) and start the page again keeping all page
numbere in their proper sequence as if the problem had not

coccurred,

If you attempt to use this Global Restart feature when the last
output your did wasn't Global, the Status Line will show the
following error:

Last Format Not Global C= 1 L= 1

In this event, you can globally OQutput te Videco to reach the
Eile where printing was interrupted, then break the Output to
Video function (via RUN/STCP then <CONTROL>»}), then re-start
printing using the procedure described above. Output teo Video

is explained in Lesscn 8.
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SLOBAL COPY

A peries of linked files may be copied from one diskette to
another by using the Global Copy command. As an example, if you
have three files that are linked (aaa, kbb, e¢¢) and you wish to
globally copy those files to a diskette in the other drive,

press <CONTROL> *. The Status Line will display:
Copy To Drive # 7

{PRESS> the number of the disk drive to recejve the global
linked files {drive number 0, 1, 2, or 3!.

Then <TYPE> the drive # containing your linked files, a colon,
the name of the first file, i.e., "aaa", then <RETUEN>.

example: <CONTROL> *
<PRESS> 1
<T¥PE> D:333 <RETURN>
Thiz will copy all files that are linked with the file name
"aaa™ from drive #0 to the drive #1. This function is extremely
handy for large linked documents that are stored on a diskette

in a baphazard manner. After the execution ¢f this command, the
linked files will be stored on the other diskette in linked

order.
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SECTION

Cutput to the Vvideo {or screen} is handlied much the same way as
outputting to the printer,., The advantages of cutputting tc the
video ate numerous. A few of the advantages are:

A} You can quickly see what your document will look like without
waiting for a paper copy.

B} Ycu can medify the format of your decument to see what it
will look like without wajting for a paper copy. This saves
you an immeasurable amount of time as cutputting to the video
is faster than cutputting to the printer,

C) ¥ou will save paper as you will not have to print as many
rough drafts to see if your pages have the "balanced" look
you want.

D} Finds all format errors before ocutputting to the printer.

Type the folleoewing commands to activate Output to Video:

<CONTROL> 9 ¥

The Status Line displays:

Quitput i G X1

Your wvideo screen will now display the document exactly as it
will appear when you output to the printer, You may "scroll®
through the text by pressing any key gxcept the RUN/STOP key.
The wvideo display shows everything that would be output,
including headers, footers and page numbers. Az you scroll
through the text you will see a sclid line across your video
screen. This splid line indicates where one page ends and the
next one starts. When you get to the "page-break-line"™ for the
last page of your text, the video will show three up arrows, to
indicate that you have viewed the last page of your document.

Natice that when performing a Video Qutput, <PRESS5ing> the
letter "c" {(for continuous output) is not necessary. Continucus
mode is automatically assumed when performing Qutput to Video.
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As you proofread your text files for content or review your work
for margins and balance, you may want to stop to make
corrections or format changes, In order to gtop Video Dutput:

<PRESS> EUN/STOP <CONTROL>

This returns you to the edit mode, allowing you to make
necesgary changes or ceorrections before printing a paper copy.
{(Ncte: Remember to Memorize your files after the corrections
have been made.}

After editing, especially in a global operation, you may

continue outputting to Video from the point of interruption, by

pressing:
<CONTROL> o g ¥

then pressing the LEFT-ARROW key, then <RETUEN>. This will
re-start the Qutput to Video feature from the file where Qutput
was interrupted. This i& basically the same procedure as
restarting a Global Qutput +to Printer (once interrupted),
Eeview Lesscen & for more information.

FORMAT ERRORS

During ¥ideo OQutput, format commands (i.e, margins, centering,
spacing, etec.}) will not appear ¢n the screen. However, should
your document contain a "Format Error"™, the wvideo display will
astomatically return to the Edit Mode. For instance, if you use
the number 1 [onel instead of the letter 1 for your left margin
command, the display reverts back te the Edit Mode and your
Status Line indicates that you have a “Syntax Error." The
cursor remains on the character where the error was made,
allowing vou to gquickly identify the problem and cerrect it.
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You may review Linked files on the screen using practically the
same Global commands wsed to print paper copies of linked files,
Thie is called Global Output to Video and is accessed by the
fellowing commands:

<CONTROL> D g X
The Status Line displays:
Global: i G : C 3 X O

Type in the name of the first file you want displayed on the
screen and <PRESS> <RETURN:.

Netice that the Status Line shows a "C" {(for continuous) rather
than a "W" (for Video). WordPro assumes that any Global Videao
Output will be continuous.

Like any output to video, you can scroll through your Global
decument by pressing any key except the RUN/STOP Key. You will
notice that the disk drives are activated whenever WordPro
encounters the link command. The computer "reads™ the linked
files on the diskettes and displays the documents on the screen.
In this way, you can review 2 lengthy document without having to
either print a paper copy or recall each linked file

individually.
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LESSON 10
GLOBAL QUTPOT TO VIDEC=TO PRINT FROM ANY PAGE OF A LINEED FILE

You may start outputting to the printer from any page by
utilizing the Global Output to Video previocusly described,

Simply type:
<CONTROL> g9 ¢ (if you desire gontinuous printing) g ¥
The Status Line displays:

Global: : G C i X
Mow, type in the first file name and <PRESS> <RETURN>

The document appears on the screen formatted as it would appear
on a printed page. 3Scroll through the document by pressing any
xey exgept the RUN/STOP key. When you reach the section of the
file you wish to begin printing from, do the following:

<PRESS> RUN/STOP <CONTROL>

This returns your system to the Edit Mode. To begin printing
from this section, press

<CORBTROL> 9 g <RETURM>

The Status Line displays:

Globals: G X
Instead of typing in a file name, as you normally would to
cutput,

<PRES&> <BACK ARROW> <RETURN>

Using the RACK ARROW EEY instructs= the system to begin printing
from the top of the last page you viewed on the screen. All
format commands, page numbering seguences, headers & footers,
etc., will be correct; just as if you had printed paper copies
of the preceding pages.

. slobal O ig
If your output is interrupted for any creason, either by
manually depressing the RUN/STOP key during Output or by a
Syntax Error, you can restart the output from the top of the
last page at which the interruption occurred, ({(keeping your
seguential page numbere intact ), rather than having to go back
and Qutput to Videc from the beginning of the document. The
Bystem will automatically retain the correct formats, headers,
footers and page numbers.
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After making the appropriate corrections and changes to the.
file, at which the outputting was stopped during Output, you
must memorize your changes before continuing, otherwige the same
ptoblem will occur again. This is due to the fact that the
Global Output command reloads the file from the disk, not from
main memory. (If the printer stopped because of a Syntax Error,
the curscr will appeatr over the character which caused the error
to oceur, allowing you to easily identify and correct the
problem.t Once you are ready to continue printing, we must
re-enter the Output Mode <«PRESS><COHNTRCL> 9 4 ¥ <RETURN:.
Notice that when performing a WVideo Qutput, <PRESSing> the
letter "¢c" (for gontinuous output) is not necessary. Continuous
mode is automatically assumed when performing Output to Video.
The Status Line will show:

global: HEL* - T
{PRESES>» <BACK ARROW> <RETURMX>

The Qutput To Vide¢ will begin from the top of the last page you
were working on.

1f you attempt to use this (Global Restart feature when the last
output you did was not Global, the Status Line will show the

following error:

s P e TeSaMalgs = =

In this case, you will have to Qutput EBtarting with the first
file.
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LESSON 11
SIMOLTANEQUE INPUT/QUTPUT

4 document can be output (stored/memorized) to the disk (in a
special format) and then antomatically printed by WordPro 4 Plus
while another document is being typed/edited. This
"Simultaneous Input/Output" function will save valuable time as
it allows two functions to be performed simultanecusly.

We suggest you read this entire Lesson and complete the example
at the end of the Lesson, before trying a file on your own.
This function may "seen®™ complex, but it is actually gquite
simple. We will now ask you to perform a number of Kkeystrokes
that will actually perform simultanecus Input/Cutput, then we
will explain the function in detail.

STEP 1) Clear your sEcreen by pressing <CONTROL> & a.
Ensure that you have an initialized document diskette

in drive #1.

STEP 2) Recall the file named "deme" from your System Diskette
by preesing:

<SHIFT> CLR/HOME I demo <RETURN>
This will recall and digplay the file "demo”.
STEP 3) Perform the following keystrokes:
<SCONTROL> ¢ 4 p 1 gp <RETURN>

Your disk drive will activate and a special type of file {named
"dp") will be created an disk drive #1,

STEP 4) Clear your scrceen by pressing <CONTROL> & &.

STEP 5} Recall the file named "demc 1" from your System
Diskette by pressing:

(SHIFT> CLR/HOME [ demg 1 <RETURN>
This will recall and display the file “demo 1". At this point
we have the file named "demo 1" displayed on the screen. 1In

STEP 3 we performed a seguence of keystrokes that created (and
stored) a special type of file (which we named “dp*) called a

Disk Print File,
STEP &) To print the Disk Print Pile, press:
<SCONTROL> p

The Status Line will briefly display the message "Disk Print”,
the printer will activate, and the printing of the Disk Print

SECTION 5 page 5-35 ADVANCED FUNCTIONS



WerdProc 4 Plus User's (uide

File will commence. Notice that we are free to edit the file
displayed on the screen while the printer is printing our Disk
Print File. This is Simultanecus Input/Qutput.

When the disk drive is controlling the printing of a Disk Print
File, access to the disk drive lor other peripherals! is not
available. When the Disk Print File has completed printing, the
disk drive becomes available for use,
Digk Print File Explanation
Using the PRINTER/MULTI-USER type output, the desired text is
cutputted to the disk in a special format and named “dp“. Since
this mode sende to the disk exactly what normally would be sent
to the printer, all cutput features {gemi-proporticnal
justification, underlining, bold face, Buperscripte and
subscripts} will be include@d. Then, at any time, the "special
file™ named "dp" may be printed directly from the disk to the
printer, leaving the CBM 8032/9000 computer available for typing
or editing. Although this function may seem <omPplex on the
surface, it really is quite simple. «~The file was sent out to
i i i {it would then be sent from the
disk to the printer).

In our example, we instructed WordPro 4 Plus that we wanted to
Qutput by pressing:

<CONTROL> Q

This put the unit in Qutput Mode. At this point, we would have
indicated whether or not we wanted to merge variable data from a
List (by pressing 1 - letter "1"), gr from a Sequential File (by
pressing g}, or whether or not we wanted to Cutput Globally ({(by

pressing gl .

Example: <TYPE> 1 {for List data}.,
<TYPE> g (for Seguential)l,
<TYPE> g {for Glohal)

CQur example did not use variable data or Global files,
Therefore, none of theze keys were pressed.

Next, our example indicated to WordPra 4 Plus that we wanted to
gend a file to the disk by pressing d for disk.

We then <TYPED>» p for PRINTER FILE. This indicated to WordPro 4
Plug to send the information to the disk exactly as it would

have gone to the printer.
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We then instructed WordPro 4 Flus to store the file on Disk
Drive #1 by <TYPING> 1. We then named the file "dp™ (Disk
Print} by:

<TYFING> gp <RETURK>

Remember, the name of the file must always be "dp®. I1f the file
name “dp® already exists on disk {from the creation of a
previous Disk Print File}, the message REPLACE? would appear and
vou would press <RETURM> to REPLACE the file. At this point,
~you would have to enter the Glebal File name andfcr the

Seguential File name if you had selected them during the Qutput
seguence, Otherwise the file in Main Memory (your screen) will
be used as the basis for output.

The disk will now activate and WordPro 4 Plus will create the
file named "dp". The original file{(s} will remain intact and
unchanged. Remember, the "dp" file is stored separately on disk
and dees not affect the original file (or your other files).

A5 an example, if two file names, "demo” and "demo 1", were
stored on diskette (by themselves), a {(partial) directory would
show:

demeo deme 1 help
blocks free XXX

To create a Disk Print File from the file named "demo®™ and store
it on drive #1:

Recall the file, then:

<CONTROL> o d p 1 dp <RETURN>
or using a Global ocperaticon:
<CONTROL> g 9 4 p 1 dp <RETURN> demp <RETURN>

1f you had chosen g to create a Global dp £ile, the Status Line

would prompt you with Globals . You would then enter
the name of the first Global file and then <PFRESS> <RETURMN>.

Onee the Disk Print File has been created, a (partial) directory
would show:

demo demo 1 help dp
blocks free XXX

Hotice that the creation of a Disk Print File (named "dp"™) does

not affect the filels) thaf it was created from.

SECTION 5 page 5-37 ADVANCED PUNCTIONS



WordPro 4 Plus User's Guide

Once the file has been completed (in far less time than if the
same data were toc be sent to the printer) it can be output to

the printer at any time with:
<CONTROL> p
The Status Line will change to show:
isl .

It will take about 1 or 2 seconds for the disk file to be cpened
and begin printing, but when it does, control of wWordPro 4 Plus
will be returned tc the operatoar. Before beginning to print you
must have glready recalled the fileis) that you wish to edit

inti . You cannct use ANY peripherals
during Disk Print, which means File Meode, Directory and Qutput
te Disk or Printer is not allowed. Any attempts to use:

~ £SHIFT> HOME (File Mode!}

- SCONTROL>» 0 (Drive 0 Directory?

- <CONTROL> 1l {Drive 1 Directory)

= CCONTROL> 2 (Selective Directories)

= (CONTROL> £ or . "comma" {(Read Error Channel)
- {CONTROL> 2 or , "period"(Send Disk Command}
= <CONTEOL> SHIFT RUN/STOP (Program Restart)

+++sWill result in the following Status Line message:

Disk Use Not Allowed iX:1:8:CNs = =

.+++and the function will not be entered. In the output meode,
you will find the following keys have no effect:

~ g (for Continuous Qutput)

d (for Output-to-Disk)

- g {(for Global Cutput)

- 5 {for Sequential List Datal

— <RETURN> {for starting printer cutput)

It is peseible to do leocgl Video Outputs, ineluding those using
Extra Text and List Data. When a FPind or Search & Replace
function asks you te select Local or Global, typing g will
result in the function being cancelled,

The moment Disk Print is finished printing the £ile, all
peripheral usage will return to normal.

DISK ERRUR HANDLING. Disk errors occurring as a result of a
problem with the "dp" file will simply cause automatic
cancellation of the mode., Since this function is designed not
to interfere with normal operation of the Word Processor, no
error messade is returned to the status line. The disk error
can be displayed by pressing <CONTROL> . Or 4.
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CARNCELLING DISK PRINT. You may cancel the printing of a Disk
File at any time with <CONTROL> p (It works like an on/eoff
switeh) . Some printers may buffer ahead of the data coming from
the CBM/FET, so the printer may not stop immediately. Once
cancelled, printing of the ®*dp"™ file canpnet be continued from
the point where printing was interrupted. Once printing of the
"dp" file has commenced, the file/document will be printed in
its entirety without interruption,

You cannot recall a dp file. This is because 1t is a disk print
gnly file. You still have access to the original file or files
from which you made the dp file. If you should need to look at
any part of the dp f£ile you should recall the file in which the

text was originally stored.

You may have only cne dp file per disk. If a dp file already
enists and you create a "new" dp file, then the REPLACE? prompt
would be displayed. When you press <RETURN> the new dp file
will REPLACE the old dp file, The dp file must be on the same
diskette as the original file or files from which the 4p file

was created.

Yoeu can scratch flerasel a dp file from a diskette just as you
would any other Eile on your diskette.

& % & * * %k *
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SECTION 6
EFILE HANDLING

WordPro 4 Plus provides complete file handling in the FILE MCDE.
You can Memorize (save} all of the text in memory or a section
of the text. You can transfer text from a diskette to Main or
Extra Text, recall a file into text at the end of memory, or
between linesg in memory.
Press <SHIFT> CLR/HOME to enter the FILE MODE, The FILE MODE
commands are explained irn the Lessons in this Section,.
Thie Section ¢ontains;

Complete Memorize

.Section Memorize

Complete Recall

+Linked Recall

-Merge Recall
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LESSON 1
COMPLETE MEMORIZE

T¢ memerize (record! the text in the main memory to a diskette,
enter the File Mode, then <PRESS>» m. The Status Line displaysz:

- * - * * * = s =

Enter the disk drive number that contains the diskette on which
you wish to memorize the text. The Status Line displays:

MEMORIZE - N: iEiI:85:C:N; O= XX L= XX

Enter a file name of up to lé characters and press the <RETUERN>
key. If no file by that name exists on the diskette the Disk
Drive will activate and when the file is recorded on the
diskette the Status Line displays:

stored - Nilfile pamel 2X:T:8:C:N: = =

The file is now stored on the diskette. If a file with the
epecified name already exista on the diskette, the Status Line

will display:
BREPLACE? N:{file pname) ;X:T:S;CoN; C= xx L= Xx

Now you must decide whether to keep the existing file on the
diskette or whether to replace it with the file in memory. To
teplace the diskette file with the text in main memory, press
the <RETURN> key. This “overstoring®™ option allows vou to
easily update letters or documents without renaming them. To
abort the memorize command, press the <CONTROL> key.

Erase your screen and type in a sample paragraph and fellow the
steps listed above to practice memarizing.
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LESSON 2
SECTION MEMORIZE

To memorize a group of lines from the text in memory onto a
diskette, first specify the section of text to memorize. To set
the range, first position the cursor at the beginning of the
text you want t¢ memorize. Then press <CONTRCOL> ¢ {RANGE}. The
line with the cursor ®highlighte™. Move the cursor down the
screen, highlighting the lines to memorize. Then press the

<RETURN> key.
Enter File Mode, and <PRESS> m. When the Status Line displays:

MEMORIZE — DRIVE ¢ 2 = X:I1:585:C:N: C= Xx L= XX

<PRESS> z. The Status Line then displays:

DO _RBANGE - DRIVE # 2 sE:1:S==N: = =

Enter the Disk Drive number, The Status Line then displays:

DO RANGE - N: sXsT:BeCrHe - -

Enter the file name to store the group of linez under.
WordPro 4 Plus will memcrize the lines or tell you that a file
already exists wunder that name just as described above in

"Complete Memorize®™.

Practice the Section Memorize command by choosing a portion of
text to memcrize on your document diskette in Drive #1. Name
this section as “section" when you memorize it.

® * * * ] * *
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Complete Recall

To recall a £ile from a diskette into memory, move the cursor to
the beginning of text position by preessing the CLE/HOME key
twice. Then enter the File Moede by pressing <SHIFT> CLR/HOME,
then <PRESS> r {(for RECALL). The Status Line displays:

RECALL iX:T:8:

Enter the name of the file you wish to recall, then press the
<RETURN> key. WordPro 4 Plus will automatically search both
diskettes for the file. To search only one diskette for the
file {(thie is a user option), enter the disk drive number, a
colon, and the filename as shown below, then press the <RETURNH>

key.

* L] * — —1

When WordPro 4 Plus finds the file, it displays the file ¢on
screen, If the file is not found, the Status Line displays:

- L - Ll * - - —

r
Re—-enter the File Mode and re—-enter the File name.

Linked Recall

To link lines from one file into another file use Linked Recall.
Linked Recall differs from Complete Recall only in the poeition
of the cursor. Flace the curser at the end of the text in
memory where the file from the diskette will be linked. RECALL
the file following the same procedure as for Complete RECALL.
This functicn will link ¢or add two files together on the display
screen as& long as both files will fit in Main Memory.

Merge Regall {(Insert)

To merge lines from one file into ancother file use Merge Recall.
Move the ecursor to the line below where the file from the
digkette will be merged ¢r insecrted. Enter the File Mode, then
<PRES5> 1 (focr Insert). The Status Line displays:

INSERT I T:R-CiN: L= xx L= xx

Type the name of the file to be merged. When WordPro 4 FPlus
finde the file, the text is inserted beginning with the line
that the cursor was on.
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SECTION 7
RISK DRIVE COMMARDS

There are seven disk functions that can be performed with
WordPro 4 Plus. These are:

Initialize - Tells the disk drive that a particular diskette has
been inserted into the drive for daily use.

Validate - Deletes from the diskette files that were never
properly recorded.

Duplicate - Copies all the text from one diskptte and makes an

identical copy on another diskette. This command is very
ia FY . "HaCkelD" . f a1l

files,

Copy -~ Duplicates individeal files on the same diskette or
copies individual files from ane diskette to another.

Repame - Changes the name of an existing file.

Scratceh - Erases unwanted files from a diskette and from the
diskette directory. ,

To enter a disk command, press the <CONTROL> key and then the
Period/Wedge key. To enter & disk command for the Secondary
Drive, press the <CONTROL> key and then <SHIPT> and the
Period/Wedge key. The Status Line displays:

= C= XX L= Xx
Or, if the Secondary Drive was selected:
5> C= XX L= xx

IMPORTANT ROYE: When using the Secondary Drive, drive numbers 2
and 3 are used when calling a directeory, or re¢alling or
memorizing text. However, when using the disk commands with the

i ive, lafter pressing <CONTROL>» <SEIFT> and the
Perjod/Wedge Key) drive numbers 0 and 1 MOST be uzed, (NOT 2 and
3311t Ir all of the following examples only the primary drive
is shown. However, these examples can also be applied@ to the
Secondary Disk Drive by pressing the <CONTROL> key and then the
<SEHIFT>ed Period/Wedge key. Remember, when utilizing digk
commandg while using the Secondary Drive, you MUST use disk
drive npumbers 0 and 1.
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LESSOR 1
FORMATTING (NEWING) & DISKETTE

To enter a disk command, press the <CONTROL> key and then the
Period Key. The Status Line displays:

> C= =

The first time a new diskette is used, certain information must
be recorded on a certajin area of the diskette, This is called
formatting or newing the diskette, This procedure can alsc be
used on an old diskette to erase all of the files and the
directory. To format a2 new diskette, the disk command is:

<{TYPE> >n¥:diskname,id#<BETIRN>

L informs the disk drive that this is a new diskette to he
formatted.

% represents the disk drive number. Enter a 1 or 0.

digkname is the name of the diskette. Enter a name, up to 16
characters long. Commas, semi-ceolons, or colonsg cannct be
included as part of the diskname. The diskname will always

appear when you examine the directuay of a diskette,

id? is the disk identifier number. Enter any two digit number.
dlways try to keep &all the numbers unigue. lge a different
two-digit combination far each diskette. If your diskette
library begins to exceed %9 diskettes, start using twoe-letter
combinations such as "aa", "ab", etc.

Practice POEMATTING by placing a brand hew diskette into drivetl
and follow the steps listed above using nl:practice,02 as
parameters,

Note: To format o disk in drive 0 or 1 of the Secondatry drive,
follow the above procedures entering Disk Mode for the Secondary
drive by wusing <CONTROL> then <SHIFT> and ., (¢ommal. The
Status line will display:

5> C=xXxx L= Xx

Keep in mind that when wutilizing disk commands with the
Secondary drive, you only use drive numbers 0 and 1.
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LESSON 2
INITIALIZING DISKETTES

Whenever you place a different diskette in a disk drive, the
diskette must be initialized. A diskette must have been
previously formatted for the Initialize command to function.
This procedure simply tells the diegk drive to align itself on
the directory area and read the diskette name and ID number.

To actually perform the initialize function, <PRESS> RUN/STOP
and 0 (to initialize the diskette in drive 0}, or 1 (to
initialize the diskette in drive 1), or 2 {to initialize both
diskettes in both disk drives),

You do not need to enter the Disk Command Mode to perform the
Initialize function.

¥You may initialize at any time without affecting vyour text.
Repeated initialization of a diskette is not harmful.

Practice INITIALIZING a diskette (in drive#l) by <PRESSing>
RUN/STCP 1.
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LESSON 3
YALIDATING DISEETTES

Te enter a disk command, press the <CONTROL> key and then the
Period key. fThe Status Line displays:

2 C= XX L= XX

The Validate command removes from use "bad™ areae on a diskette,
so that you cannot Mem¢rize or Recall from them. It also
deletes from the diskette files that were never closed properly.
To validate a diskette, <TYPE> ¥ and the disk drive number
followed by a <RETURN>. To Validate diskettes in beoth drives,

just <TYPE> ¥ followed by a <RETURN>.

If you ever have 'difficulties' storing a file on a diskette and
you Kknow there are enough BLOCKS FREE on the diskette, you
should wuse the VALIDATE command to clear the diskette of

‘problem! areas,

SECTION 7 page 7-4 DISE DRIVE COMMANDS



WordPro 4 Plus User's Guide

LESSON 4
DUPLICATING DISKETTES

To enter a disk command, prese the <CONTROL> key and then the
Period key. The Status Line displaya:

2 o= =

The Duplicate command creates a second, identical diskette with
the same name, id number, and all of the same files. Be sure
that both disketteg being used are in excellent condition.

Te copy drive § to drive 1, Press <CONTROL> dl=0 <RETUEK:>
To copy drive 1 te drive 0, Press <CONTROL> . did=]1 <RETURN:

NOTE: Place a brand new (or used) diskette in the disk drive to

Before executing always check your command for possible error.
Make sure that you give the correct drive numbers, or the blank
diskette can be duplicated owver the diskette containing the

files.

The Duplicate command will be used extensively for BACKUP copies
of your diskettes. This command allows you to duplicate a
diskette onto a brand new diskette or used diskette, A diskette
need not be formatted before the Duplicate command is performed.

Earlier in this User's Guide you produced & BACKUP copy of your
Systems Diskette. Certain steps were reguired in order for you
to accomplish that task. The DUPLICATE command explained above
is the correct procedure for producing BACKUP/DUPLICATE
diskettes during daily use. For example, to produce another
DUPLICATE/BACKUFP copy of your Systems Diskette you would insert
a brand new diskette in Drive #1, enter the disk command mode
via <CONTROL> . then <TYPE> dl1=C <RETURN>. A helpful mnemonic
to use is as follows: Think of the letter "d" in this command
as standing for Destinatiocn. Therefore dl=0 weguld mean the
destination {(drive to be copied to} is 1.

* * * * % * *
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LESSON 3
COPYING FILES

To enter a disk command, press <CONTROL> then , (Pericd). The
Status Line displays:

2 L= xx L= xx

The Copy command enables you to copy a particular file or files
from opne diskette to another or to the zame diskette under a new

file name,

Ta copy a file from one diskette to another:

<TYPE> c#:{new filepamel=-0ld#:lold filenamel <RETURN:>

where "#" is the drive number which will contazin the new file,
and "0ld#* is the drive number of file being copied.

For example, if you want to copy & file named "sample™ on disk
drive 1 to another diskette in disk drive 0:

<TYPE> gQR;sample=l;gsample <RETURN>

The % and 014 % can be the same disk drive. This allows you to
copy files on the same diskette. If you want teo <opy the file
"sample” to the same diskette under a new name:

<TYPE> gcl:newname=l;sample <RETURN>
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LESSON 6
BENAMING FILES
TS enter & disk command, press <CONTROL> then , (periad). The
Status Line displays:
Z L= XX L= xXx

T¢ change the name of a file on a diskette:

<TYPE> r#:[new namel=I[c¢ld namel <RETURN>

For example, to rename a file on disk drive $1 called "sample"
to the name "different":

<TYPE> rl:different=gample <RETURN>
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LESSON 7
SCRATCHING FILES

To enter a disk commend, press <CONTROL> key and then, (period).
The Status Line displays:

b C= Xx L= %X

The scratch command epables vou to erase unwanted files from a
specified diskette, To scratch a file from a diskette:

<TYPE> g#:[file thamel <RETURN:

¥You can scratch mere than one file at onced

<PYPE> g#;[file namel, [file namel,.,, <RETURN>

For example, to scratch files called “sample®™ and “another"™ on
disk drive#l:

<TYFE> gl:igample,another <RETURN>

Your practice diskette should contain a file named "sectjion®.
Call a directory on disk drive #1 by pressing <CONTROL> 1
<RETURN>. Verify that the filename is displayed. If that file
name is not displayed, choose another filename to SCRATCH/ERASE.

SCRATCH/ERASE that file by pressing <CONTROL> , {period) to
enter Disk Mode.

£TYPE> gl:gection <RETURN>.

dfter a moment <all up another directory from disk drive #1 and
you will see that the filename "section” is no longer displayed.

To scratch similarly named files, i.e., all files beginning with
the letters "lett"™ on Drive #1, you would:

<TYPE> gsl:lett* <{RETUEN>
Te scratch all files from drive#l yvou would:

<TYPE> gl:* <RETURN:
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LESSQN 8
DISK DRIVE ERROR CHANNEL

If a DISK ERROR occurs during a Disk Command (signified by the
red error light between the two drives) the Disk Error Channel
can be reazd to determine the cause of the error.

To read the Disk Error Channel simply <PRESS> <CONTROL> then .
{commal. As with the Disk Commands, to read the Error Channel
ocf the i iveé, <PRESS> <CONTROL> then <SHIFT> and

+ f(comma)., The Status Line will now display the apptopriate
Error number and message.

The following are some typical Disk Error Messages. Please
¢consult your CBM Disk Drive DUser's Manual for further
explanation of these error meesages.

L0 .0K.00.00 C= xx L= xx
D1.FILES SCRATCHED.xx,00 C= xx L= xx
46 . WRITE PROTECT ON.XX. XX ’ C= xx L= xx
XX READ ERROR, XX, XX €= xx L= XX
XX MWRITE ERROR.XX.XX C= XX L= XX
£9,DISK ID MISMATCH.,XX,XX L= xx L= XX
XX SYNITAX ERROR Q0,00 C= xx L= xx
62,FPILE NOT FOUND,OD,00 C= XX L= xx
63, FILE EXISTS.00.00 C= xx L= X
E4 FILE TYPE MISMATCH, Xx. xx L= xx L= xx
12.DISK PULL. XX XX Ce XX L= xx
13.DRIVE NOT READY.0Q,.QQ Ce Xx L= XX
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NAME

Append Function
Print Variable
Elock

Clear TAB

Exit to BASIC

Delete

Erase Mode

Find
Goto
Hunt
Fill variable

BElocks

Clear All

ThRS

Duplicate Lines
Modify

Numeric Tab

Output

Print Disk Print
File

SEECTION 8

SUMMARIES
SUMMARY OF <CONTROL> FUNCTIONS
ENTEER BY USE CANCEL
<CONTROL> a Append lines from YES
Extra Text
<CONTROL> I Put a Variable NO
Elock &n screen
<CONTROL> g Clear TABR at NO
Cursor Position
<CONTROL > Resgets Computer NO
SHIFT q
<CONTROL> g Delete Words YES
and Sentences
<CONTROL> g A=erase all YES
I=erase remainder
l=erases line
<CONTROL> [ search for a YES
given string
CCONTREOL> g Gotoe a apecified YES
line number
<CONTRCL> L Restart a local MO
find functien
SCONTROL> i Fill in Variable HO
Blocks
<CONTROL> k Clear cff all NO
the TABs
<CONTECQL> 1 Duplicate the | (8]
Range of Lines
“CONTROL> [ Modify Search YES
Replace stringsg
<CONTROL> n Set Numeric Tabs NO
<CONTRQOL> p Enters the Dutput YES
Function
<CONTROL> p Prints Disk Print YES
File
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ase ENTER BY
Range <CONTROL >
Set TAR <CONTROL >
Set Automatic TABs <CONTROL>
Transfer <CONTROL>
Variable <CONTROL >
Characters

Extra Text <CCONTROL>
Delimiter <CONTROL >
Glabal Copy <CONTROL >
Send Disk <CONTROL>

{<CONTROL> <SHIFT>

Read Error <CONTROL>
Channel
{ CCONTROL> <SHIFT?»
Special <CONTROL>
Character
Underline <CONTROCL >
<COMTRCL >
Bold Printing <CONTROL >
LCONTROL >
Byrhen <CONTROL >
Find variable <CONTROL >
Block
Empty a4 Variable LCORTROL >
Home Data <CONTROL>

SECTICN 8 page

L

B

<SHIFT>K

£

X

4

¥4

USE

Sets a Range of
Lines

Eets a TAB at
cursor position

Secs TABs at 1,21,
41, and 61

Transfer the RANGE
of lines

Appends groups
of characters

Switchez in and
out of Extra Text

Enters a delimiter
for LIST Data

Copies all files

CANCEL

RO

HQ

YES

RO

NO

YES

in a linked Document

a Send a command to YES
the disk drive

+ for Secondary Disk Drivel

a Read the disk RO
error channel

+ for Secondary Disk Orive)

1 Enter a special YES
character

I Turn on Underline HO

1 Turn off Underline

i Tucrn on Bold Type 214]

1 Turn off Bold Type NO

= Enter a Hyphen NO
symbol

TAB Find a variable KO
block - go to it

ARROW UFP Delete the contents YES
of Variable Block

HOME Clear Data Pointer YES
to Home position
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HAME

Restart

Directoty

Superscripts
Subscripts

Eestarct Global
Find

Search and
Replace

Column add/
Subtract
Sound

Check Mark

Line Delete

Line Ineert

Insert Mode

Screen Read

SECTICH B

ENTER BY

<CONTROL >
<SHIFT> RUN/STOP

<CONTROL> Q <RETURN>
<CONTROL> 1 <RETURN
<CONTROL> 2 <RETURN:
<CONTROL> 3 <RETURN>
<CONTROL> 4
<CONTROL> &

<CONTROL > CRSR
RIGHT

<CONTROL> H

USE

—

Change Lines
Allocated to
Extra Text

Drive #0 Directory
Drive #1 Directory
Drive #2 Direc¢tory
Drive #3 Directory

Superscript
Subecript

Bestart a Global
Find Function

Enter search and
replace functien
1l = Locally
g = Globally

CANCEL

A

RO

NO

NG
NOQ

NO

YES

<CONTROL> = Column Add/Subtract NO

<CONTRCL> M Sounds Internal YES
Beeper

<CONTEROL:> F Enter a Check Mark HO

(Question mark- on the screen

Slash Key)

<CONTROL » DEL DPelete a full HO
line

<CORTROL > Ingert a full KO

<EHIFT> DEL line

OTHER IMPORTANT FUNCTICNS

<SHIFT> <CONTRAOL> Enter/Exit N/A
Insart Mode

BACKSLASH key Inserts filename N/2
automatically into
Status Line. Used for
REPLACING files and
loading files from a
directory.

- * * * * * x
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COMMAND

=m
Zn

fa

fp

ft
hd
hl
hr
ju
1f

ilm

in

ma
nx
p#
P9
PP
ps
pt
ra
rm
sp
vp

SECTION 8

SIUMMARIES
SUMMARY OF FOEMATTING COMMANDS
NAME PARBMETERS
Comment -
Centering l=pn, O=off

Form Advance

Forced paging

Create page footer

Create page header

Head left margin
Head right margin
Justification

S5end line feed
tc printer

Left Margin

Do a specified
nhumber of line
feeds

Margin release
Link next file
Set page number
Set paging

Set printer page
Pause

Set Pitch

Right alignment
Right margin

Set line spacing

Vertical
Positioning

page 8-4

4,6,8,12

nope=immediate
1-255=conditional

1-163
2-164
l=gn, Q=aff

l=on, 0=0ff

1-1463

1-255

1-1863
filename

2 or greater
Less than pp

Page Length

g, 10, 12, 15
l=cn, Qd=off
2-164
1, 2, 3

1-pp

DEFAULT

lm
Im
of £
of £

10
of £

75

SUMMARIES



WordPro 4 Plus User's Guide

SUMMARIES
SPECIAL CHARARCTERS

Each and every character on a NEC thimble (or other printing
mechaniem) has an assigned ASCII value for each character. The
NEC Spinwriter print thimbles contain some characters that are
important to certain WordPro 4 Plus users, i.e., copyright
symbhols, trademark symbols, etc. WerdPro 4 Plus has the
capability to use/print up to ten of these special characters.
Character values must be set on a Format Line as shown below
using the "assigning wvalue procedure™ (explained in this
Section), to assign values to the ten special characters.

le of . . ia1 cf

@0=204:1=203:2=123:3=125:4=218:5=194:6=206:7=205:8=198:9=211
<RETURN>

These special characters are available in Edit Mode by pressing
<CONTROL> ; (semi-¢olon). This produces an ARROW UP that will

display on your screen. Then enter the number that corresponds
to the =apecial character previously assigned in a format line

{or default value):
example: <COMTROL>»; &

This example produces an BARROW UP and the number 6 on your
screen. During output, the special character assigned to #6
would print. This assigned number tells WordPro 4 Plus to lock
for an "ASCII" value previously set to the number 6 on a Format
Line. In this case, the value would be ASCII (206} which will
print a copyright symbol during output on the NEC Spinwriter.
Ten default values have been assigned as shown below.

0= Assign Special 0~255 204
Character 0

1= Assign Special 0-255 203
Character 1

2= Assign Special 0-255 123
Character 2

3= Assign Special 0-255 125
Character 3

&= assign Special 0-255% 218
Character 4

S5= Assign Special 0-255 194
Character 5
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E= Assign Special 0=255 206
Character 6

iw Assign Special 0-255 205
Character 7

B= Assign Special 0-255 1438
Character §

9= Assign Special 0-255 211
Character 9

NOTE: The default walues of the special characters are designed
to give the ten most popular symbol® on the KEC Spinwriter's
"Super Courier®™ thimble, Those special characters are:

British "POUHD"™ Sign

Degrees

Cpen Sguigqly Bracket

Close Sguiggly Bracket

Cents Sign

Registered Trademark (circled R)
Copy Right {(circled )

™ Sign

One Half

One Quarcter

K NHERD
M e R~ O

L =R R LR R PR N o ]
(I - I T I I I I (I |
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SUMMBARIES
SUMMARY OF ERROR MESSAGES

In addition to the WordPro 4 Plus error messageE described
below, please refer to the Commodore 2040/4040/B050 Disk Drive
User's Manual for further explanations of disk-related error

messages.
Device < 4: the printer device pumber must be 4 or more.

i This means Directory Error. It can occur if the
Disk Drive does not understand the directory on the diskette.
Re-initializing the diskette may 2olve the problem.

Disk Full: The diskette you are using is full. No more files
can be steored on it Do not erase the file from memory.
Re-memorize it on a different diskette, or scratch unwanted

files from the full diskette a&and re-memorize.

Disk ID Mismatch: The diskette in the drive was not the last

diskette te be initialized. Initialize the diskette you are
trying to use.

File Mot Found: The file the disk was directed to recall does
not exist on the specified diskette. <Check the exact filename

you are recaliling.

i i There are three types of files that can
exist on a diskette: a program file, a sequential file, and a
user file. Al]l text is stored as program files, but sequential
files can be used for external list data files. An attempt to
recall a file of the wrong type will cause this error.

Leff Margin=0: 1In the lm command, the left margin must be 1 or
higher.

Leff > Margin: In the 1m and rm commands, the right margin must
always be greater than the left margin.

You tried to move the c¢ursor tc  a
nenexistent line number.

Lipe Spacing > 3: In the sp command, line spacing of 1,2,3 are

acceptable.

H During the Autcomatice Variable Blocks
{CONTROL i) function, no blocks are indicated in the Main Text.

Mg Drive Bpecified: You requested the Global Capy functien

without giving the drive number of the source diskette before
the file name.
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NHo Line Range Set: You tried to use a Range function before

entering the range setting.

You have executed a Hunt function with
no string search specified.

During the <CONTRCL> i function of
Butomatic WVariable Blocks, the wvariable blaocks are filled in
Main Text, but there is more data left over in Extra Text. This
is a normal Status Line message when you are using wvariable
blocks and printing one document at a time.

i You are trying to enter, recall, or append more
text than WordPro 4 Plus can store in its memory at one time.

The value of the pg command must not
exceed the value of the pp command,

Bead Errer: This error message probably means that there is ne
diskette in the drive, but it can also mean that you have a
badly initialized diskette. Re-initialize the diskette if it is

in the drive.

Right Margin > 163:; 1In the rm command, the right margin cannot
be higher than 163,

Syntax Error: This message occurs If you type in a2 command
incerrectly. When a Syntax Error cccurs, the cursor will move
to the location of the error if the character is typed
incorrectly or the curscr will move to the right of the error if
4 necessary character is missing.

i ; The transfer function cannot
operate becausze the last line ¢f available text is used.

i The variable name specified during
Appending was not found in Extra Text.

Yariable Type Mismatch: The variable exists in Extra Text, but

does neot contain the correct delimiters.

Write Error: When the disk drive memorizes a file, it reads it
back to see if it was memorized correctly. This error occurs if
it was not. Re-memorize the file or change the filename if
necessatry.

Write Protect On: There was something blocking the
write-protect slot on the side of the diskette, and you

attempted teo memorize something. If you wish to memorize
{store) something on a diskette that has the write protect notch
covered, you must first remove the write protect tab.
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PROGRAMMER'S NOTES
By Steve Punter

ANTIRODUCTION

The following guide will explain in programmer's terms how to
use the input/output features of WordProe 4 Plus with other
programs such as mailing lists and terminal programs. The
informaticon given here will assume an advanced understanding of
the Commodere model 803279000 and/cr computers in general and is
not intended for the novice WordPro 4 Plus user.

Qutput To Disk

Text is normally stored on disk as “Text Files" in special
"screen <ode®, and accessed through the MEMORIZE and RECALL
commands. These files are not particularly useful to anyone
intending to interfa

ralS.

Te remedy this problem, a special mode of the Qutput functien
called “Output To Disk" allows text to be sent to the disk in
one of three forms, These three forms are as follows:

- CBM compatible format
= ASCII compatible format
- Printer compatible format

: This means that the text is sent to the digk in
“CBM/PET ASCII™ form. To make it directly usable to an INPUT#
statement, a guote is put at the beginning of each line so that
BASIC does not stumble onh commas, ¢olons, or semi-colons. To
round out the compatibility, all quotes (ASC[34]1} in your text
are converted to APOSTROPHIES.,

ASCII compatible: In this mode, the text is sent to the disk in
proper ASBCII format, not the PET ASCII format. As above, a
quote is sent at the beginning of each line to alleow a Basic
INPUTH statement to work without stumbling on colons, commas, or

gemi-c¢olons.

In this mode, the disk receives EXACTLY
what the printer would receive if the output were going there.
This includes all escape codes for Form Advance, Pitch Eetting,
and Semi-Proportional Justification (if letter~quality printer
mode was selected at power-up). Ko guotes are added, and no
characters are converted for the sake of BASIC interface,

The fille is of the fully formatted SEQUENTIAL type in al)l cases,
and not in the "raw" form.
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Choosing The Right Type Qf Output

Off hand, you may net be sBure what type of cutput suitsa your
needse the best. Tce make life easier, here's a quick
crosg-reference of possible needs and their associated cutput

types.

1) You have a BASIC program which you would like to have read
each line of the formatted text and print it on the EBcreen
for the operator to read. Ideally, all you want to do is
open the sequential file, use INPUT# t¢ get the line and
PRINT to put it on the 8creen (no conversions or GET#
required). Por this application, use the CBM compatible
ﬂutput .

2} You have an ASCII type printer and you would like to hawve
your BASIC program input the formatted text £from disk and
Bend it directly to the printer without having to do any
ASCII conversions or use any Blow GET# routines. Por this
problem, use the ASCII compatible output.

3} You have a MACHINE LANGUAGE program which you would like to
have drive a Letter-Quality printer from the formatted text
files, but you want all Escape sequences left intact so that
you will get Semi-Proportional spacing and the proper Pitch
and Form Advance settingse. For this, the best type of output
is the Printer compatible cne.

4) You have written up some text you would now like to send to
another computer via a modem. The computer at the other end
doe2g nat like CBM/PET ASBCII and knows hnothing of printer
Escape codes, but you don't want to have to 1l¢ok for the
Quote at the beginning of each line and skip it. For this.,
you are going to have to make sure your WordPro 4 Flus was
powered up for an ASCII printer. If it wasn't, be Bure your
text is saved, then execute <CONTROL>» <SHIFT> RUN/STOP to
return the program back to the start-up configuring
gquestions, and select ASCII for the printer type. Now reload
your file and use the Printer compatible cutput.

As a gquick rule of thumb: If the sequential file is destined to
the PET screen, or the CBM printer, use CEM type; If the file is
destined to a simple ASCII printer or the file is to be further
manipulated by an external program, use ASCII type; If the file
is destined to a Letter Quality printer, or another computer,
use Printer type.
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i e Pil 3
The end of the sequential file could be noted by checking the
STATUS variable during input, but I personally think this is not
as reliable as a definite end marker. The end marker appears
only in the CBM and ASClI compatible filee and coneists of the
following characters:

- ASC [128) ‘:end marker
- A8SC [13] jcarriage return
- ASC [10] tline feed

A Sample INPUT program

For your reference, here is a sample BASIC program which will
input a CBM compatible file from drive 0 and print it on the
screen. The seguential file is called "screenprint®™ in this

example,

100 open 2,8,2,"0:BCcreenprint,s, "™

110 input#2,a$%$ : if a$=chr${128) then 130

120 print a% : goto 110

130 close 2 : end

140 rem notice line 120 only sends 1 string at a time

2 . . is]
With the exception of Printer compatible output, the type of

printer chosen during program power up does not affect the
characters sent to the disk (In the case of Printer type, it is

s0lely responsible).

Once ycu are satisfied that the printer type you eelected on
power up is correct, and that the text will output without
errors, you can proceed to send it on to the disk. Enter the
Qutput mode as usual with <CONTROL> Q. Set up for LIST DATA or
GLOBAL cperation (as required) and instead of pushing <RETURN>,
push d. The Status Line will change to show:

o AsCii pri :

To this you respond &, a, or p depending on which of these
previously mentioned three output types you require, The Status
Line will now show:

XX Fille: Drive # 2

Where XXX is "CBM", "ASC", or "PRT" to verify which of the three
output types you chose, Enter the drive number upon which you
want the sequential file to be created. The Status Line will

change to show:

xxx EjIE- DIIG":EQ:]

Where D is "0" or "1" to verify the drive number chosen. Now
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enter the name you would like the sequential filerto have. Press
<RETURN>, the program will now do one of three things:

1} It will discover there already is a file on the disk under
the name you have gpecified, in which case you will be asked
if you want to REPLACE the existing file {in EXACTLY the same
manner ag MEMORIZE). You can either cancel the function by
pressing <CONTRCOL>, or overwrite the old file by hitting
<RETURN>. If the file i= teo be overwritten, operation
continues the same as if the file did not have to be
replaced,

2 & disk error will occur, in which case output will be
automatically cancelled and the error displaved on the status
line. NOTE: This also includes an attempt t¢ overwrite a
file which is not currently a sequential file (i.e., a Text

File).

3) Everything will go smoothly on the disk and output will
commence (if Global output was chosen, the Global file name
would be asked first).

Completion of the sequential file can be determined by noting
that the disk light has gone off, and that the Status Line has
returned to normal.

3 tial Li

¥You have now seen how formatted text c¢an be passed out of
WordPro 4 Flus, but how can data from another program be brought
in? You could have this other program ¢reate a Text File, which
could be directly brought in with RECALL, but as this is a very
time consuming method of passing date, we have provided a
Sequential List Data function.

What is Sequential List Data? It is a function of Output which
allows Variable Blocks to be filled by RECORDS from a sequential
file {stored on disk) rather than from EXTRA TEXT. The format
of a Sequential List Data (SLD}) file (on disk} is guite simple.
It contains all of the "pieces" of data to be inserted inte
Variable Blocks, delimited by carriage returns ({AS5CI[13)) or
<CONTROL>» Z characters [(ASCI162]1).

&s an example, consider the following Form Letter:

Dear Mr, <CONTRCL> b:

Our computers tell us that you currently owe us the
sum of S<CONTROL> L. We would like payment within
<SCONTROL> b days, or we will have to take legal
action.

Yours Truly,
The Management
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The contents of a wsequential f£jle which can fill in these
Variable Blocks is as follows:

Punter (ASC[12])106.00 (ASC{13])12(ASCI13])
Smith(ASCI13]1)125,.25(ASCE131)2{A5C[13]}

You will note that each piece of data is separated by a carriage
return in this example, but any, or all, could have been
separated by using ASCI162].

If you use carriage return/line feed combinations, no ill
effects will be noted singe line feeds are ignored.

. SLD Fil in BASIC

To zllow you to test the operation of this feature, here is a
BASIC program which will create a simple SLD file:

140 ﬂPEn Z;E;Er"ﬂ:an Sld filE;Brﬂ'"
110 input"piece of data";a$

120 if a%="end”™ then close? : end
130 print#Z,a¥ : gotollD

Simply type in each piece of data, then hit <RETURN>. Once the

last piece has be entered, type end <RETURN>, This SLD would
create a sequential file named "AN SLD FILE™ which would then be
available as input (via imbedded variable blocks) into a WordPro

document.

. i1 ¢ 3

Using Main Text, rather than Extra Text, type in f{or RECALL} as
muck List Data as you can fit into (see Automatic vVvariable
Blocks (placing data in Extra Text)in Section 5) the text area.
How prepare to memorize this on disk as, =ay, "“Listl®™, but
first, add an nx command to link it to "List2". HMemorize this
file, then start on the next one.

What you are in effect doing is creating (when it is Cutput to
Disk) a large List Data File that is made up of Globally Linked

Files.

Once you have all the files of your List Data ready to go, you
¢an create the SLD file when you globally output it to disk by
using the following keystrokes:

<CONTROL> @ @ 4 ¢ [drive #] [filenamel <RETURN>
[first global file name) <RETURHN>»

Once this is finished, you may use the newly created, "combined"
file as an SLD. With this method, the amount of List Data
available for a single cutput is limited only by the space left
aon the diskette.

SECTION ¢ page %-5 PROGRAMMER'S NOTES



WordPro 4 Plues User's Guide

. i)

Te use SLD files, first make sure your Form Letter iz in Main
{vigible! Memozry, then enter the output functieon with <CONTROL>
2. Proceed with the setting of cutput parameters EXACTLY as you
weuld for a regular Extra Text-derived form letter, but instead
of using 1 for List Data, use g for Sequential.

Upon pushing <RETURN> or g I(yea, a sBequential file can be
written while ancther is read) the Status Line will change to

show:
SEO Pile: [cursor]

Type in the name of the 5LD file that you wish to use. If the
file name entered does not exist, or ancther disk error occurs,
the ocutput functicon will be aborted and the disk error will be
shown on the Status Line. Otherwise, the program will go on to
work like it does with List Data, but the information will come
from the disk, not Extra Text,

Ipternal Uses of Dighk Accesg

We have discussed how te use Qutput T¢ Disk and Seguential List
Data, but what can they do for ue internally? Back in Section 5
you were shown how to create a file which could be output to the
printer while you continued to use the WordPro 4 Plus non-disk
functions., If you hadn't noticed, this was a Printer compatible
Qutput To Disk function that you used to create the file called
ldp'l -

Ancther use is to extend how much List Data vyou can put in the
computer. As it will soon become clear, if it has not already,
there will be times where there isn't encugh space in Extra Text
to allew 211 the pieces of List Data you would like to have
available for a single continuous output. This problem can be
golved by a combined use of both Cutput to Diek and SLD.

The CBM Printer's Special Character

As you know, the CBM printer has a special user definable
character which can be used by printing the ascii value of 254.
Upon power up of WordPr¢ 4 Plus, if you choose CBM as your
printer type, this BsBpecial character will be assigned tc a
Britieh Pound symbol., [The CBM Printer must be turned on and
¢onnected first, before the program is initialized, s0 that the
pregram can form the special character in the printer....Ed.]

To use this symbol, aseign any of the ten special characters to
254 anpd use in text where required. Ozually, when special
characters appear in text, and ocutput is to the CBM printer,
only the index number of the special character (in reverse
field) is printed, but when the value 254 18 assigned, WordPro
cutputs this value directly as the asslgned special character.
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Special Characters

First of all, you might wonder why =some of the sample characters
{ on the NEC thimble } had values of greater than 127, after
all, ASCIT is a 7 bit code, neot an 8 bit, =0 what glves? Well,
quite simply, the NEC Spinwriter does not have all its special
characters as atraight ASCII values, but instead, has them as
the Graphics Mode of the letters A to Z (ASCES to ASCO0). To
access them, you must output an ASCl4 (which puts the NEC in the
Graphics Mocde), followed by the ASCII value, and finally, an
ASCl5 {to put the NEC back in the regular mode).

The special characters ¢on WordPro 4 Plus are arranged in the
following manner: If the value assigned ig between 0 and 127,
then only that number will ke ocutput. If the value aseigned is
between 128 and #55, then the output will be ASCl4, ASC{ABsigned
Value 128), ASCl5. For example, if you wanted the special
character to be "A", you would assign the walue to 65, but if
you wanted the character to be the Graphic Mode "aA" (the one
eighth symbol), then you would assign the value to 193 (65+128).

It may have run through your mind that perhaps the sapecial
characters cculd be assigned to printer <ontrols, like B for
back space. Well, you can, but beware, the formatter does not
allow for them. It pregsumes that all characters printed, do in
fact print, so anything else could mess up the line length,
printer page, or both. Use them if you must, but know what yau

are getting yourself into.
Exit to RASIC
For the convenience of programmers (and users] who wish to exit

WordPro 4 Plue in order to load another program inte the CBM
8032/9000 computer, the Exit to BASIC command is available.

In order to "Exit®™ WerdPro 4 Plus and return to "Computer Mode®
without turning off the computer, perform the following three
keystroke sequence:

<CONTROL> SHIFT g (letter "Que™)

The three keystroke sequence has been designed to preclude any
"accidental®™ Exits to BASIC. Performing this keystroke seguence
will return control to BASIC. Once accomplished, the BASIC
command "new" should be executed to clear the BASIC memory area.

MULTI-USER or PRINTER DISK QUIPUT

MULTI-USER/PRINTER DISK OUTRUT is added to assist in multi-user
applications where spooling from disk to a common printer is
reguired, Still maintained are the ASCII and CBM type disk
cutputs, but added to these is the "PRINTER" disk ocutput. In
this mode, every character that would be sent out to the printer

is sent out to the disk WITH ABSCLUTELY NO MODIFICATIONS.
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When you type 4 in the ocutput moede, the guestion will now be:
Cbm, Ascii or Printer?

If you want the Printer type output, simply type the p key. To
verify your choice, the next prompt will be:

PRT File: Drive # 7
Since the output is what would be sent t¢ the printer, the type
cef printer you have selected at power-up will determine the
exact format of this file,

Mote: Additienal infeormation may be found under Simultanecus
Input/Qutput.

* k k * k ® ¥
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Janvary 1, 1981

wordPro 4 Plus Operator,
/0 Your Location

One PSI Drive

NEECO, MA 02194

Dear WordPro 4 Plus Operator:

Az the saying goes, “a picture is worth a thousand words". The
fellowing "sample letter" is intended to act as a "picture". A
careful study of this letter will enable you to graphically see
how almost every major format command in WordPro is used in a

real example.

. out Thi ]
After examining this example file in Edit Mode f{on your screen)
you may print out (on paper or onh the screen) this textfile for
compariscn purposes. Teo printout this example letter position
your paper (in the printer) at the very top of the page and
press:

I0 PRINT A CORY 10 QUTRUT TO VIDEQ
<CONTROL> o & g <RETURN> ar {CONTROL> 90 g ¥ <RETURN:

then

<TYPE> example letiter <RETURN>

Hote: If you de not have continuous forms paper in your
printer, omit the £ in the above command and <PRESS> g for
“continue" after it finishes printing each page and you have
inserted another sheet of paper.

The firet line of a text file should be a comment line, as shown
in this textfile named example letter. The comment line in this
example contains the name of the text file you are currently
working on. A comment line can also be used +o inform the
operator of any apecial notes or instructions for a specific
file, date of last revieion, or other useful operator
information. A comment line should be on a line of it& own and
will appear as part of the displayed document in Edit Mcode but
will not be printed on the paper when cutput.

The second line of this text file contains an imbedded command
referred to ag i iticoning. Vertical positioning
commands the printer to advance the paper from the top of the
page to the number of 1lines specified by the wp command.
Vertical positioning causes the printer to automatically
position your paper in the desired Jlocation before output
beging. To position the first line of text (in this case the
Header) two lines down from the top of every page, you would use
a command of vp2. The vp command is extremely handy when using
letterhead stationery. If the company logo/information is 7
lines deep (from the very top of the paper) use a vp of 9, This
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allows all operators to always start paper at the very top edge
of the paper,

The third line in this text file is referred to as the format
dine. The format line tells the printer where to begin the left
and right margins, the length of paper you will be werking with,
the number of lines to print on each page, header and footer
parameters, and other format information. When using more than
one format ¢command on the same line, they must be separated by a
¢olon (:), PFormat lines must always be started with a FORMAT
CHECEMARK (via <CONTRCL> /) and end with a RETURN. The
following paragraphs explain the use of each command on the

format line.

Marging: The left margin is set by using an "1lm“ command
followed by a number, which represents the left margin for
printing purposes. Similarly, the right margin is set by using
an *rm* command followed by a number. For example, lml2:rmi5
instructs the printer to begin printing at column 12 and end
each line at column 75.

Eripnter Pgge: The 'pp' command sets the ®length of the page,”
i.e., tells WordPro the length of the sheets of paper you are
printing on. This information is essential when using
multi-page documents, continuous form paper, or headers and
footers. Standard size paper (B 1/2 x 11 inches) has 66 lines
top to bottom, Eurcopean size paper is approximately 8 1/4 x 11
3/4 inches and has 70 lines top to bottom.

Paging: The 'pg' command is used in conjunction with the pp
command. It establishes the maximum number of lines of text to
be printed on each page. The pg command must have a smaller
number than the pp command as you cannot print more lines on a
page than there is room for. The pp and pg command must go
together to avoid printing off the paper; especially important
when printing multi-page documents. In this particular text
file, we have set our "pg” to 62, This tells the printer that
we never want it to print less than 62 lines from the top of the
paper. We will see later in this text that we have the
flexibility to put “less than™ 62 lines of text on a page by
using ancther imbedded command called Forced Paging.

Justification: The ju command tells the printer to justify the
right margin 5¢ that the right margin is "flush™ down the page
{as seen in books or newspapers). The printer spaces
proparticnally between words ko create an even right-hand
margin. When the "ju" command is followed by the number 1,
justification is on, Should you want to @iscontinue right-hand
justification, you can de so at any point in your document by
creating a new Format Line by entering a Format Checkmark, the
letters ju and the number 0, which turns justification off. As
an example, notice how justification iz turned off in this
paragraph and turned con in the next paragraph.
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Headerc/Footers: The "hd" and "ft"™ commands allow you to
autematically number your pages or print out the Bame text at
the top or bottom of each and every page. The Header or Pooter
commands shguld be on format lines of thelr own. The number
following the ft command specifies the number of blank lines up
from the bottom of each page the page number or footer comment
is to appear. The number after the hd command telle the
printer how far down from the Eeader you want text to start
printing. A c¢oleon must always follow the number. In the ft
example in thies decument, the comma tells WordPro that no text
will be printed in the left-hand field and to print the page
number in the center field. The return indicates that the third
field will not be used. If you prefer having your pages
numbered on the left-hand side of your paper, eliminate the
comma., If you want the pages numbered on the right-hand =zide
you would use two commas instead.

Linked Files There will be times when you will type a document
which exceeds the available lines of internal memory, making it
necessary t¢ link filea on the diskette. The link, or ™nx"
{"nx" = next) command, creates one document out of a number of
linked filea., For instance, this example letter will not fit on
one file. To make the two files seem as gne, we use an "nx"
command to instruct the system to treat all linked files as oane
large document. This is accomplished through the use of the
"nx" command., Begin your file as you would any other file,
using whatever margin and paging commands you desire. Type in
the information until you have used all but 10 or 20 of the
available lines of memory. End the Jlast paragraph with a
RETURN. On the wvery next line, type in a Format <Checkmark
followed by the letters nx and a colon. Then, type in the name
of the file you want to link to (i.e,, linkeé letter) and
<RETURN>. THE nx COMMAND MUST BE ON A FORMAT LINE QF ITS OWN
AND MUET BE THE LAST LINE OF TEXT IN YOUR FILE.

When you wish to output files that are linked GLOBALLY, you must
specify g for Global during your output sSequence, i.e.,
<CONTROL> 2 ¢ g <RETURN>. The g is for GLOBAL output, the ¢
represents CONTINUOUS. _ )

The nx command shown below instructs the system to treat the
next textfile as part of the same document. The "nx" command
does not print out during output and it is invisible to the user
during global output or global file manipulation of the entire
document, When zan nx command is encountered during cutput,
WordPro 4 Plus automatically calls the next file {specified in
the nx command) into Main Text and continues printing with the
same output parameters (margins, etc.) as before.
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SECTION

Forced Paging: The forced paging command {nsures that the
printer will stop printing text on the current page and FORCE
the remaining text to be printed on the next page. This command
follows the last line of text you want printed on a particular
page (that line of text must end with a return}. Type in a
FORMAT checkmark and the letters fp followed by a2 RETURN. The
gecond to last line of the previocuz file (example letter} was an
fp command to force the next page, This allowed us to start the
paragraph on a new page. You may alsoc instruct the printer to
"loock ahead" and see if there will be encugh room on a given
page to print an entire table, etec, We would specify the number
of lines after the fp command.

An example: 6fp5 <RETURN>

This fp5 command tells WordPro 4 Plus to look ahead at the
next 5 lines and see if they will fit on the current page; if
they fit, WordPro 4 Plus will print them on the current page.
If they do not fit, WordPro 4 Plus will autcomatically Force Page
to the beginning of the next page. This command is very handy
for paragraphs, columns of numbers, or any other text that you
would want to always print out together.

Bight Alignment: The ra command, which should appear on a line
ef its own, will align the text following the ra command with
the right-hand margin (causing a2 ragged left-hand margin.) The
ra command is ideal for placing dates (see date below! oI
signature blocks flush with the right margin automatically. The
ra format command is turned on by typing an "ral" and turned off

by typing an "raQ”,
Date would be right aligned here

Ceptering
The centering command is usually placed on a line of its own.
As with all format commands, it must be preceded by a check
mark, Like the justification and right alignment commands,
centering is turned on by a "cnl" and turned off by a "cnld".

All text following the c¢nl command will be centered
avtomatically until WordPro encounters a cnl.

. L
The imbedded command preceding this paragraph instructs the
printer to automatically double space from this point on. If
you prefer triple spacing, the number 3 would follow the "sp"
command rather than a 2, Ygou can alter your s&pacing commands at
any point in a text file by entering the number desired.

{l=single spacing, 2=double spacing and 3I=triple spacing)
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If you need ta block indent a paragraph
instruct the printer to c¢hange the left
and right-hand margins. Use the same
format as you did toc originally set the
margine (ie:, check mark at the beginning
of the line and a ce¢lon to break up the
commands) . Your paragraph will
autcmatically indent for you.

To reset the margine back t¢ their ocriginal or a new position,
simply type in a checkmark followed by your initial 1m and rm
commands. Motice how the margin changes have been "imbedded in
text" before this and the preceding paragraph. These imbedded
commands are instructiong te the printer and are not meant to be
printed out.

Lines Command: The "1n™ command {(see above example) instructs
the printer to advance the paper forward the specified number
of blank lines entered in conjunction with the *"1n™ command. In
this case the printer will advance 7 blank lines before starting
this paragraph, This is ueed in place of repeating the return
key 7 times, and prevents using excess sSpace on the screen and
in memory.

If paging had just occurred and WordPro 4 Plus
encountered an ln command and executed it, you
would start a new page with the number of
blank 1lines specified im the lIn command!
Since this would make your coutput lock
inconsistant, we have set up WordPr¢ 4 Plus to
ignore the 1ln command when it falls between
the parameters explained above. If an 1ln
Format Command is encountered at the beginning
of any page (during output] and no text has
yet been printed ocut on that page, the 1lp

i i If however, you do
want the ln coammand to function {even at the
beginning of an output page), precede the ln
command with a RETURN on a line of its own
{not on a Format Line.)

i : The margin release command over-rides the
imbedded left-hand margin command. That is, it "outdents" text
the number of spaces specified in an ma command. This is an
extremely wuseful command when setting up outlines, block
indented paragraphg, etc. It should be remembered that the
margin release command only affects the first line of text
immediately following it,
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Whepnever you are working in an outline format, you can command
that a specified number of characters be placed to the left of
your left-hand margin.

This allews the operator to continue to input at full typing
speed while taking advantage of word wraparound.

i : To underline a character, word or phrase, we must
tell the printer where +to begin underlining by pressing
<CONTROL> and the open bracket ([} key. Type what vou want
underlined and then tell the printer to end underlining by
preasing the control key and the end bracket ()), The screen

underlined. When using underlining, keep in mind that the
underline c¢ontrol characters ( [,]1 )} take up a space on the
screen. However, when printing owt they do not take up a space.
This is impertant if you are lining up columns of numbers or
text,

Bold Face Printing
Notice that it is very easy to have Bold Face Printing. Bold
Face Printing is accomplished by:

{PRESS>ing <CONTROL> §

and then <TY¥PE>ing the text to be emboldened. All the text will
be Bold Face Printed until the <CONTROL> %or the <RETURN> key is
encountered. If you are editing text and wish to Bold Face
Print only a few words, you would move your cursor te the
position where you wish Bold Face Printing to begin, insert one
space and then type in <CONTROL>» 8. When you are finished with
bold facing your text, <PRESS> <CONTROL> 3.

Bold Face Printing and underlining can be accomplished at the
same time. If you review the Example Letter on your screen [(and
compare it to the printed wversion contained in the User's
Guide), you will see how this is acconmplished in the next
sentence. i i

fthe same time,
Superscripts and Sybscripts

Superscripts (superscriptl) and subscripts (subscripty) are very
easy to accomplish, Press <CONTROL> 4 {this produces a graphics
character "line" on ycur screen) and the next character you type
will be superscripted. Using a <CONTROL> § produces a similar
but lower graphics character “line™ on your screen} and the next
character you type will be subscripted. Repeat the sequence as

necaegsary for each character to be superscripted and
subgcripted.
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Compare this paragraph {in edit mode) on your sgcreen
with the printed version. Notice that ip order to
Bave space, we have started the line with

commands {lml7:rm70) that cause bhoth the left and
right margins to be indented five spaces which are
foliowed by A zemi-colon. This means that you may
begin a line with format commands separated from your
text by a =emi-colon. This is a vwvery  useful

space~-gaving method.

Notice this line is centered by the same method.

With WordPro you save valuable time, manpower, and money., You
have seen some of the features and benefits that can be realized
with the uvuse of WardPro. There are a multitude of editing
features available. These features include inserting or
deleting words, lines, phrases and paragraphs. You may transfer
paragraphs and recall frequently used phrases and paragraphs
inte your document from memory. This eliminates the need to
tediously type repetitive piecers of information.

Again, thank you for purchasing a WordPro 4 Plus from
Professional Software Inc. We are sure that you will enjoy its

uge.

INE STAFF OF PROFESSIONAL SOFTWARE INC,
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CARE QF DISKETTES

Diskettes are flat, round, flexible "plates™ with a magnetic
surface similar to the surface of an audic tape. This magnetic
surface stores data in a fashion similar to audic tape

recording.,

Diskettes are extremely delicate and should be handled with
care. The proper care and handling of diskettes is critical to
the reliable performance and life expectancy of the recorded
data contained on that diskette., Diskettes should always be
held very lightly with your thumb over the diskette label. The
oblong oval-shaped area (that exposes the magnetic media) is the
area from which informaticn on the diskette is read from. If
any foreign substances mar this area of the diskette, You may
experience loss of data. MNEVER touch, or otherwise have contact
with, this area of the diskette,

Notice the circular hole in the middle of the diskette. When
Flaced intec the disk drive with the hatch cover closed, this
circular hele is engaged hy a conical-shaped device {(inside the
disk drive unit) which then spins the disk media around within
the disk jacket during reading or writing., When placing a
diskette into & disk drive unit, this hole should be centered as
much as possible. This can be accomplished by inserting the
diskette into the disk drive unit very slowly and "jiggqling® the
disk drive bhatch deoor closed, rather than snapping the hatch
cover closed in o¢ne gquick motion. This 7jiggling allows the
conical-shaped device to slowly force its way into the
circular-shaped opening of the diskette which helps to align the
diskette correctly. This procedure will save you from
experiencing initializing errors.

As you lock directly at a diskette, you will notice that the
right-hand edge contains a "notch™ approximately 3/4 of the way
up on the right hand side. This "notch" (usually not covered by
anythingil is called the "write protect notch". When this notch
is_not covered by anything, information can be stored on the
diskette. When this notch is5 covered, however, the diskette
will not allow anything to be stored on it. Once you have
completed an important diskette fand would not want to
inadvertently store something on it), place a write protect tab
{always supplied with dizkettes) over the notch.

* * * ALWAYS BACKUP YOUR IMPORTANT * * *
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STORAGE OF DISKETTES
Diskettes should be stored in the paper jackets supplied with
your diskettes. we alsc suggest you store those diskettes in

diskette holders which come in a wvariety of shapes and
sizes{inguire with your diskette supplier}. Digkettes should be
stored under approximately the same environmental conditions in
which people are comfortable, An idezl condition is humidity at
50% and an environment free of dust and dirt. A small particle
of dust is "extremely large”™ when compared te the topography of
the recording magnetic media that actually records information.
Relatively safe environmental ranges for diskettes are between
50-125% degrees Fahrenheit and 10%-80% relative humidity.
Environmental conditiona outside of these limits should be
avoided whenever possible,

DO'S AND DON'TS OF DISKETTE CARE
DISKETTE DON'TS LDISKETTE DO'S
- Store diskettes in a pile - Store diskettes in the
or stack. supplied paper jacket
in an upright position.
- Apply any label or materials - Write on labels before
to any exposed surfaces. applying labels to the
diskettes.
- Write on the diskette with - Place diskettes into paper
pencil or ballpoint pen. jackete properly by

inserting the oval exposed
area first.

- Handle any exposed surfaces. - Fully insert diskettes into
drive and gently jiggle the
door closed.

- Expose the diskette to any - Write on diskette labels
ehvirohmental extremes. with felt tip pensa.

- Slam or snap docr of disk
drive,

- Place objects on top of
diskettes.

- Place diskettes on top of
disk drive.

- Expose diskettes to dust.
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SECTION 12

GLOSSARY

The ability to call for freguently used phrases,
paragraphs, salutations, etc. by supplyihg the
WordProcessor with a number, initials or some
cther pre~designated code,

Feature which automatically "drops® characters
to the next line when it cannot fit on the
current line. Eliminates having to return after

every line,

The process of making copies of Diskettes on
duplicate Diskettes, or of printing hard copies,
te insure against loss of valuable text or data
in the event of a system or power failure, or an
operater error.

The interchangeable Ribbon Cartridge which may
reside on the Printhead.

Any form supplied in continuous, tear-off format
for continucus printing., Usually has Tractor
holes on both edges.

OFF/REV key, which allows us to access the
second functions (editing functions) on the

keyboard.

A solid white or green block on the Video Screen
which indicates where the next entry will be
placed,

Pre-determined values set within the system.

A Diskette which contains data or text generated
on the SYSTEM by the user, or a blank formatted
Diskette ready for the entry of information
{(see Document Diskette),

Automatically aligns decimal numbers with equal
decimal places at specified TABR locations.

A listing of all the file hames stored on a
particular Diskette. & hardcopy can be printed
in the normal manner if necessary.
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DISKETTE

SECTION 12

A S 1/4 inch magnetic disk enclosed in a plastic
protective envelope. The element for
nenvolatile storage. Also referred to az a
"floppy disk", “floppy®., or “floppy diskette”,

A red 1light located on each drive which
indicates that Diskette read or write activity
is in progress. A green light may activate to
indicate a power on status.

The mechanical device which reads and writes to
and from Diskettes, Each Disk Drive is
designated with a number from right to left, O
and 1,

A red light located above the two diek drives
which indicates an errar condition when

continuously on.

The "floppy"™ Diskette which all of ycur files
are stored on; in additien, holds your

Directory.

A message which appears on the screen to inform
the operator that an improper function has been
attempted or that a command has not been given
in the regquired form.

Area of temporary memory where we can store
frequently used phrases, formats, etc, This
area will not retain data if power i& removed.
We may., however, store from Extra Text onto our
Diskettes for permanent storage.

The name assigned by the operator for a Document
to be stored on a diskette. This file name can
never contain a {, " * ; :). A number can never
be the first character of a file name.

Information which is automatically generated on
the bottom of apecified pages in a document,
e.q., page numbers.

The length of a Continuous Form which musat be
set on some printers subpanel teo insure that
printing will begin at the proper peint on each
succeeding form (normally €6 lines).

The function which must be performed pricor to
ugsing a new {(unused) Diskette. (See "Newing"}.
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GLOBAL

12

Pertaining to an entire document via linked
files, e.9., global replace or glabal
hyphenaticn

Any Document or other information when printed
on paper,

Text which is automatically generated on the top
of specified pages in a document; e.g., running
headers such as "CONFIDENTIAL".

Left-most position on first text line.

Commands placed within text to instruct the
printer to output in a certain way. The
imbedded commands are not printed out on hard
copy, but are visible on the display screen.

The process of preparing an already "newed"
diskette for immediate use. The initjialize
function allows the Disk Drive to read the
Disgkette "name® and Diskette I.D. number, The
initialize function also aligns the "read/write"
head on the Directory portion of the Diskette.
After initializing, the Diskette iz  now
available for use, A Diskette may only be
initialized if it has been properly "newed™ when
it was used for the very first time.

To create an even right-hand margin.

A typewriter-like keybocard used to input
information, text or commands to WordPro 4 Plus.

Files that are “linked" together via the use of
an RHY command at the end of ecach file.

Pertaining to text within "Main Text” area only.

The Main temporary memory of the System. Main
Text is uvused as a window into the memory. Main
Text however, unlike a Diskette, will pot retain
data or text if power is removed.

The act of storing a file on Diskette to be
saved for later use.

The action which must be performed prior to
using a pew (unused) Diskette, This functiocn may
be used to "erase™ an entire diskette and give
the diskette a new name and ID number. (See
Formatting}.
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MUMERIC MODE See decimal tabulation.

QUTRUT
{or Priptout) Automatic typing of recorded text,

PAGE NUMBERING Automatic sequential numbering of pages.

PAGINATICN Automatic breaking of text into pages during the
printing process.

ERINTHEAD The entire moving mechanism within the Printer
which usually carries the Thimble ané Ribbon

Cartridge across the paper.

EROMPT A message from WeordPro 4 Plug which informs the
aperator that a particular entry is reqguired.

BANGE & section of text, which we s8pecify by
highlighting in reverse field. We would specify
this particular area for performing a function
with it {(i.e., transfer it, delete it, ete).

RECALL The act of asking for a file stored on Diskette
to be brought into the main text area for

editing or printout,

SYSTEM

LISKETTE A Diskette whic¢h is usually loaded in Disk Drive
$0. Contains the wWordPro 4 FPlug program which
containg all of the operaticnal instructions for
the system.

THIMBLE The circular-printing element located in some
PRINTERS. May be easily replaced to ¢hange type
styles cor fonts,

TBACTOR A device which is attached to a2 PRINTER to allow
the use of CONTINUQUS FORMS. Contains the
sprockets which engage the holes on CONTINUOUS
FORMS.

YARIABLE

BLOCES The partion of any standard letter which changes

or varies from one letter to ancther {i.e., -
Pelicy number within an insurance letter}. The
Variable Blocks allow us to type the same letter
continuously while changing only the variable
perticn.,
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The television s¢reen of the computer, also
called simply the "screen®”, or CRT.

Automated system used to create, edit, store,
and print text. Alec, it 1is capable of
performing special functions and operations such
as text movement, merging variables into
standard text, etg.

Tape 1like material used to cover the Write
Protect HNotch oh a Diskette. When a Write
Protect Tab is placed over this area, we cannot
erase or destroy the data on the Diskette,
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FEAR OF MATH LOGIC BOARD

With the power off, open
up the CBM computer by

__ Large Heat Sink removing the restraining
screws oh each eide of the
unit. Upcn raising the

cover, lower or raise the
stay bar which will keep
the cover in the raised
position.

Following the diagram
above, locate position
HWordPro 4 UDll on your main logic

L chip installs board. There should he 2
in this slot or 3 empty Eockets,
Locate position UDll, the
second slot from the rear.

These slots usually
do ot contain chips

NOTE: MNotice that all
ROMs are inserted soe as to
have the notch of the chip
fFacing left.

Insert the WordPro 4 Plus
Program ROM in position
D11l with the notch facing
left. Please be sure that
all pins arte seated
securely and were not bent
upcn insertion. Some ROM
pine may have to be bent
slightly to allow the pins
to fit inte the =lot, If
50, hold the ROM sideways
against a sclid surface
and bend 12 pins at a
time.

You cap now loawer the
cover and secure it closed
with the screws.

With the power an, you may
now lead WordPro 4 FPlus
following the instructions
in the Wor d¥ro 4 Flus
User's Manual.

IF YOU HAVE ANY QUESTIONS
OR IF ¥YOU MEED ASSISTANCE,

PLEASE CONTACT YOUR
PREOFESEIONAL SOFTWARE
DEALER.,

SECTION 13 page 13-1 INSTALL ROM






WordPro 4

SECTION 14

Plus User's Guide

uci 1C2 i sl ( 2031/2040/3040]
Note: Do not perform these steps if you have already preduced a
BACKUP copy on your CBM 4040/8050. If you have been supplied
with a CBM 2031/2040/3040 you should already have performed
Steps a & b shown below before you were referred to this
Bection, If not, please perform them &gain as shown below,
otherwise please contihue with Step c.

STEP a) Insert a brand new diskette jinto Drive #1 (with the
label facing up} and cloee the diskette door very
carefully by "jiggling® the door shut.

STEF b) Press <CONTROL> . (period) to enter Disk Mode, then

<TYPE> nl:wordprec 4 plus.99

EBleage check very carefylly that you have typed in the above
listed command exactly as shown using the number "1" after the
letter *“n". Do not type in the letter "l". If you make a
mistake typing it in, just press the INST/DEL key to delete thea
wrong characters or numbers (one at a time) and then type the
command in again. Once you are sure that the command has been
typed in correctly, PRESS the <RETURN> key.

Please wait about tw¢ minutes for the NEWING/FORMATTING function
te finigh. (The left-hand disk drive light will go out}.
. I IR PL RS E S EE "H P P [ IN 1:; ._‘:'H [ ] .

STEP ¢) Call a Directory via <CONTROL> [ {(zero) <RETURN>,

STEP 4} Enter the Disk Mode by pressing: <CONTROL> . {period).

STEP e) <TYPE> cl:wordpro 4 plua=0:wordpro 4 plus <RETURND>

Wait a minute or two for the indicator lights to stop
flashing and the "copy™ command to finish. This copies
the WordPro 4 Plus program onto the diskette in Drive
1.

STEP f} BEnter the Disk Mode again by pressing: <CONTROL)> .

STEF g) <TYPE> gliwordpro 4+ b/u=0:wordpro 4+ b/u <RETIRN>

STEF h) Enter the Disk Mode again by pressing: <CONTROL> .,

STEP i) <TYPE> gl:example letter=0:;example jetter <RETURN>

Repeat STEPS h & i for each other file listed on your
screen directory by inserting the next file name where
example letter”™ is shown in Step i. When all text
files are copied, then proceed to page 14-3,
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BRODUCING A BACKUP/DUPLICATE SYSTEM DISEETTE ON A CBM 2031

The procedure for making backup copies of a System Diskette is
somewhat cumbersome, but relatively simple. Realistically
speaking, this need only be done once,

SECTION 14

STEP
STEP

STEP

STEP

S5TEP

3STEP

STEP

STEP

STEP

STEP

NOTE

c} Exit WordPro by <PRESSE>»ing <CONTROL>» <SHIFT> Q {(Que}.

d} <TYPE> load"wordpro 4 plus",8 <RETURN>

e) When the cursor reappears, place your backup diskette
in the disk drive unit.

£} «TYPE> gave"wordpro 4 plus",d <RETURN:

g) When the curser reappears, place your systems diskette
in the disk drive unit.

h)} <TYPE> load®wordpre 4 plus b/u".8 <RETDEN>

i} When the curser reappears, place your backup diskette
in the disk drive unit.

i} <TYFE> gave'"wordprc 4 plus b/u",8 <RETUEN>

k! When the cursor reappears, place your systems disketie
in the disk drive unit.

1} Reload WordPro and enter the Edit Mode.

This procedure only makes a backup coepy of the WeordPro 4
Plug program and NOT the "example letter™ and other linked
files alse included on the diskette. To back them up,
they must be individually recalled £from the systems
diskette and memcrized con the backup diskette., Recalling
and memorizing text is described in another section of
this manual,

page l4-2 CBM 2031/2040/3040 BACKUP



wordPro 4§

SECTION 14

Plue User's Guide

If you encounter difficulties, perform the above Steps again
using a different backup diskette.

Performing the steps listed on the previous page will copy all
the files on your System Diskette onto a new diskette. Remove
this diskette from Drive #1 and garefully label it "WordPFro 4
Plus System Diskette”. When labeling the diskette you should
use a felt tip pen or use a typewriter to type the diskette name
onto a separate label (supplled with new d&iskettes) and then
carefully stick/press the new label over the existing diskette
label. You will notice a small notch on one {or both} sides of
the diskette. This notch must be “"covered”™ in order to preclude
accidental “writing over™ of information stored on that
diskette. Now remove the criginal MASTER SYSTEMS DISKETTE from
Drive #0 and examine it. The small adhesive tab that is used to
cover that notch is ecalled a "Write Protect Tab"™. These tabs
can be found in any box of brand new diskettes, if not available
then use a piece of cellophane tape. Place a Write Protect Tab
over the notch on the side of the diskette. Press the sides of
the Write Protect Tab very firmly to preclude the tab from
caming loose or falling off in the future,

Your new BACKUP Systems Diskette is now ready for use. Put away
the original Master Systems Diskette and store it in a safe, dry
location for potential future use, If your Backup Systems
Digkette ever fails to load properly, you cah use your original
to make a new one.

for daily yge. Your newly created System Diskette should, from
now on, always be inserted into the disk drive WITH THE LAREL

Insert your pew Systems Diskette in Drive #0 (with the LABEL UP)

and initialize it by <PRESSing> the RUN/STOP Key and then 0
{zero).

You are now ready to proceed with the next Lesson. Please
return now to Page 3-15, "Pyping a Sample Page™,

* & k & %k &k *

PUT THE ORIGINAL WordPro 4 Plus MASTER DISKETTE AWAY
IN A SAFE, DRY LOCATION.
THIS IS5 YQOUR MASTER SYSTEMS DISKETTE BACKUP COPY.

* * ® & %k Kk *

NOTE: The "DUPLICATE®" command would be a faster and simpler
method of preducing a backup copy. but as this command
is not compatible among all Commodore disk operating
syetems, we do not feel it would be prudent to use it at
this point without a 1long, relatively involved,
petentially confusing explanation.

page 14-3 CBM 2031/2040/3040 BACKUP






WordPrc 4 Plus User's Guide

HAERANTY DISCLAIMER

The computer programs supplied on the magnetic diskette and
IC RCM device (WordPro 4 Plus Program ROM), and these
instructions are provided to you, thelr user, with no warranty
of any kind. Although due care has been taken to ensure the
correct cperation of these programs, no representation is made
about their fitness for any particular use or about the accuracy
of their results. PROFESS IONAL SO0FTWARE INC. , their
distributors, retailers, and agents thus assume no
responsibility and accept no consequential, incidental, or other
liability arising from the use of these programs. Some states
do not allow the exclusion or limitation of implied warrantees
or liability for incidental or c¢ongequential damages, so the
above limitations may not apply to you.

ARll WordPro 4 Plus System Diskettes are thoroughly inspected and
tested before final packaging. It is still possible, however,
to experience leoading problems with 2 known good diskette, If
you are unable to load WerdPro 4 Plus via the normal method, try
the procedure below.

STEP a2} Turn your CBM 8032/9800 off and then on again.

STEP b) Insert your System Diskette in drive #0 and "close the
door".

STEP ¢} <TYPE> open 1,8,15,%i0" <RETURN>. Use the number zerc,
not the letter "a".

STEP d) <TYPE> lecad "QO:wordpro 4+*"

Wait five or six seconds for the cursor to reappear.
It the cursor does not reappear after ten seconds, try
the entire procedure again.

STEP e} <TYPE> run <RETURN}

If WordPro 4 Plus does not activate, contact your Profeszional
Software dealer.

If you are unable to successfully load and run the WordPro 4
Plus System Diskette, you can c¢ontact your dealer for
asgslstance. If you experience further difficulties, you should
send the System Diskette and proeof of purchase directly to:

Professional Software Ing.

51 Fremont Street
Needham, MA 02194

SECTION 15 page 15-1 WARRANTY
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Wwe will replace your System Diskette within one business day and
teturnh it to yow via First Class Mail. If, after receiving this
replacement Sygstem Diskette you continue to experience loading
difficulties, your disk drives may teguire alignmenpt or
adjustment. Contact your dealer for additional information.

Additional WordPro 4 Plus System Diskettes are available from
Preofessicnal Software Inc. for $15.00.

SPECIFICATIONS and prices are subject to change at any time and
without notice.

QOPXRIGHT NOTICE

The computer programs supplied on the magnetic diskette, IC ROM
device, and User's QGuide, are covered by international
copyrights. Reproduction by any method whatsocever of these
criginal copyrighted pPrograms, IC ROM devices, and/or
instructions, is expressly prohibited without written permission
from Professional Seoftware Inc., with the exception of two
copies of the diskette duplicated by the end user/purchaser for

internal backup uses.

15 page 15-2 WARRANTY
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The medificationg listed below allow you to utilize a Commodore
CPU and WordPro program{s) with the following typewriter—-quality

printers:

A. NEC 5510 or 5520 Serial Printers

E. NEC 5530 Parallel Printers

C. DIABLO 630

L. C.ITOH FP-1500 -25C {(Parallel version)
E. C.ITOH FP-150{) -255 {Serial version)
F. QUME SERINT 5

{After modification, the letter "P" will be used to dencte a
modified printer.)

I. To modify a NEC 5510 or NEC 5520 to a NEC 5510F or MEC 5520P:

Il.

SECTION 16

F. -

Switch pins #8 and #9 on the serial interface cable
which 1s supplied with the unit. It is important that
this change be made on the end of the cable that is

i i as these pins are different at the
interface connector end,

To remove the pina, take a common small screwdriver and
push down on the side of the pin. After this has been
completed, pull on the wire and use the screwdriver to
pull the tab out. Now re-insert the pins.

Set the Dip switches on the PCB behind the operator
control panel as follows:

2, 4, 7, 8 0OM ({(up positiocn)
1, 3, 5, 6 OFF (down position)

The Dip switches are located behind the freont panel,
directly below the ribbon cartridge when it is to the
extreme left.

Set the frent operator controlled, "rocker sSwitches®
panel switches to the appropriate position (see Diagram

B).

To modify a REC 5530 to a NEC 5530P:

A.

Run a (jumper/connect) wire from the post on the power
supply board marked “TP (test peost) +5V" to "pin #18" on
the interface connector. The power supply board is the
board closest to the front of the machine.

Set the Dip switches on the PCB boards as indicated on
Diagram A&.

page 16-1 PRINTER INFORMATION
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II1. To modify a Diablo 630 to a Diablo &30F

A. Jumper pins #5 to #6, #7 to #8, and #9 to #10 on the
jumper block A-6{ (see diagram below}

B. Set the Dip switchee on the operator control panel as
indicated Diagram <.

C. S5et the spacing and print wheel select knobs as
appropriate.

IV. To modify the parallel version of the C.ITOH {(TEC)
FP-1500—-25C to a FP-1500-25CP

A. Run a ({(jumper/connect) wire from the right side aof the
capacitator marked "“C-28" on the beard closest to the
front of the machine to pin #18 (top left pin) on the
interface connector.

B. Set the Dip switches on the PCB board as follows:

SWI 1; 2; 4; 5; EJ 10 - OF
3f ?p 3, 9' - DOWN

V. To modify the serial version of the C.ITORH (TEC)
FP-1500-255 to a FP-1500-255P

A, Set the Dip switches on the PCB as follows:

Wl on forward 1, 2, 4, 5, &, 7, 10 = UP

board 3, 6, B - DOWN
EWl on rear 2, 3, 6, 1T - UF
board 1, 4, 5 ~ DOWN

Vi. To modify a QUME Sprint ¥V to a QUME Sprint SP

A. Set the ro¢ker switches on the front control panel as
Eollows:

l'l Eaud rﬂtE tliii-iitti-tiitiimP
2. Duplex Switch ....ieccncanas BOTTCOM
3‘ - Pa ri tY B FFES TSRS HIDDLE PDS ITION

4. Auto Line Feed s..vvevrens=--TOP POSITION
5. <Character spacing sseevevrens BOTTOM
6., Form Length Rotary Switch ..11

B. Set the switches on the PCB behind the front control
panel to the extreme left, These switches are located
bkelow where the ribbeon is pesitioned when it is in the
extreme left position. These switches control the baud
rate which should be set for 1200 baud.

SECTION 16 page 16-2 PRINTER INFORMATION
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RECOMNENDED INTERFACES

The following interfaces have been tested and found satisfactory
for use with the above printers:

Serial Printers IEEE _to RS-232 Interfaces
1. NEC 5510P TNW-2000

2. HNEC S5520F ADA=1450

3. Dbiablo 630P

4. €. ITOH FP=-1500-255P

5. QUME Sprint 5F

Farallel Printers IEXZE to Parallel Interfaces
1. NKEC 5530P ADA-1600

2. C€. ITOH FP-1500-25CP CPA-080

SECTION 16 page 16-3 PRINTER INFORMATION
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DIAHLDO 63) Jumper/Oonnections

HKICER STRAWF 12 JUMPER BLOCK ABO| | SWITCH MODULE AMS

Figure 2-16. HPROS OPTION JUMPERS AND OPERATING CONTROL SWITCHES
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SECTION

Al

B}

C)

D)

E)

F)

G
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16

SPINWRITER EINTS

Make sgure paper, ribbon, and print thimble are properly
installed.

Check to make sure that all front panel control switchee are
properly set {(see reverse side).

Be sure that the printer cover is c¢losed tightly.

Check to see that Sound Deadener (plexiglass cover) is in
the closed position.

Be sure that the print carriage is not positioned in the
extreme left pesition. To verify this:

1) Turn power cff.
2} Lift cover and move the print mec¢haniem

to the center of the printer.
3) Turn Power on.

Be sure that the ribbon cartridge is not empty or that the
ribbon has not broken.

Check the "paper out®. In the right rear of the printer
there is a small slot that contains the paper out ceontrel.
If the metal arm from the paper out optjon is "down" in the
glot, it should be 1lifted out as this will indicate to the
printer that it is out of paper.

Check that the unit is "plugged in",

1f you are getting all capitalized letters, either when
typing your document or outputting, you inadvertently gave
the wrong "printer type" in the initial loading process. To
correct this, you must relcad your system. When you get to
“Printer:" you will have either "CBM or ASCII" or "CEM,
ASCII, or Spinwriter” on the screen depending upon your
system's gperating program., If your screen reads "PET ot
ASCII™, simply type a. If your screen reads "PET, ASCII, or
Spinwriter™, Bimply press the RETURHN key to default fo
Spinwriter mode.

page 16-8 PRINTER INFORMATION
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The front panel control switches should be set as follows cn
a NEC Spinwriter Model 5530P. A standard NEC 5530 must be
slightly modified to functicn with CBM computers.

buwtis Remare [*‘
[ ]
TEST  Fowrm (EHGETH SEITo? SaGE Lochh. ey TS mmt BE ke

A) [test] —-Down Position

E} [set top of forml -Down Position

Ccy [ILPT] -Lines Per Inch, can be
set on either & or 8,
depending on user
preference

D) f(pouble/Singlel -Double or S5ingle lined
spacing; set on either
depending on user
preference

E}) ([Remote/Locall -MUST be set in the up
pesition {remote
pesition}

F} lover/ridel -Dawn Position

G} IFF] -Down Position

B} I[Clear! -Down Position

I! [Power] -Up for TON!

After the printer has been turned on, there should be two
control lights illuminated on the front panel. They are:

1} Power 0On
2} Ready

If the printer does not print and/or these two lights are
not illuminated, check the items listed on Page 12-1.

SECTION 16 page 16-9 PRINTER INFORMATION
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WordPro Functional Index

Append Characters veePG. 5-8 Initialize Functicn ...pg. 7-3
Append Lines sespg. 5-7 Insert Mode esspg. 4=9
Backup {(Duplicate) ...pg. 3-13 Insert Files “e-pPg. 6E—4
Blocks (Variable) +espPg. 5-9 Justification sesPg,. 36
Bold Face Printing ...pg. 5=2 Line Feed «ssPg. 3-7
Centering Texat -=-Pg. 3-6 Line Spacing «--pg- 3-7
Clearing The Screen ...pyg. 2-19 Linking Files «.-pg. 5-2
Columns Add/Subtract...pg. 5-19 Leoading WordPro «--pg. 2-7
Command Summaries Py, 8-4 Margins arepg. 3-4
Comment Line e=pg. 3-140 Margin Release «s.pg9. 3-8
Continuous Merging Files raapg. 6-4
Input/Dutput -«pg. 5-35 Memorize Files aePg. 6-2
Continucus Newing A Diskette «ePg. 3-2i
Printing «epg. 3-20 Mumeric Tab csvapPg. 5-1
Control Mode --spg. 2-14 nx: Command +espg. 5-2
Copy Command svePg, 76 Qutput To Printer eeeg, 3-1
Cursor Movements -.-pg. 2-18 Qutput To Video e-Pg. 5-3
Delete Modes/Function...pg. 4-7 Paging Command awspg. 3-5
Directories saPg. 4-2 FPauyse Command csepg. 3-1
Duplicate (Backup) ...pg. 7-5 Pitch Select/Set ceapg. 3-1
Erase Text eapg. 3-25 Frint Prom Any Page ...pg. 5-3
Error Channel
Messages saepg. 78 Range Set ..=pg. 4-1
Error Messages .--pg. 8-=-7 Recalling Files «e-pg. 6-4
Exit To BASIC «=apg. 9-=7 Right Alignment +saPg. 3-7
Extra Text Py, 5-7 Scratch Command -.-pg. 7-8
File Mode seePg. 323 Screen Editing sesPg. 2-1
Find Characters r+apPg. 5-23 Scrolling c+ePg. 2-1
Footers eepg. 5-3 Search And Replace
Forced Paging ceepg. 3-9 {(Glcbally) -«spg. 5-2
Forced Spacing ey, 5-4 Search And Replace
Form Advance +«-+pg. 3-10 {Locally) +espg. 4-1
Format Checkmark v.-pg. 3-3 Section Memarize seepg. 6-3
Fermatting Diskettes...pg. 7-2 Sequential Files caepg. 94
Global Copy -aapyg., 5-29 Shift Lock Mode «e-pg. 2-1
Glekal Find seaPg. 5-25 Simultaneous Input/
Global Output Cutput aa.pg. 5-3
TO PI’ inl’-EL’ - oopg- 5"2? S{!und Cﬂmand " opgo 3_'1
Global Dutput Spacing ~ Double
To ?ideo o#ipgu 5-32 and TIiPlE 11!pgv 3-5
Global - Restart Special Characters ...pg. 9-7
Printing reapPg. 5-33 Status Line «eapPg. 2-1
Global Search Subscripts wvepy. 3-8
and Replace «vsPg. 5-26 Superscripts -«spg. 3-8
Go To Function sapPg. 2-20 Switch Text s eepyg. 5=7
Headers Command ersPg. 5-3 Tahe evspg, 5-1
Home Data PFointer veaPg. 5-10 Transfer Function -e-pg. 4-1
Hunt Function +sepg. 5<23 Underline ++sPg. 52
Hyphenation Functionh...pg. 5-3 Validate Diskette esspg. 74
Imbedded Format Yariable Blocks srvaPg. 5-9
Commands v epg. 32 Vertical Pesitioning...pg. 3-1
Werd Deletion e+spPg. 4-7

SECTION 17 page 17-1 INDEX
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