
With the word processing system you can easily 
type subscripts, superscripts, and composite 
characters. 

A subscript is a character or characters typed 
one half-space below the rest of the line. For ex- 
ample, the number 2 in the chemical formula for 
water is a subscript. 

H20 

Similarly, a superscript is a character or charac- 
ters typed one half-space above the rest of the 
line. For example; the number 2 in the equation 
for the area of a circle is a superscript. 

area = pi * radius2 

A composite character is a character printed by 
striking two or more characters on top of one 
another. You can use a composite character to 
create a special character that is not found on 
the main keyboard. For example, you can print 
# by forming a composite character with the 
equal sign (=) and slash (/) or f with the colon 
(:) and minus sign (-). 

CHAPTER 9 
SUBSCRIPTS, SUPERSCRIPTS, 

AND COMPOSITE CHARACTERS 

9.1 SUBSCRIPTS AND SUPERSCRIPTS 
There are two ways of producing word process- 
ing subscripts and superscripts. 

1 .  With the gold SUB SCRIPT and SUPER 
SCRIPT keys. Use this method with a 
short subscript o r  superscript, such as 

H 2 0  

2. With half-line ruler spacing. Use this 
method with lines that contain complicated 
subscripts and superscripts, such as the fol- 
lowing: 

(a, + b, )2 = a,2 + 2 a, b, + bX2 
rn m n  n m n  

Subscripts and superscripts can be printed prop- 
erly only when using a letter quality printer. 
They will be printed on the same line as the rest 
of the typing when using a draft printer. 
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9.1.1 Producing Subscripts and Superscripts 
With the Gold SUB SCRIPT and SUPER 
SCRIPT Keys 
The gold SUB SCRIPT and gold SUPER 
SCRIPT keys are used for short subscripts and 
superscripts. 

To produce a subscript or superscript, follow 
these steps: 

1 .  Press the SEL key. 

2. Type the character(s) to be printed below 
or above the line level. 

3. Press the gold and either the SUB SCRIPT 
or SUPER SCRIPT key. 

Here is what happens: 

1. The cursor will be positioned under the 
character to the immediate right of the sub- 
scripted or superscripted ones. 

2. The characters will continue to be dis- 
played on the screen like ordinary text, on 
the same level as the line. However, the sys- 
tem has “marked” them for subscripting or 
superscripting. To determine whether text 
is subscripted or superscripted, you must 
view it by pressing the gold and the VIEW 
keys (see Appendix D). 

MK-0095 

Figure 9-1 Main Keyboard SUB SCRIPT and 
SUPER SCRIPT Keys 
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When text is viewed, it appears as follows: 2. Superscripted. A lower case letter “q” ap- 
pears underneath the text (upper case “Q” 
if the superscript was boldfaced). 

1 .  Subscripted. A lower case letter “a” ap- 
pears underneath the text (upper case “A” 
if the subscript was boldfaced). 

Here is an example of viewing subscripts and su- 
perscripts: 

91 13-30R2-AO098 

Figure 9-2 Example of Viewing Subscripts 
and Superscripts 

Here is how the example looks when printed: 

The word subscript is typed below line level. 
superscript The word is typed above line level. 
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9.1.1.1 Removing a Subscript or Superscript - 
To restore a subscript or superscript to  normal 
line level, do the opposite of what you originally 
typed. 

1. To go from subscript to line level. Super- 
script the characters. 

2. To go from superscript to line level. Sub- 
script the characters. 

Of course, you can also delete the characters and 
retype them. 

9.1.1.2 Qualifications - The following qual- 
ifications apply to subscripts and superscripts 
produced with the gold SUB SCRIPT and SU- 
PER SCRIPT keys. 

1. You cannot underline with the UNDER 
LINE key. Instead, make a composite 
character (see Section 9.2) with the under- 
score character and the subscript or super- 
script. 

2. It is advisable to use double-spacing (or at 
least space and a half). If you don’t, your 
printing will be too crowded, as in the fol- 
lowing: 

1 1 
H20 is the chemical equation for  
water. The number 2 is a subscript. 

I 1 

3. You cannot subscript a subscript or super- 
script a superscript. For example, you can- 
not have the following: 

Also, you cannot have a subscript and su- 
perscript in the same typing position, such 
as the subscript x and superscript 2 in the 
following: 

2 

You can, however, produce the above by 
using either half-line ruler spacing (see Sec- 
tion 9.1.2) or composite characters (see 
Section 9.2). 

9.1.2 Producing Subscripts and Superscripts 
with Half-line Ruler Spacing 
To type complicated subscripts and superscripts, 
use half-line ruler spacing. 

1.  Press the gold and the RULER keys to dis- 
play the ruler. 

2. Move the cursor to the location of the left 
margin and type the letter F. 

3. Press the RETURN key to clear the ruler 
display and embed the ruler back into the 
document. 
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Next, type each line of your equation separately 
while inspecting the spacing on the screen (the 
lines will be displayed single-spaced but will be 
printed with space and a half). Type the main 
line of your equation first, then each level of sub- 
script, and lastly each level of superscript. 

For example, to type the following equation: 

(a, + b, )* = ax* + 2 a, b, + b,* 
m m n  n m n  

1 .  Type only the main line, leaving enough 
space for the subscripts and superscripts, 
and press the RETURN key. For the ex- 
ample you would type the following: 

91 13-32RZ-AO099 

Figure 9-3 Typing an Example Equation: Step 1 
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2. Type the first level of line with the sub- 
scripts (the letter x six times) directly be- 
neath the main line and  press the 
RETURN key. You should now have the 
following: 

91 13-34R2-AOlOO 

Figure 9-4 Typing an Example Equation: Step 2 
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3. Type the second level of line with the sub- 
scripts (the letters m and n three times 
each) directly beneath your previous lines 
and press the RETURN key. You should 
now have the following: 

M123-7-A0195 

Figure 9-5 Typing an Example Equation: Step 3 
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4. Type the line with the superscripts (the 
number 2 three times) directly beneath 
your previous lines and press the RE- 
T U R N  key. Follow the spacing on the 
screen. You should now have the follow- 
ing: 

M123-7-A0193 

Figure 9-6 Typing an Example Equation: Step 4 
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5. Now cut out the bottom line (with the 2’s) 
and paste it in above the main line to com- 
plete the equation: 

M123-10-A0194 

Figure 9-7 Typing an Example Equation: 
Final Results 
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9.2 COMPOSITE CHARACTERS 
A composite character is a character printed by 
striking two or more characters on top of one 
another (overstruck). Use the gold and the 
DEAD keys to produce a composite character. 

MK-0096 

Figure 9-8 Main Keyboard DEAD Key 
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It is necessary to have a special key to produce a 
composite character because you cannot over- 
strike on the word processing system as you d o  
on an ordinary typewriter (all the characters you 
type are automatically inserted in a separate po- 
sition). 

T o  form a composite character, follow these 
steps: 

1. Type the first two characters. 

2. Move the cursor backwards one character. 

3. Press the gold and the DEAD keys. The 
special symbol f is displayed on the screen 

in place of the two or more overstruck 
characters. 

T o  add another character to the same group, 
type the next character and repeat steps 2 - 3 .  

T o  restore a composite character t o  its individ- 
ual characters, position the cursor under the f 
and press the gold and the DEAD keys. The two 
or more individual characters will be displayed 
on the screen with the cursor positioned under 
the second. (Even if the composite character was 
composed of several, the cursor will still be un- 
der the second.) 

A maximum of 100 characters may be formed 
into composite characters on the screen at the 
same time. 

M123-13-A0196 

Figure 9-9 Example of Typing Composite Characters 
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CHAPTER 10 
REUSABLE TEXT: 

LIBRARY DOCUMENTS 

The word processing library document feature 1. Abbreviation. This document is for saving 
allows you to minimize repetitious typing. For words or  phrases which you use frequently 
example, you might have to type the same or whose spelling is difficult to remember. 
words, phrases, or paragraphs many times in a For example, if you work in a dental office, 
single day - your company’s name and address, you might regularly need to use the follow- 
names and numbers for different products or 
projects, or a signature block on a letter (“Yours 
truly, Joseph G. Greenwood, President”). You 
might be typing an instruction manual, for ex- 
ample, and need to use the term “the drill press- 
ing system” many times. Or you might work in a 
law office where you use different combinations 
of standard or “canned” paragraphs to type a 
contract or will. 

With a typewriter you’ve got to retype the 
words, phrases, or paragraphs each time they are 
used. With the word processing system you can 
type something just once, store it in a library 
document, and then use it as many times as 

ing phrases: 

Panoramic, maxilla and mandible 

Recalcification (CaOH, temporary restora- 
tion) 

Alveoplasty with ridge extension 

Apicoectomy including apical curettage 

needed. 

There are two kinds of word processing library 
documents. larger pieces of text. 

2. Paragraph. This library document is similar 
to the abbreviation library except that it 
should be used for saving paragraphs or 
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With the word processing library document fea- 
ture, all you d o  is give each phrase or paragraph 
a name and type it just once. For example, you 
might give “panoramic, maxilla and mandible” 
the abbreviation name “pn.” Then, whenever 
you are typing a dental invoice or report, just 
press two keys and type the abbreviation or par- 
agraph name. The word processing system will 
automatically insert all the text that corresponds 
to the name. 

You can also reuse the same piece of text by cut- 
ting and pasting, or typing some text once and 
then inserting it one or more times a t  different 
places in a document. Cutting and pasting is in- 
tended for use when changing a document dur- 
ing one particular typing session whereas library 
documents are intended for permanent storage 
of reusable text. See Section 5.4.4 for details on 
cutting and pasting. 

You can also avoid extra typing by inserting a 
copy of a document at any point in the docu- 
ment you’re currently working on by means of 
the gold GET DOCMT key. See Section 5.1.3 
for details. 

10.1 CREATING A LIBRARY ENTRY 
Abbreviation and paragraph library entries are 
created by bringing a copy of the library docu- 
ment to the screen for editing, typing the entry’s 
name and its associated words or paragraphs, 
and then filing the library document. 

10.1.1 Creating an Abbreviation Entry 
To make an abbreviation entry, bring a copy of 
document number two on the system diskette to 
the screen for editing. This is the document auto- 
matically used by the word processing system for 
abbreviations (see Section 10.5 for how to use a 
different abbreviation library document). 

Here is an example of the format to use for typ- 
ing an abbreviation entry: 

<<wp>>the word processing system<<>> 

The following explains each item in the abbre- 
viation entry format: 

<< must be used in front of the abbre- 
viation name. 

The abbreviation name. This must con- 
tain exactly two characters (letters, 
numbers, punctuation marks, or special 
characters). The name must be unique, 
that is it should not be the same as an- 
other entry in the abbreviation library 
document (if you have two entries with 
the same name, the system will always 
find the first one when you use the ab- 
breviation). 

>> must be used after the name. 

The word(s) you want saved for reuse. 
This may be tabbed, centered, and in- 
clude hard returns or new rulers. Do 
not put spaces or hard returns between 
an abbreviation entry and the next << 
because such spaces or returns are con- 
sidered part of the abbreviation itself 
(when you use it, you may get more 
than intended). a< < > > followed by a hard return may 
be used to mark the end of the abbre- 
viation. Though these are not required, 
their use enables you to  start each ab- 
breviation on a separate line. Here is an 
example of two abbreviation entries: 
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<<wp>>the word processing system<<>> 
<<ad>>the abbreviation library document<<>> 

If you do  not place the < < > > characters and a how the above abbreviation entries would ap- 
hard return at the end of an abbreviation, you pear if the <<>> and hard return were 
must start the next one on the same line. Here is omitted: 

I I 
<<wp>>the word processing system<<ab>>the 
abbreviation library document 

1 1 

10.1.2 Creating a Paragraph Entry number three (the standard abbreviation 
To make an entry in the paragraph library docu- document is two) on your system diskette. 
ment, follow the format for making an abbrevia- 2. A paragraph entry name may contain be- 
tion entry with these exceptions. tween one and 16 characters (an abbrevia- 

tion name must contain two). 
1. The paragraph library document automat- 

ically used by the word processing system is Here is an example of two paragraph entries: 

I 
<<CLASS I>> 
DIAGNOSIS: CLASS I, NEGATIVE FOR NEOPLASTIC CELLS 

Present are endocervical cells with enlarged nuclei and a coarsely 
granular chromatin pattern and acute inflammatory exudate of poly- 
morphonuclear leukocytes related to trichomonas and fungus organ- 
isms present. <<>> 

<<CLASS II>> 
DIAGNOSIS: CLASS 11, NEGATIVE FOR NEOPLASTIC CELLS 

Present are squamous cells with enlarged reactive nuclei and an 
acute inflammatory exudate of polymorphonuclear leukocytes related 
to fungus organisms present. No endocervical cells are seen. 
<<>> 
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10.2 USING AN ABBREVIATION OR PAR- 
AGRAPH ENTRY 
The gold and the ABBRV keys are used for in- 

serting an abbreviation into a document while 
the gold and the LIBRY keys are used for in- 
serting a paragraph entry. 

> 
Figure 10-1 Main Keyboard LIBRY and 

ABBRV Keys 

MK-0097 

To use an abbreviation or paragraph entry, posi- 
tion the cursor where you want to insert the ab- 
breviation or paragraph entry. Then do the 
following: 

this happens, press the gold and the 
ABBRV keys once again to try a different 
abbreviation name. 

1 .  For an abbreviation entry, press the gold and 
the ABBRV keys and type the abbreviation 
name. (It is not displayed on the screen.) 
The contents of the abbreviation will be in- 
serted into your document, and the cursor 
will be positioned immediately after the last 
character inserted. If you type a name that 
doesn’t exist, the terminal will buzz, When 

2. For a paragraph entry, press the gold and the 
LIBRY keys. The screen displays the fol- 
lowing: 

ENTER NAME: 

Now type the paragraph name and press the 
RETURN key. After the contents of the 
paragraph entry are inserted into your 
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document, the cursor will be positioned im- 
mediately after the last character inserted. 
If you type a name that doesn’t exist, the 
screen will display the following message: 

NOT FOUND - REENTER: 

Now type another name. If you can’t re- 
member the correct name, press the RE- 
TURN key to continue typing or editing 
your document. 

If  you create many abbreviation or paragraph 
entries, it may become difficult to remember the 

exact name of each. For this reason, it’s gener- 
ally a good idea to keep a printed copy of the 
library document handy for reference. 

10.3 INCLUDING A RULER IN AN ABBRE- 
VIATION OR PARAGRAPH ENTRY 
When the contents of an abbreviation or para- 
graph entry are inserted into a document, they 
are formatted according to the ruler in effect at 
the insertion point. However, it is possible to 
specify a ruler along with an abbreviation or 
paragraph entry and have that ruler take effect 
when the entry is used. Here is an example of the 
format to follow: 

>- 

0 P U T  RULER HERE, AFTER ENTRY NAME 

8920-4R3-AO108 

Figure 10-2 Example of Inserting Ruler in 
Abbreviation Library Entry 
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In order to specify a ruler with an abbreviation 
or paragraph entry and have that ruler take ef- 
fect when the entry is used, put the ruler immedi- 
ately AFTER the >> characters that end the 
entry’s rlame. 

Here is what happens when the above abbrevia- 
tion is inserted into a document: 

Notice that the abbreviation’s ruler is retained 
when the abbreviation is inserted into the letter. 

0 TEXT PLUS RULER INSERTED INTO DOCUMENT 

91 13-9R3-AO105 

Figure 10-3 Example of Text After Abbreviation 
Library Entry Which Includes Ruler Is Inserted 

10.4 QUALIFICATIONS 
Abbreviation and paragraph documents are sub- 
ject to the following qualifications. 

1. Name spelling, If you spell an abbreviation 
or paragraph name with upper case letters 
in the library document, you can use it by 
typing either lower or upper case letters. 

However, if you spell it with lower case let- 
ters, you can use it only by typing lower 
case. 

For example, suppose you have the follow- 
ing entries in your abbreviation library 
document: 
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<<PN>>panoramic, maxilla and mandible<<>> 

<<al>>alveoplasty with ridge extenion<<>> I I 

To have the words “panoramic, maxilla 
and mandible” inserted in a document, you 
can type either “pn” or “PN.” You can 
type only “al” to have the words “alveo- 
plasty with ridge extension” inserted in a 
document. 

2. Organization. When you type an abbrevia- 
tion or paragraph name, the word process- 
ing system searches the entire library 
document for a match. You can speed up 
processing by placing frequently-used 
names near the top of the document. Also, 
if you work on different projects for which 
each has its own terminology, create sepa- 
rate abbreviation or paragraph documents 
for each project (see Section 10.5 for how 
to create your own abbreviation and para- 
graph library documents). 

3. Editing. You can easily inspect and edit an 
abbreviation library document by pressing 
the mini keyboard <> key (bottom right). 
Pressing this key positions the cursor after 
a right angle bracket (>) character. 

10.5 N O N S T A N D A R D  ABBREVIATION 
A N D  PARAGRAPH DOCUMENTS 
Unless you specify otherwise, the word process- 
ing system uses documents two and three on the 
system diskette for abbreviation and paragraph 
library documents respectively. There are situa- 

tions where it may be more convenient for you 
to create additional abbreviation and paragraph 
documents or  to use other, nonstandard ones. 
For example, if you work on several different 
projects and each has its own terminology, you 
might want to maintain one abbreviation docu- 
ment for each separate project. Or  you might 
want t o  maintain a separate paragraph docu- 
ment for each task you assemble from para- 
graphs, such as having one paragraph document 
for wills, another for contracts, and a third for. 
invoices. 

Another reason for specifying nonstandard ab- 
breviation or paragraph documents is to use the 
same document diskette on different terminals 
or by different typists (who all have their own 
system diskettes with possibly different abbre- 
viation and paragraph documents). Storing the 
abbreviation and paragraph documents on your 
document diskette instead of on your system 
diskette allows you to use the document diskette 
with any system diskette. 

Create a nonstandard abbreviation paragraph 
document the same as you would any other 
document (see Section 3.1). Follow the format 
described in Section 10.1 for making entries. 

You can use a nonstandard abbreviation or par- 
agraph document when typing or editing any 
document by following this procedure: 
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0 STANDARD ABBREVIATION AND PARAGRAPH LIBRARY DOCUMENTS 

9113- l lR3-AO106  

Figure 10-4 Editor Menu Showing Standard 
Abbreviation and Paragraph 
Library Documents 

. Press the gold and the MENU keys. The 
word processing Editor Menu will be dis- 
played on the screen. 

2. Type the letters AD to specify an abbrevia- 
tion document or LD to specify a paragraph 

document, a space, identify your library 
document, and press the RETURN key. The 
screen display will now show the diskette 
drive number and new document number 
(not the name) of the abbreviation or para- 
graph library document. 
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3. 

0 USER-SUPPLIED ABBREVIATION AND PARAGRAPH LIBRARY DOCUMENTS 

91 13-13R3-AO107 

Figure 10-5 Example of Editor Menu Showing 
User-Supplied Abbreviation 
and Paragraph Library Documents 

You can type either a document name or its 
number when identifying the new library 
document. You can also specify the disk- 
ette drive where the document is stored. 
Refer to Appendix C-1 for details on speci- 
fying different drive numbers. 

Press the RETURN key. The document 
you were working on is again displayed on 
the screen with the cursor in the same posi- 
tion as previously. 

matically checks that document whenever you 
press the gold and the ABBRV or the gold and 
the LIBRY keys. 

When you specify a nonstandard abbreviation 
or paragraph document, it takes effect in the 
document you are currently using plus in any 
new documents you create with the same system 
diskette. If you do not wish to  use the non- 
standard abbreviation or paragraph document 
with a newly-created document, you must repeat 

Once you specify a nonstandard abbreviation or 
paragraph library document, the system auto- 

the procedure described above and specify the 
desired abbreviation or paragraph document. 
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CHAPTER 11 
HYPHENATION 

Hyphenation allows you to  improve the visual 
appearance of your document. Some of the fea- 
tures of hyphenating with the word processing 
system are: 

1. You can use a “breaking” hyphen in a com- 
pound word to improve the appearance of 
your document. When a word with this 
kind of hyphen crosses the right margin, 
the word processing system will attempt to 
split the word at the hyphen. For words 
that must not be split across two lines, such 
as the telphone number 1-617-897-6000, 
you can always use a nonbreaking hyphen. 
See Section 11.1 for details. 

2. You can inspect your document for awkward 
line endings - lines that end with a lot of 
unused space followed by a multisyllable 
word at the beginning of the next line. You 
can then “push” some of the characters up 
to the preceding line to fil l  up some of the 
space. If you push too many characters, 

you can reverse the process and “pull” 
some back down. See Section 11.2 for de- 
tails. 

3 .  You can also specify an “invisible” hyphen in 
addition to the visible type. This is a hy- 
phen which may be invisible to  you (on the 
screen or in your printed document) but 
which is visible to the word processing SYS- 
tem. Whenever a word containing such a 
hyphen crosses the right margin, the word 
processing system will automatically at- 
tempt to break it at the invisible hyphen- 
ation point. See Section 11.3 for details. 

4. You can specify a hyphenation zone, the 
maximum number of unused spaces at the 
end of a line that you will accept in your 
printed document. If a line contains more 
than this number of spaces, the system will 
automatically notify you so you can either 
place some additional characters there or 
decide to tolerate it. See Section 11.5 for 
details. 

11-1 



,- 

11.1 COMPOUND WORDS 
You can form a compound word by joining two 
or more separate words with a hyphen. The 
main keyboard hyphen key is used for forming 
com pou nd words . 

There are two kinds of hyphens that you can 
type on the word processing system. 

1. Nonbreaking. Use this kind of hyphen in 
compound words that must appear entirely 
on the same line. Generally, such words are 

people’s names, telephone numbers, acr- 
onyms, or names of products or projects, as 
in the following examples: 

Mr. Colin Moore-Batty 

DECsystem- 10 
617-899-9000 

If a compound word joined with a non- 
breaking hyphen does not fit at the end of a 
line, the entire word is placed at the begin- 
ning of the next line. 

_ _  

I 

MK-0099 

Figure 11-1 Main Keyboard PRINT HYPH Key 

11-2 



To produce a nonbreaking hyphen, press 
the main keyboard hyphen key. 

2. Breaking. Use this kind of hyphen in com- 
pound words which may be split at the end 
of a line. For example: 

There was a two- 
thirds majority 
on the current 
subject of right- 
to-life. 

If a compound word joined with a breaking 
hyphen does not entirely fit at the end of a 
line, the system may possibly break it at the 
hyphen. 

To produce a breaking hyphen, press the 
gold and the hyphen keys. 

11.2 HYPHENATING TYPED TEXT BY 
PUSHING AND PULLING 
You can hyphenate words to produce a neat- 
looking right margin after you’ve finished typing 
by using the HYPH PUSH and gold HYPH 
PULI, keys. 

MK-0100 

Figure 11-2 Main Keyboard HYPH PUSH 
and HYPH PULL Keys 
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After you’ve typed some text, inspect the line en- 
dings on the screen. If one line is short (top line) 
and the next (bottom line) starts with a long 
word, you can hyphenate the long word by push- 
ing part of it up to the short line. 

1. 

2. 

3. 

Position the cursor anywhere on the bottom 
line. 

Press the HYPH PUSH key. The.first char- 
acter from the bottom line is moved up to 
the top, and a hyphen mark is automat- 
ically inserted after it. 

Continue to press the HYPH PUSH key un- 
til you are satisfied with the hyphenation 
just produced. Each time you press this 

key, one character moves up to the top line 
to the left of the hyphen mark. If you push 
more characters than can fit inside the right 
margin, the entire word is automatically 
brought back down to the bottom line. 

If you push too many characters to the top 
line, press the gold and the HYPH PULL 
keys. This action moves a single character 
at a time back to  the line with the cursor. 

4. Press the PARA key. This reformats the re- 
mainder of your paragraph to fit the right 
margin. Now you can perform other typing 
or editing. 

For example, here is how some text looked be- 
fore it was hyphenated: 

I 1 
Press the HYPH PUSH key. The first 
character from the bottom line is moved 
up to the top, and a hyphen mark is 
automatically inserted after it. If you 
like the results, proceed to another 
line. 

1 I 

Notice how uneven the lines are. The first is 
short and is followed by a multisyllable word 
(“character”) at the beginning of the second. To 

make the first line look better, the first syllable 
of the word “character” should be pushed up to 
give the following: 

Press the HYPH PUSH key. The firt char- 
acter from the bottom line moves up to 
the top,  and a hyphen mark is 
automatically inserted after it. If you 
like the results,, proceed to 
another line. 
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Notice that now the third line is short and is fol- 
lowed by a multisyllable word (“automatically”) 
at the beginning of the next. Therefore, some syl- 

lables of “automatically” should be pushed up. 
As a result, the paragraph looks good so no fur- 
ther hyphenation is performed. 

I 1 
P r e s s  t h e  HYPH PUSH key .  T h i s  f i r s t  char-  
a c t e r  from t h e  bottom l i n e  moves up t o  
t h e  t o p ,  and a hyphen mark i s  automat i -  
c a l l y  i n s e r t e d  a f t e r  i t .  I f  you l i k e  t h e  
r e s u l t s ,  proceed t o  another  l i n e .  

I I 

When you hyphenate a word by pushing or pull- 
ing, the word processing system “remembers” 
your hyphen as an “invisible” hyphen. This 
means that, if you change your text so that the 
word no longer crosses the right margin, the hy- 
phen will disappear. If the word ever crosses the 

right margin again, the hyphen will automat- 
ically reappear where you originally specified. 

T o  remove a hyphen inserted by pushing or pull- 
ing, delete the character in front of the hyphen. 
This action removes both the character and the 
hyphen. 
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11.3 USING INVISIBLE HYPHENS 
You can put an  “invisible” hyphen into a word 
with the gold PRINT HYPH and and the 
SHIFT keys. 

This hyphen is invisible to you because it is not 
displayed on the screen. However, it is not invis- 
ible to  the word processing system. Whenever a 
word containing an invisible hyphen crosses the 
right margin, the system will automatically try to 
hyphenate it. An invisible hyphen has no effect if 
the word is not located at the end of a line. 

To put an invisible hyphen into a word, follow 
these steps: 

1. Position the cursor under the character that 
is to follow the hyphen. 

2. Press the gold, hold down the SHIFT, and 
press the PRINT HYPH keys. 

Invisible hyphens can be used with abbreviation 
and paragraph library entries (see Chapter 10). 
If you put invisible hyphens in these entries, not 
only will you avoid unnecessary typing but you 
will also have your text hyphenated if a word in 
the inserted abbreviation or paragraph crosses 
the right margin. 

Figure 11-3 Main Keyboard SHIFT and 
PRINT HYPH Keys 

MK-0098 

, 
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11.4 EXAMINING TEXT FOR BREAKING 
AND INVISIBLE HYPHENS 
To determine whether your text contains any in- 
visible hyphens, you must view it (see Appendix 
D). You must also view text to determine 
whether a visible hyphen is the breaking or non- 
breaking kind. A / mark appears under a break- 
ing  h y p h e n ;  n o t h i n g  a p p e a r s  u n d e r  a 

nonbreaking hyphen. A / mark also indicates an 
invisible hyphen; the / mark appears under the 
character preceding the one where you pressed 
the gold, PRINT HYPH, and SHIFT keys. In 
addition, a / mark appears under the last char- 
acter of a word that was hyphenated. 

Here is an example of hyphens in viewed text: 

91 13-1 7 R3-A0110 

Figure 11-4 Example of Viewing Text for Breaking, 
Nonbreaking, and Invisible Hyphens 

11.5 IMPROVING RIGHT MARGIN AP- A hyphenation zone takes effect by making the 
PEARANCE BY HYPHENATION ZONE system buzz at you whenever a line ends with no 
You can improve the appearance of your right characters in the hyphenation zone. The buzzing 
margin by specifying a hyphenation zone. This is is to alert you to take action: either hyphenate by 
the maximum number of typing positions in pushing up some characters from the next line or 
front of the right margin that may remain decide to accept the line with all its unused 
unused on a line. sp ace. 
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For example, if you type the following lines 
without a hyphenation zone, you might not no- 
tice that the first line ends with a lot of space and 

is followed with a large word (“synthesization”) 
on the next line. If you use a hyphenation zone, 
the word processing system will buzz when you 
type “synthesization.” 

The subject of this report is the 
synthesization of the optimization and 
maximization principles. 

If you use a hyphenation zone, the system will 
buzz when you type or edit a document (see Sec- 
tion 11.5.1) or when you paginate (see Section 
11 5 2 ) .  

11.5.1 Using a Hyphenation Zone When Typing 
or Editing 
To use a hyphenation zone when typing or edit- 
ing a document, follow these steps: 

, 
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I .  Put the letter H in your ruler(s) where the 
hyphenation zone is to begin (see Section 
6.1.2 for making ruler settings). Generally, 
it is most effective to mark the zone be- 
tween five and ten characters inside the 
right margin. 

2. Type or edit your text. If the system buzzes, 
the last line you used ends with no charac- 
ters in the hyphenation zone. If desired, 
push up some characters from the next line 
(see Section 11.2). You may ignore the buz- 
zing and accept the line as it appears. 

)-- 

@ LARGE WORD AT START OF LINE THAT COULD BE HYPHENATED 

@ HYPHENATIONZONE IN RULER 

LINE CONTAINS ALL BLANKS IN ZONE 
@ RESULT: SYSTEM BUZZES 

8920-12R3-AO109 

Figure 11-5 Example of Using a Hyphenation Zone 
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11.5.2 Using a Hyphenation Zone When Pagi- 
nating 
To use a hyphenation zone when paginating a 
document, follow these steps: 

1. Put the letter H in your ruler(s) where the 
hyphenation zone is to begin (see Section 
6.1.2 for making ruler settings). Generally, 
it is most effective to mark the zone be- 
tween five and ten characters inside the 
right margin. 

2. Pres the gold and mini keyboard PAGE 
keys to display the end of a page (see Sec- 
tion 12.3). The system will attempt to  count 
down a preassigned number of lines and 
mark the bottom of the page. If there’s a 
“short” line, one that ends with no charac- 
ters in the hyphenation zone, the system 

buzzes and stops counting. (The bottom- 
most line on the screen will be the one fol- 
lowing the short line and will contain the 
cursor.) 

3. Inspect the line ending. If the screen displays 
“---PAGE MARKER---” the system was 
able to  mark the end of the page. Repeat 
steps 2 and 3. If the system buzzed, the sec- 
ond from last line on the screen ends with 
no characters in the hyphenation zone. If 
desired, push up some characters from the 
next line (see Section 11.2) and repeat steps 
2 and 3. 

Continue repeating steps 2 and 3 until pagina- 
tion is complete. 
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CHAPTER 12 
PAGINATION 

Pagination means determining where to end a 
printed page and start a new one. There are three 
different ways of paginating a document with 
the word processing system. This chapter ex- 
plains when to use each: 

3. When you want to inspect each page ending 
before the document is printed so you can 
change any you don’t like. The system will 
count down a preassigned number of lines, 
insert a PAGE MARKER in your docu- 

1. 

2. 

When you want the system to automatically 
end each page as it prints your document. 
The system will print a preassigned, or 
standard, number of lines on a page and 
then automatically start a new page. It will 
repeat this process until it comes to the end 
of the document. See Section 12.1 for de- 
tails. 

When you have text that absolutely must 
start on a new page. For example, if your 
document contains a table, you can prevent 
it from being broken in the middle by tell- 
ing the system to always print the table on a 
new page. This is accomplished by inserting 
a NEW PAGE mark in your document. 
See Section 12.2 for details. 

ment, and display the page ending for your 
inspection. See Section 12.3 for details. 

12.1 AUTOMATIC PAGINATION 
To have the word processing system automat- 
ically paginate a document while printing, set 
the value of Print Menu setting AP  to YES. The 
system will determine where t o  end each page 
and start the next. Whenever the document con- 
tains a NEW PAGE mark (see Section 1 2 3 ,  the 
system will automatically advance to the top of a 
new page. 

The number of lines printed per page is equal to 
the total number of lines per page (Print Menu 
setting PS) less the number of lines in the top 
margin (Print Menu setting TM) less the number 
of lines in the bottom margin (Print Menu set- 
ting BM). 
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12.2 FORCING PAGE ENDINGS 
You can force the system to always print certain 
text (such as each new chapter, a figure, or a 
table) a t  the start of a new page with the gold 
and NEW PAGE keys. 

MK-0101 

Figure 12-1 Main Keyboard NEW PAGE Key 
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To force page breaks, follow these steps: line of dashes with the words NEW PAGE 
in the center) into your document. 

1. Position the cursor where a new page is to 
Repeat steps 1 and 2 for each place in your docu- 
ment that must always be printed on a new page. 

Here is an example of a document that contains 
NEW PAGE marks: 

start. 

2. Press the gold and the NEW PAGE keys. 
This action inserts a NEW PAGE mark (a 

91 13-19R3-AO115 

Figure 12-2 Example of Using a NEW PAGE Mark 

To remove a NEW PAGE mark, use either the 
RUB CHAR OUT or DEL CHAR key. (Even 
though a NEW PAGE mark occupies a full 
screen line, it is nevertheless only a single charac- 
t er .) 
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112.3 DISPLAYING AND MODIFYING center) to show you where each page will end 
PAGE ENDINGS when printed. If you don’t like this page ending, 
You can have the word processing system show you can change it. 
you where each page would end if you were to 
paginate automatically (as it would if you set the 
value of Print Menu setting AP to YES). The 
system will insert a PAGE MARKER into your 
document (displayed on the screen as a line of 
dashes with the words PAGE MARKER in the 

Use the mini keyboard PAGE key to display 
pageendings that the system determines. Use the 
gold and the PAGE MARKER keys to modify 
page endings. 

MK-0102 

Figure 12-3 Main Keyboard PAGE 
MARKER Key and Mini 
Keyboard PAGE Key 

, 
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To display page endings and modify them if de- 
sired, follow these steps: 

1 .  Position the cursor a t  the top of your docu- 
ment. 

2. Press the gold and the mini keyboard PAGE 
keys. The system will count down a pre- 
assigned number of lines (determined by 

the setting C’I in the document’s Editor 
Menu), insert a PAGE MARKER into the 
document, and position the cursor under 
the first character of the next line. Once the 
system starts counting lines, yoti cannot 
stop it. 

Here is an example of a PAGE MARKER 
inserted by the system: 

91 13.21 R3 A01 14 

Figure 12-4 Example of a PAGE, MARKER 
Inserted by the Word 
Processing System 

The system will stop and not insert a 
PAGE MARKER if any of the following 
conditions occurs: 
0 There is a NEW PAGE mark. The cur- 

sor will be located under the first charac- 
ter of the next line. T o  proceed with pa- 
gination, repeat step 2. 

There is a “short” line, one that ends 
with too much space when a hyphen- 
ation zone (see Section 1 I .5> is in effect 
If this happens, the system will buzz and 
display the short line on the second from 
last screen line (the last line contains the 
cursor). YSU can either hyphenate by 
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pushing up some characters (see Section 3.  
11.2) or accept the line with its unused 
space. To proceed with pagination, re- 
peat step 2. (The system may again stop 
and buzz if you have another short line.) 

The end of the document was reached. 

Inspect the page ending. If you are satisfied 
with it, repeat step 2. If the page ending is 
not satisfactory, change it. For example, 
suppose the  system inserts a P A G E  
MARKER in the following location, 
thereby giving you one short line at the top 
of a page: 

@ PAGE MARKER INSERTED BY WORD PROCESSING SYSTEM 

@ RESULT: SHORT LINE TO APPEAR ON NEW PAGE 
91 13-23R3-AO111 

Figure 12-5 Example of Page Ending 
Which Could Be Improved 

To change an awkward page ending, move will automatically remove the first PAGE 
the cursor backwards to a suitable place to MARKER when you continue pagina- 
end the page and press the gold and the tion.) 
PAGE MARKER keys. This action inserts 4. Repeat steps 2 and 3 until you reach the end 
another PAGE MARKER. (The system of your document. 

, 
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I t  is possible to move a PAGE MARKER for- 
ward to squeeze a few extra lines on a page. Just 
remove the PAGE MARKER (if you don’t, the 
document will be printed with an extra page 
break), move the cursor down the few lines, and 
press the gold and the mini keyboard PAGE 
keys. However, be careful when doing this be- 
cause the additional lines (beyond where the sys- 
tem wanted to  end the page) are printed in the 
bottom margin. Either (or both) of the following 
undesirable conditions might result. 

If you add more lines to the page than can 
physically fit there, the printing may extend 
over the bottom edge of the paper. If you’re 
using continuous-form paper, your print- 
ing could extend right over the fold. If 
you’re using single sheets, your printing 
could appear on the roller (platen) of the 
printer. 

If you’re using a footer (see Chapter 14), 
the printing will extend into the footer. The 
footer will then be printed at the bottom of 
the next page, thereby producing a page al- 
most entirely empty. 

When you are ready to print your paginated 
document, set the value of Print Menu setting 
AP to NO. If you don’t, the system will ignore 
the page endings you just inserted and will pagi- 
nate automatically instead. See Section 13.3.1 
for details. 

12.3.1 Changing PAGE MARKERs 
If you add new text to a document that contains 
PAGE MARKERs, you must repaginate. If you 
don’t, your printed document may extend over 
the edge of the page. Of course, if you print a 
document and don’t like where the pages end, 
you can always repaginate it. Just position the 
cursor a t  the beginning of the first page to be 

repaginated (right after a PAGE MARKER, 
NEW PAGE, or top of document) and follow 
steps 2 - 3 in Section 12.3. 

If  you do not position the cursor at the begin- 
ning of a page when you press the gold and 
PAGE keys, the system will automatically find 
the beginning for you. However, if your docu- 
ment contains many lines of text without any 
PAGE MARKERs or NEW PAGE marks, the 
system may not be able to paginate properly. 
When this occurs, the system will buzz and no 
PAGE MARKER will be inserted. 

12.3.2 Qualification : Automatic Removal of 
PAGE MARKERs 
If  you do any of the following three actions 
while editing a document, the system will auto- 
matically remove PAGE MARKERs. 

1. Change a ruler when there is a PAGE 
MARKER before the next ruler. This 
PAGE MARKER will be removed. 

2. Modify some text when there’s a PAGE 
MARKER before the next hard return. 
This PAGE MARKER will be removed. 

3. Insert a copy of another document (by 
means of the gold and GET DOCMT 
keys). All PAGE MARKERs are removed 
from the inserted document. 

12.3.3 Qualification: Word Wrapping 
I f  you insert a PAGE MARKER or NEW 
PAGE mark in the middle of a paragraph, the 
line endings are “thrown off’ so that existing 
text extends beyond the right margin. T o  refor- 
mat the text, press the mini keyboard PARA 
key. This action word wraps the remainder of 
the paragraph and advances the cursor forward 
to  the next paragraph. 
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12.4 CHANGING THE NUMBER OF LINES 
PER PAGE 
The system uses the value of Editor Menu set- 
ting CT (Current Text size) in determining page 
endings. Change the value of CT if you want to 
specify a different number of lines per page for 
the document you’re currently using. You can 
also specify a number of lines per page for all 
new documents you create by changing the value 
of Editor Menu setting ST (Standard Text size). 

To find out the values of CT and ST in effect and 
to change them, follow these steps: 

1 .  Pres the gold and the MENU keys when 
you are editing the document. This action 
displays the Editor Menu. If the values of 
CT and ST are satisfactory, press the R E  
TURN key to redisplay your document. 
Here is an example of an Editor Menu: 

@ SYSTEM-SUPPLIED TEXT SIZES 

9 1  13-1 1 R3-AO112 

Figure 12-6 Editor Menu Showing System- 
Supplied Text Sizes 
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2. Type the letters CT or ST, a space, the new vious value of CT or ST on the screen. Now 
value, and press the RETURN key to press the RETURN key to redisplay your 
change the number of lines of text per page. document. Here is an  example of an Editor 
The number just typed replaces the pre- Menu after changing the value of ST: 

0 USER-SUPPLIED TEXT SIZE 
91 13-15R3-AO113 

Figure 12-7 Editor Menu Showing User- 
Supplied Text Sizes 
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3.  Repaginate the document (see Section 12.3). 

4. Change the value of Print Menu setting PS 
(page size), TM (top margin), or BM (bot- 
tom margin) when you go to  print the docu- 

ment. See Section 13.3. Such action is 
necessary because these Print Menu set- 
tings must satisfy the following relation- 
ship: 

PRINT MENU SETTING PS 
PS = TM + CT + BM 

MK-0110 

Figure 12-8 Relationship of Editor and 
Print Menu Settings for Page Size 

If you change CT in the -Editor Menu and 
do not change PS, TM, or BM, your docu- 
ment will not be printed correctly. 
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Some of the features of printing with the word 
processing system are: 

Simultaneous printing and editing. While a 
document is being printed, you can create 
or edit another document (not the same 
one). This feature enables both you and the 
system to operate efficiently. You don’t 
waste time waiting for printing. 

Unattended printer operation. You can sub- 
mit as many as eight documents for print- 
ing and then leave the area. The system will 
automatically print each document in its 
turn. You can use continuous form-feed 
paper so you won’t have to keep an eye on 
the system while it’s printing. 

Number of copies and pages. You can print 
one entire copy of a document, several cop- 
ies of it, or just certain selected pages. 

Extra space. You can have the system add 
extra vertical space between lines to pro- 
duce a draft copy, one which can easily be 
marked up. You can also add extra space in 
the left margin (horizontal) to leave room 
for notations. 

CHAPTER 13 
PRINTING A DOCUMENT 

Adaptability to reproduction. If a printed 
document is intended to be used for photo- 
graphic reproduction, you can have it 
printed extra dark. In addition, you can 
print a document with two different styles 
of type to produce a visually-attractive 
printed page. 

Follow these steps to print a document: 

1. Type the letter P and press the RETURN 
key when any Main Menu page is displayed 
on the screen. 

2. Identify the document to be printed (see Sec- 
tion 13.1). The Print Menu, which contains 
different printing options (how many cop- 
ies, what page to start with, line spacing, 
etc.), will be displayed on the screen. 

3.  Inspect the print settings and make any 
changes desired (see Section 13.3). As the 
Print Menu is set up with preassigned Val- 
ues, you may not have to change any set- 
tings (see Section 13.2). 

4. Make certain that the equipment and paper 
supply are ready (see Section 13.4). 
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5 .  

6. 

You 

Type the word YES (or OK) and press the 
RETURN key when you are ready to print. 

Type the letter N and press the RETURN 
key when printing is completed. You can 
perform this action when either the Main 
Menu or Stop Printer Menu (see Section 
13.5) is displayed on the screen. This action 
advances the paper one page so you can 
easily rip it off. 

can interrupt printing a t  any time, even be- 

entire document from the very beginning, (4) go 
back a few pages and resume printing (thereby 
avoiding reprinting those pages which are cor- 
rect), or ( 5 )  altogether stop printing the docu- 
ment. See Section 13.5 for details. 

You can submit printing requests even when 
your system does not have the desired printer. 
The system will put your requests into a “wait- 
ing to  print” list without actually printing the 
documents. You’can later take the diskette with 
the list t o  another system (which has the desired 
printer) and print the documents. See Section 

fore the end of document is reached. This feature 
is useful if you see something that doesn’t quite 
look right like a spot on the paper or poor print- 
ing quality. After fixing whatever caused you to 
halt, you can then perform one of several ac- 
tions: (1) resume where you left off, (2) print 
only to the end of the page, (3) start printing the 

13.7 for details. 

13.1 IDENTIFYING A DOCUMENT TO BE 
PRINTED 
After you type the letter P and press the RE- 
TURN key, the system asks you to identify the 
document to be printed. 

91 13-1 5Rl -AO117  

Figure 13-1 Printing Request Prompt 
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If you have previously worked on another docu- 
ment in the current word processing session, the 
system will ask you if you want to print that 
document. If you have inspected the index, the 
system will ask if you want to print the docu- 
ment marked by the asterisk. 

Type either the document’s name or its number 
in the index. If the screen displays the correct 
document, just press the RETURN key. 

As a shortcut, you can type the letter P, a space, 
identify the document, and press the RETURN 
key. In this case the word processing system does 
not prompt for your document name because 
you’ve already typed it.  

13.2 PRINT MENU 
Settings in the Print Menu control how a docu- 
ment is printed. After inspecting them, you can 
tell the system to  go ahead and print according 
to the settings displayed, or you can change as 
many as desired. 

The Print Menu actually consists of three pages. 
The first contains a summary of the print set- 
tings and their current values. This Print Menu 
page is displayed on the screen when you direct 
the system to print. 

Here is an example of the first Print Menu page: 

8920-1 4R3-AO123 

PS 

TM 

BM 

PI 

Figure 13-2 Example of Print Menu Page One 
(Version 2.7) 
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Items a,@,@,@, and@in the screen dis- 
play are explained below. Items in the screen dis- 
play marked with two letters are abbreviations 
and are explained in Table 13-1. 

0 Diskette drive number and document 
number. The first number is the diskette 
drive where the document is stored. 
The second is the document’s number 
in the index. 

@ Document name. The document name 
you specified is displayed in this posi- 
tion. If you specified a document num- 
ber, this screen position contains that 
number. 

@) Number of last page to be printed. This 
line is blank (as in the example above) if 
you are printing to the last page of the 
document. This line contains informa- 
tion only if you specify printing is to 
stop before the last page of the docu- 
ment. 

0 Filst and second replacement characters 
(Version 3.0only). These characters will 
be used in printing the document only if 
other characters have previously been 
relinquished. 

@ R2’ M113-2A0177 

Figure 13-2 Example of Print Menu Page One 
(Version 3 .O) 

, 

13-4 



The second Print Menu page is displayed on the 
screen by typing NO and pressing the RETURN 

key in response to the first Print Menu page. 
Here is an example of the second Print Menu 
page: 

0 ABBREVIATION 

@ CURRENT VALUE 91 13-25R3-AO122 

(Version 2.7) 

M113-3A0383 

(Version 3.0) 
Figure 13-3 Example of Print Menu Page Two 
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The second Print Menu page contains the fol- 
lowing information for each setting: 

0 Two-letter abbreviation. Type this to  
change the value of a particular setting 
(same abbreviation as shown on the 
first Print Menu page). 

@ A brief explanation of the abbrevia- 
tion’s meaning. 

@) Current value of the abbreviation. This 
is the number or word that follows the 
abbrevi ation within parentheses. 

There is a third page to the Print Menu. It con- 
tains still more settings and their current values, 
specifically settings that control the appearance 
of the printed page. To display the third Print 
Menu page, type the letters PL (when either page 
one or two is displayed) and press the RETURN 
key. Page three will be similar to this: 

9113-27Rl-AO119 

Figure 13-4 Example of Print Menu Page Three 
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13.3 CHANGING PRINT MENU SElTINGS 
If  you are satisfied with the values of the Print 
Menu settings displayed, you can tell the system 
to start printing. Type YES or OK and press the 
RETURN key (see Section 13.4 for how to  posi- 
tion the paper correctly). 

To change a print setting, follow these steps: 

1.  Type NO and press the RETURN key when 
any Print Menu page is displayed on the 
screen. 

2. Type a two-letter abbreviation to identify the 
setting you want to change, a space, the new 
value, and press the RETURN key. When 
you change a setting, the new value will be 
displayed on the screen (provided the ap- 

propriate Print Menu page is displayed at 
that time). Repeat this step for each setting 
you want to change. 

3 .  Type OK or YES and press the RETURN 
key when you are ready to print. 

You can change any Print Menu setting no mat- 
ter what Print Menu page is displayed on the 
screen. Therefore, if you remember the two let- 
ters for the abbreviation to  be changed, you can 
omit typing NO (step 1). 

Table 13-1 summarizes, in alphabetical order, all 
Print Menu abbreviations, their meaning, the 
values you can supply for each, and where to 
find more detailed information. The following 
sections present more detailed information. 
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13.3.1 Specifying Pagination 
Print Menu setting AP (Automatic Pagination) 
lets you automatically paginate a document 
while printing. If you set A P  to  YES, the word 
processing system will determine where to end 
each page and start the next. The number of text 
lines automatically printed per page will be 
equal to the total number of lines per page (Print 
Menu setting PS) less the number of lines in the 
top margin (Print Menu setting TM) less the 
number of lines in the bottom margin (Print 
Menu setting BM). 

If you set A P  to NO, the word processing system 
will use PAGE MARKER and NEW PAGE 
marks which you have placed in the document 
(see Chapter 12 for details). If you set A P  to N O  
without paginating your document, it will be 

printed as one long page. This means it may ex- 
tend across the paper fold if you’re using form- 
feed paper or onto the roller (platen) if  you’re 
using single sheet paper. 

13.3.2 Specifying a Top Margin and Bottom 
Margin 
Print Menu setting T M  (Top Margin) lets you 
specify a top margin, a number of lines above 
printed text on each page. Similarly, Print Menu 
setting BM (Bottom Margin) lets you specify a 
bottom margin, a number of lines below the 
printed text on each page. You can leave these 
margins blank, use them for a header and/or 
footer (see Chapter 14), or eliminate them alto- 
gether and allow the text to  be printed from the 
very top edge of a page t o  the bottom. 

, 
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By changing TM or BM you are effectively 
changing the number of text lines that may ap- 
pear on a page, because the following relation- 
ship exists: 

7 - - - - - - - - - - - - - - 
I 

PRINT MENU SETTING I I 
I TM I 

r - - - -  

I 
I I PRINT MENU SETTING 

I BM I 

, PRINT MENU SETTING PS 
PS = TM + CT 4- B M  

MK.0110 

Figure 13-5 Relationship of Editor and Print 
Menu Settings for Page Size 
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If you have paginated the document and have 
directed the word processor to use your page en- 
dings (by setting AP t o  NO), you must also 
change the value of the current text size (setting 
CT in the document’s Editor Menu) when 
changing T M  or BM. This action is necessary to 
preserve the relationship shown above. 

To change the value of CT, follow these steps: 

1. Add the values of TM and BM together 
and then subtract the sum from the value of 
Print Menu setting PS, the total number of 
lines that can fit on a page. Remember this 
value. For example, if you change TM t o  
13 and BM to 8 when PS is 66, then the 
value to  remember is 45. 

2. Type the word NO and press the RE- 
TURN key to  redisplay the Main Menu. 

3. Bring the document to  the screen for edit- 
ing. 

4. Press the gold and the MENU keys to dis- 
play the Editor Menu. 

5 .  Type the letters CT, a space, the value com- 
puted in step 1, and press the RETURN 
key. The CT value just typed will be dis- 
played on the screen. 

6. Press the RETURN key again. The docu- 
ment will return to the screen. 

7. If you have previously paginated the docu- 
ment, you must repaginate it to  accom- 
modate the new text size (see Section 
12.3.1 ). 

8.  File the document. 

9. Submit the document for printing. 
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13.3.3 NIultiple Column Printing 
You can type text as one long continuous col- 
umn and then have it printed with two or more 
columns per page. For example, here is some 
text which is printed as two columns: 

Twenty years ago, the whole of 
DIGITAL consisted of three 
men, $70,080 in capital, 8,500 
square feet of rented space, 
and a single product -- logic 
modules. 

The three men were quoted in 
the local paper as looking 
forward to “hiring 18 people 
and eventually going to 4 8 .  ” 
That was August 23, 1957. 

Today, Digital Equipment Cor- 
poration, largest manufacturer 
of interactive minicomputers, 
is a billion-dollar-a-year 
company with more than 98 , 009 
computer systems in operation. 

It still does business in that 
original space on the second 
f l o o r  of a Civil War woolen 
mill in Maynard, Massachu- 
setts, which it rented for 25 
cents a square foot in 1957. 
The only difference today is 
that DIGITAL is the sole owner 
and occupant of the sprawling 
21-building complex and has 
expanded operations to an 
additional 308 sites through- 
out the world. 

The three men were Ken Olsen, 
Harland Anderson, and his 
brother Stan Olsen. They 
called their first products 
“module boards , “ instead of 
computers, because Fortune 
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Figure 13-6 Example of Two-Column Printed Text 

The system prints each column completely from 
top to bottom before starting the next. In the 
above example, the entire first column was 
printed, then the paper was automatically turned 
back to the top of the page, and the entire sec- 
ond column was printed. 

To indicate that text is to  be printed with two or 
more columns, you must put a “multicolumn” 
command into your document. 

1 .  Position the cursor in your document where 
multiple column printing is t o  begin. Be cer- 
tain the ruler to  be used with the multiple 
column text is in effect. 

2 .  Press the gold and the C M N D  keys. A line 
of dashes with the words START PRINT 
CONTROL will be displayed on the screen 
(this line counts as one word processing 
character so you can remove it with either 
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3 .  

4. 

the DEL CHAR or RUB CHAR OUT 
key). 

Type the word MULTI and press the RE- 
TURN key. cessing character). 

5.  Press the gold and the CMND keysagain. A 
line of dashes with the words END PRINT 
CONTROL will be displayed on the screen 
(this line also counts as only one word pro- 

Type the number of columns you want Here is how the above example was typed on the 
printed and press the RETURN key again. word processing system: 

9113-29R3-AO126 

Figure 13-7 Example of Typing Two-Column Text 

When you tell the system to print your docu- 
ment, it will print the number of columns you 
specified in the multicolumn command (step 4 
above) on each page. If you want to  change the 
number of columns printed, just insert another 
multicolumn command into your document and 
specify a different number. For example, if you 

want only the first part of a document printed in 
two columns and the last part in just one, put a 
multicolumn command with the number 2 at the 
beginning of your document and another one 
with the number 1 where the single column is to  
start. 
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133.3.1 Space Between Multiple Columns - 
You can print multiple columns separated by an 
equal amount of space. Set the value of Print 
Menu setting C M  (Column Margin) to the num- 

ber of blank typing positions desired between 
the printed columns. Here is an example of col- 
umns separated by two spaces: 

N e w  E n g l a n d  f r o m  R h o d e  I s l s n d  t o  
P o r t l a n d ,  M a i n e ,  was b u r i e d  b y  a 
h u r r i c s n e - c l a s s  b l i z z a r d  t h 2 t  r o a r e d  
i n t o  t h e  r e g i o n  o n  Monday,  F e b r u a r y  
6 ,  b r o u g h t  w o n d e r  a n d  d e s t r u c t i o n  f o r  
42 h o u r s  a n d  s w i r l e d  o u t  t o  s e a  t h e  
n i g h t  o f  F e b r u a r y  7 .  

I n  i t s  w s k e ,  c o a s t a l  a r e a s  were  
f l o o d e d  a n d  s t r e w n  w i t h  t h e  l u m b e r  
a n d  c o n c r e t e  o f  d e s t r o y e d  homes 2 n d  
a e s w s l l s .  M o s t  o f  New E n g l a n d  p e e r e d  
o u t  o v e r  a f l u f f y  w h i t e  c o m f o r t e r  o f  
s n o w ,  2 0  t o  5 0  i n c h e s  d e e p ,  a n d  
d r i f t s  u p  t o  2 0  f e e t  h i g h .  

D I G I T A L  p l s n t s  i n  e s s t e r n  M a s s a c h u -  
s e t t s ,  l i k e  e v e r y t h i n g  o l s e  a r o u n d ,  
w e r e  b u r i e d ,  b u t  t n e i r  p u l s e s  n e v e r  
s t o p p e d .  I n  t h e  m i d d l e  o f  e v e r y -  
t h i n g ,  t h e  p a y r o l l  g o t  o u t  o n  t i n e ,  
s c o r e s  o f  D E C  e m p l o y e e s  a n d  c u s t o m e r s  

were f l o w n  i n  o r  o u t  o f  s t a t e  b y  A v i -  
a t i o n  S e r v i c e s ,  w h i c h  a l s o  a i r l i f t e d  
c r i t i c s 1  c o m p u t e r  p a r t s  o u t  o f  Woburn 
t o  a i r p o r t s  w h e r e  t h e y  c o u l d  b e  d i s -  
p a t c h e d  a r o u n d  t h e  w o r l d .  

M a i n t e n a n c e  p e r s o n n e l  w o r k e d  t h r o u g h  
t h e  b l i z z a r d ,  d i g g i n g  o u t  c x r s  s o  
p l o w i n g  o p e r a t i o n s  c o u l d  b e g i n .  They  
s h o v e l e d  h e a v y  p i l e s  o f  s n o w  f r o m  
p l a n t  r o o f s ,  o p e n e d  u p  e m e r g e n c y  
p a t h s ,  c l z a r e d  t h e  h e l i p a d s ,  c h i p p e d  
t h e  s n o w  from company f l e e t  c a r s  s o  
S i c u r i t y  c o u l d  t u r n  t h e  k e y s  o v e r  t o  
t h o s e  s t r a n d e d  o u t - o f - s t a t e  who 
n e e d e d  t r a n s p o r t s t i o n  home when t h e y  
were  h e l i c o p t e r e d  b a c k  t o  P a r k e r  
S t r e e t .  

i t -  CM = 2 SPACES 

MK-0330 

Figure 13-8 Example of Two-Column Text 
Separated by Two Spaces 
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If you want t o  print multiple columns separated 
with different amounts of space, specify the 
width (number of typing positions) of each col- 
umn within the multicolumn command. On the 
multicolumn command line immediately follow- 
ing the number of columns, put the nurnber of 
typing positions to appear in the first (column 

and press the RETURN key. Type a similar line 
for each of your multiple columns. 

Here is an example of a multicolumn command 
that specifies different widths for each of three 
columns: 

(3 3COLUMNS 

(3 WIDTH OF FIRST COLUMN 

(3 WIDTH OF SECOND COLUMN 

(31 WIDTH O F  THIRD COLUMN 

9113-31 R3-AO121 

Figure 13-9 Example of Specifying Different 
Widths in Multiple Columns 
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When giving the number of typing positions in 
each of your multiple columns, be careful to 
specify a number that is larger than the value of 
the right margin ruler position. For example, if 
your ruler is set up with a right margin at typing 
position 30, you should specify a number greater 
than 30 for that particular column in your multi- 
column command. If you don’t, your columns 
may be printed on top of one another. 

ruler and “puts it down” so that typing position 
number 1 is next to the previous column’s right 
margin ruler position (either setting J or R). Be- 
cause the system “puts down” more than one 
ruler on a single page, be careful to use a ruler 
narrow enough that all your columns will fit on 
the paper. 

The following diagram illustrates how the sys- 
tem uses rulers in multiple column printing: 

13.3.3.2 Effect of Rulers - When you print with 
multiple columns, the system “picks up” your 

1 5 1 5  

RULER FOR F I ~ S T  COLUMN RULER FOR SECOND COLUMN 
i i i n e  y e s r s  3 5 0 ,  D I G I T A L  o p 5 n e d  a 
sqall m o d u l e  o p e r a t i o n  i n  S a n  Ger- 
m a n ,  P u e r t o  R i c o ,  w i t h  21  p e o p l a  i n  
1 0 , 0 0 0  s q u a r e  f e e t  o f  l e a s e d  s p a c e .  

Tna  S s n  Gerrllan o p e r a t i o n  t o d a y  
o c c u p i e s  2 0 0 , 0 0 0  s q u a r e  f e e t  a n d  
e m p l o y s  2 , 0 0 0  p e o p l e .  I t  i s  t h e  
l s r g e s t  s i n g l e  s u p p l i e r  o f  m o d u l e s ,  
c i r c u i t  b o a r d s ,  a n d  c e n t r a l  p r o -  
c e s s i n g  u n i t s  (CPUs)  t o  t h e  r e s t  o f  
t h e  c o m p a n y .  S i x t y  q i l o s  n o r t h ,  i n  
A q u a d i l l 2 ,  a s e c o n d  P u e r t o  R icsn  
p l s n t  p r e s e n t l y  e n g a s e s  8 0 0  p e o p l e  
i n  t h e  f i n a l  a s s e m b l y  a n d  t e s t i n g  
o f  PDP-8  a n d  PDP-1 1 m i n i c o m p u t e r s .  

In a d d i t i o n  t o  t h e  b e a u t y  o f  t h e  
i s l s n d  i t s e l , f ,  P u e r t o  Rico h a s  9 
l a r g e  a v a i l a b l e  l a b o r  m a r k e t  w i t h  a 
r e p u t s t i o n  for q u s l i t y  p r o d u c t i o n .  

T h i s  r e p u t a t i o n ,  i n  p a r t ,  was 
e a r n e d  b y  t h e  f i n e - s t i t c h i n g  o f  
l i n g e r i e  f o r  t h e  g a r m e n t  i n d u s t r y ,  
a s k i l l  r e q u i r i n g  m a n u a l  p r e c i s i o n  
s imi l a r  t o  t h a t  n e c e s s a r y  f o r  
i n s e r t i n g  c o m p o n e n t s  i n  m o d u l e s .  

P u e r t o  Rico i s  i m p o r t a n t  t o  D I G I T A L  
n o t  o n l y  b e c a u s e  o f  i t s  h i g h  v o l u m e  
a n d  q u a l i t y  p r o d u c t i o n  o f  m o d u l e s ,  
c i r c u i t  b o a r d s ,  a n d  CPUs b u t ,  a s  
t h e  f i r s t  D I G I T A L  i n s t a l . l a t i o n  o f f  
t h e  N o r t h  A m e r i c a n  c o n t i n e n t ,  i t  
was a p i o n e e r .  
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Figure 13-10 Example of Ruler Use with 
Multiple Columns 
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13.3.3.3 Advancing to New Columns and Pages 
- When using single column printing, both a 
PAGE MARKER and NEW PAGE mark in- 
dicate the beginning of a new page. When using 
multiple column printing, holwever, a PAGE 
MARKER and NEW PAGE mark indicate the 
beginning of a new column. Similarly, when you 
direct the system to determine page endings 
while printing (by setting AP to YES), the sys- 
tem will automatically start a new page if' single 
column printing is used, a neu column if mul- 
tiple column printing. 

To indicate that multiple column text is to be 
printed at the beginning of a new column, insert 

a NEW PAGE mark in your document by press- 
ing the gold and the NEW PAGE keys. 
To indicate that multiple column text is to be 
printed at the beginning of a new page, do the 
following: 

1. Put a multicolumn command immediately 
after the last word on a page. This com- 
mand should contain jus t  the  word 
MULTI or the word MULTI followed by 
either the number 0 or 1 .  

2. Press the gold and the NEW PAGE keys to 
insert a NEW PAGE mark. 

3. Insert a multicolumn command. 
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Here is an example of how to set up a report to 
be printed with two columns so that each chap- 
ter starts on a new page: 

M123-16-AOl97 

@ MULTICOLUMN COMMAND 

@ NEW PAGE MARK 

@ MULTICOLUMN COMMAND 

Figure 13-1 1 Example of Starting Multiple 
Column Text on a New Page 
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13.33.4 Printing Multiple Columns of Unequal 
Length - You can print columns of unequal 
length across a page and then correctky start 
again a t  the left margin. For e:xample, you can 
print paragraphs in one langua,ge on the left side 

of each page and the same paragraphs translated 
to another language on the right. 

Here is an example of a complicated table that 
was produced with the word processing multiple 
column feature: 

Operating Controls and Indicators 

Control/Indicator ape Function 

Power circuit breaker Switch with Controls application 
a sso c i a t ed p i lo t of ac power to 
light. printer power supply 

and, consequently, 
controls application 
of dc power to 
printer. 

PAUSE switch I1 1 urn i na ted 
pushbutton 

Allows the operator 
to interrupt printer 
action to service 
exhaustible supplies 
such as ribbon, 
paper, and print 
wheel. When pressed, 
the switch cap 
illuminates; the 
printer finishes all 
commands currently in 
process; and the 
CHARACTER, CARRIAGE, 
and PAPER RIGHT READY 
lines are de- 
activated. 

Figure 13-12 Example of a Complicated Mul- 
tiple Column Table Produced by 
Word Processing 

13-22 



Here is how to use the multiple column feature 
with unequal portions of text: 

1 .  Type the text for each column in horizontal 
order. For example, if you want to print the 

first two rows of the “Operating Controls 
and Indicators” table, type the text in the 
order shown below. 

associated pilot 

PAUSE switch Illuminated 
pushbutton 

~~ ~~ 

Controls application 
of ac power to 
printer power supply 
and, consequently, 
controls application 
of dc power to 
printer. 

I 

Allows the operator 
to interrupt printer 
action t o  service 
exhaustible supplies 
such as ribbon, 
paper, and print 
wheel. When pressed, 
the switch cap 
illuminates; the 
printer finishes all 
commands currently in 
process; and the 
CHARACTER, CARRIAGE, 
and PAPER RIGHT READY 
lines are de- 
activated. 
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Figure 13-13 Example of Order in Which 
a Multiple Column Complicated 
Table Was Typed 
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2. 

3. 

Put a NEW PAGE mark at the end of each 
portion except the last in each horizontal 
group. For the above example, put a NEW 
PAGE mark at the end of portions 1, 2, 4, 
and 5 .  

Put the same multicolurnn command at the 
beginning of each horizontal group. For the 

above example, put the same multicolumn 
command at the beginning of portions 1 
and 4. 

Here is how the beginning of the “Operating 
Controls and Indicators” table was typed: 

M105-27-AO133 

Figure 13-14 Example of Screen Display for Typing 
a Multiple Column Complicated Table 

13.33.5 Qualifications - The following qual- 
ifications apply to multiple clolumn printing. 

1. In order to determine correct page endings 

your document automatically (with AP set 
to YES). Then inspect the printed docu- 
ment, decide where each page should end, 

when printing multiple columns, first print 2. 

edit the document, insert a NEW PAGE 
mark at the end of each page, and reprint 
the document. 

If  two columns are reversed when printed, 
insert an additional NEW PAGE mark 
where you want the previous page to end. 
Then reprint the document. 

13-24 



13.3.4 Specifying the Number of Copies To Be 
Printed 
Print Menu setting C P  (Copies) lets you indicate 
how many original copies are to be printed. 
Each copy is printed completely from beginning 
to end. 

If  desired, you can set CP  to a very large num- 
ber. Just be certain that there is an adequate sup- 
ply of paper. 

After the document is printed, CP  is automat- 
ically reset to one. 

13.3.5 Specifying the Document Destination 
Print Menu setting D D  (Document Destination) 
lets you indicate the kind of printer to  be used. 
The possible settings are: LQP, for a letter qual- 
ity printer; DP, for a draft printer; HOST, for 
output over the communications line; and (for 
Version 3.0 only) DP2, for connecting a serial 
draft printer to the auxiliary port of a WS78 sys- 
tem. The HOST value may be used for a 
DIGITAL serial line printer or a photocomposi- 
tion machine. 

When D D  is set to DP2, the value of System Op- 
tions Menu setting DP2 must indicate the baud 
rate (communications line speed) of the serial 
draft printer (see Appendix G). 

If your word processing system has only one 
kind of printer, you must correctly set D D  to 
indicate that particular printer. If you don’t, 
your document will not start printing when you 
tell the system you are through changing Print 
Menu settings. To correct this situation, do the 
following: 

1. Type the letter S and press the RETURN 
key. The Stop Printer Menu (see Section 
13.5) along with the message “The printer 
is stopped for nonexistent printer” will be 
displayed on the screen. 

2. Type the letter S and press the RETURN 
key again. The Main Menu will be dis- 
played on the screen. 

3 .  Submit the same document for printing 
again (by typing the letter P and identifying 
the document). The Print Menu will be dis- 
played on the screen. 

4. Set the value of D D  correctly. 

5. Tell the system to print your document (by 
typing YES or OK and pressing the RE- 
TURN key). 

13.3.6 Adding Extra Vertical Space 
The EX (Extra) Print Menu setting lets you add 
extra vertical space between printed lines to 
leave room for marking changes (rough draft). 
After you have incorporated all changes into the 
document, you can print it without the extra ver- 
tical space. The extra space added by EX does 
not affect how the document is stored. 

The allowable values for EX when a letter qual- 
ity printer is used are 0, 1 ,2 ,  and 3. These values 
denote the number of extra half-lines to be 
added to  whatever spacing is specified in the 
do cum en t’ s rulers. 

I f  you set EX for extra vertical space (to either 1 ,  
2, or 3 )  when using a draft printer, you’ll get a 
different effect than you would with a letter 
quality printer. That’s because the draft printer 
can print only in whole line increments. Some- 
times you will get an extra whole line and other 
times no additional vertical spacing (effect de- 
pends on  a combination of EX value and ruler 
line spacing). 

An alternative method of adding extra vertical 
space is to change the line spacing in the docu- 
ment’s rulers. However, this method requires 
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you to  change all your rulers again when ready 
for final printing. The advantage of adding extra 
space by means of EX is that you don’t have to 
make any changes to documemt rulers. 

If you have previously paginated the document 
and are using EX to add extra vertical space, set 
AP to YES to have the system automatically de- 
termine where each page should end as the docu- 
ment is printed. The system will then ignore any 
page endings you previously specified (with 
PAGE MARKERS). These endings were calcu- 
lated using a different number of text lines per 
page (inserted before you decided to  add extra 
vertical space) and are no longer correct. Once 
you reset EX to zero to remove the extra line 
spacing, you can also reset AI’ to  NO so the sys- 
tem will use your page endings. 

You can specify your own page endings and not 
have the system determine them by doing the 
f 011 owing : 

1 .  Change the value of the number of text 
lines per page (setting CT in the docu- 
ment’s Editor Menu) to ;account for the ex- 
tra vertical line spacing. 

2. Repaginate the entire document. 

See Section 12.4 for how to perform the above 
steps. 

Should you decide to  specify your own page 
endings when adding vertical space with setting 
EX, here are recommended values to use for CT. 
These CT values assume your text is typed 
single-spaced (ruler setting character L) and the 
number of lines in the top margin and bottom 

margin (Print Menu settings TM and BM, re- 
spectively) are each equal to six. 

CT Value for 
8 1/2 by 11 

CT Value for 
8 1/2 by 14 

EX Value Inch Paper Inch Paper 

0 54 72 
1 36 48 
2 27 36 

13.3.7 Specifying the First and Last Pages To 
Be Printed and the Number To Appear on the 
First Page 
The FR (FRom) and TO Print Menu settings let 
you print a seiected range of document pages. 
This feature is useful if you make just a few 
changes to the text of a large document which 
has already been printed: all you need print 
again are the changed pages. For example, if you 
want to print only page four, set both FR and 
TO to four. 

Once printing is complete, the values of the FR 
and TO settings are reset to their original values. 
The value zero for TO means printing is to con- 
tinue through the last page of the document. 

The IP (Initial Page) Print Menu setting lets you 
set the number to be printed on the first page of 
a document. (See Section 12.1 for how to direct 
the word processing system to automatically 
number pages.) This feature is useful if you 
maintain separate documents for a large report 
and want each segment of the report numbered 
in sequence. If the first document, or segment, 
contains pages one through ten of the report, set 
I P  to eleven before printing the second docu- 
ment. 

13-26 



Always set the value of IP t o  the number that 
would appear on the first page of the document 
even if you are not printing the first page. Be 
sure to take the value of IP into consideration 

when setting FR. For example, i f  you want to 
start printing with the third page of a document 
and want it numbered 23, set the value of IP to 
21 and FR to 23. 

PAGE 
2 

I 
I 
I 
I 
I 

PAGE 
1 
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STORED 
PAGES 

PRINTED 
PAGES 

Figure 13-15 Example of Printing the Third 
Stored Page as Number 23 
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13.3.8 Specifying the Pitch 
Pitch means the maximum number of chiaracters 
to  be printed per inch. When using a letter qual- 
ity printer, set the value of PI1 to whatever num- 
ber appears in the center of the print wheel. 
Because a draft printer can print only ten pitch, 
do not change the value of setting PI when using 
a draft printer. (While you can change it, the 
new value will have no effect.) 

The system prints PI characters per inch regard- 
less of what pitch print wheel is actually used. 
Therefore, setting the value of PI to a number 
larger than what appears on the print wheel will 
cause compressed printing. Similarly, setting PI 
to a number smaller than on the print wheel will 
cause “stretched out” printing. For example: 

Here are two examples of different pitch set- 
tings: 

T h i s  s e n t e n c e  i s  p r i n t e d  w i t h  P r i n t  
Menu s e t t i n g  P I  e q u a l  t o  1 0  a n d  a 
1 0 - p i t c h  p r i n t  w h e e l .  

Figure 13-16 Example of Using Ten-Pitch 
Letter Qualiity Printer 
Print Wheel 

Thi:T s e n t e n c e  i s  p r i n t e d  w i t h  P r i n t  

Menu s e t t i n g  P I  e q u a l  t o  12 a n d  a 

1 2 - p i t c h  p r i n t  w h e e l .  

MK-0104 

Figure 13-17 Example of Using Twelve-Pitch 
Letter Quality Printer 
Print Wheel 

T h i s  sen tence  is p r i n t e d  wi th  P r i n t  
Menu s e t t i n g  PI  equal  t o  1 2  and a 
10-pi tch p r i n t  wheel. 

MK-0105  

Figure 13-18 Example of Using a Ten-Pitch 
Print Wheel with a 
Twelve-Pitch Setting 

I f  a line is justified, the number of characters 
printed per inch may be less then the value of PI 
because the system adds extra space between 
characters when justifying to “stretch” a line so 
it lines up with the right margin. Therefore, if the 
system adds much extra space when justifying 
the line, it will have less than the number of 
characters per inch you specified for PI. 
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13.3.8.1 Proportional Spacing - You can also 
print a document with proportional spacing. 
This causes different characters to be printed 
with different widths. 

These l i nes  a re  p r i n t e d  w i t h  

p r o p o r t i o n a l  spacing. P r i n t  Menu 

s e t t i n g  P I  i s  equa l  t o  T H E M E  and  a 

p r o p o r t i o n a l  p r i n t  w h e e l  i s  used. 

N o t i c e  t h a t  t h e  l e t t e r  M i s  w i d e r  

t h a n  t h e  l e t t e r  I. 
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Figure 13-19 Example of Proportional 
Printing 

To print a document with proportional spacing, 
follow these steps: 

1 .  Tell the system you want to print a particular 
document (by typing the letter P and identi- 
fying the document) and change any Print 
Menu settings desired. 

2. Set the value of Print Menu setting PI to 
THEME (the name of the proportional 
print wheel). 

3. Tell the system to start printing (by typing 
either OK or YES and pressing the RE- 
TURN key). 

13.3.8.2 Qualifications - The following qual- 
ifications apply to  proportional printing: 

1. tf you know (1) other documents have been 
submitted for printing before yours or (2) 
the printer is not set up with the propor- 
tional print wheel, you should also set the 
value of Print Menu setting SE to  FIRST. 
This action guarantees that your document 
will not start printing before you have in- 
stalled the proportional print wheel. When 
the printer stops, type the letter S and press 
the RETURN key. The following message 
will be displayed on the screen: 

The printer is stopped for SE first 

Make sure the proportional print wheel is 
installed in the printer. Then type the letter 
R and press the RETURN key. The system 
should now start printing your document. 

2. If you have short, single lines of indented 
text (such as items in a list or entries in 
table columns), indent such lines by chang- 
ing your left margin position rather than by 
tabbing. This action is necessary to  prop- 
erly line up entries in table columns. 
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13.3.9 Adding Extra Space in the Left Margin 
The PM (Printing Margin) ]Print Menu setting 
lets you add extra spaces (t,yping positions) in 
the left margin. This word processing feature can 

be used to print text that might appear too close 
to  the left edge of the paper (if the document’s 
rulers have the left margin near typing position 
one). 
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0 

0 

0 

i 
Twenty yea r s  ago,  t he  whole 
D I G I T A L  cons.isted of t h r e e  
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Figure 13-20 Example of Adding Space in the 
Left Margin of a Printed Page 
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Be certain you do not set PM so large that the 
printed document runs off the right side of the 
paper. The system will not check i f  the value you 
specify for PM is too big. 

13.3.10 Specifying the Physical Page Size 
The PS (Page Size) Print Menu setting lets you 
specify the total number of lines that fit on a 
page of paper, from the top edge to the bottom. 
Set PS so it is consistent with the paper size. 
Multiply the paper length (number of inches) by 
six (the number of printed lines per inch). Set PS 
to the value just computed. For example, set PS 
to 66 for 11-inch long paper and to 84 for 14- 
inch paper. 

13.3.1 1 Using Extra Print Wheel Characters 
(Version 3.0 only) 
The letter quality printer contains two more 
print wheel characters than word processing 
main keyboard keys. The RI  and R2 (Replace- 
ments 1 and 2) Print Menu settings let you print 
these two additional characters. It is necessary, 
however, to relinquish use of two other charac- 
ters. 

To use the extra print wheel characters, follow 
these steps: 

1. 

2. 

Type the letters R I ,  a space, the first print- 
ing character to be replaced, and press the 
RETURN key when any Print Menu page 
is displayed on the screen. When the docu- 
ment is printed, the character you just 
typed will be replaced with the first extra 
print wheel character. 

Type the letters R2, a space, the second 
printing character to be replaced, and press 
the RETURN key when any Print Menu 
page is displayed on the screen if you wish 
to use the second extra print wheel charac- 
ter. 

3. Type the word OK or YES and press the 
RETURN key after changing any other 
Print Menu settings desired. 

When a document is completely printed, the 
replacement characters specified for R1 and R2 
remain set. To reset them before you next print 
the document, type the letters R1 and R2 and 
press the RETURN key when any Print Menu 
page is displayed on the screen. 

The two extra characters may differ among the 
many available letter quality printer print 
wheels. If you are uncertain what the two are, 
replace any two characters and print a single 
page of a document. Then inspect the printed 
page to determine which two extra characters 
are present. 

13.3.12 Saving and Retrieving Print Menu Set- 
tings 
The SS (Store Settings) Print Menu setting lets 
you save as many as ten different groups of par- 
ticular Print Menu values. The RS (Retrieve Set- 
tings) print setting lets you automatically 
retrieve a group of previously-saved print set- 
tings and apply them to any other document. 
This feature is useful if, for example, you always 
print rough drafts double-spaced on a letter 
quality printer. 

You must type the values of each group of Print 
Menu settings once and then save them. Each 
time you go to print a document, you can auto- 
matically retrieve the saved settings and avoid 
unnecessary retyping. 

Use the SS and RS Print Menu settings as fol- 
lows: 

1. To save settings. Change the values of all 
desired Print Menu settings, type the letters 
S S ,  a space, a single number between 0 and 
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9, and press the RETURN key. The group 
of Print Menu setting values saved with the 
number 0 are automatically used when a 
document is submitted for printing for the 
first time, unless you specify otherwise. 
Therefore, type the numbler 0 after the let- 
ters SS only when you want to use: those 
particular Print Menu settings with all 
other documents. 

2. To reuse a group of saved settings. Type the 
letters RS, a space, the number of the saved 
group of desired settings, and press the RE- 
TURN key. You must use the system disk- 
ette with which you previously saved the 
settings (because they are stored on the sys- 
tem diskette). 

3. To change a group of saved print settings. 
Type the letters RS, a space, arid the 
group’s number. This ac1.ion displays the 
first Print Menu page wi1.h the previously 
stored values. Change as many settings as 
desired. Then type SS, a space, the number 
of the group, and press the RETURN key. 

13.3.13 Stopping the Printer To Insert Special 
Paper 
The SE (Stop Every) Print Menu setting lets you 
stop the printer t o  insert special paper. Thlere are 
three possible values: NO, YES, and FIR.ST. 

Set SE to N O  to use continuous-form paper that 
.is already inserted in the printer. In this case, the 
printer will not stop at all once you tell it to 
print. You can submit as many as eight different 
documents for printing, leave tihe word process- 
ing area of your office, let someone else use the 
system, and return later to pick up the printed 
copies. 

Set SE to YES when you want to stop before 
printing each page, such as when using single let- 

terheads or special forms. In addition, you must 
also do the following. 

1 .  Insert your special sheet of paper in the 
printer. After you tell the printer to  start 
(by typing OK or YES and pressing the 
RETURN key) and a Main Menu page is 
displayed on the screen, line up your paper 
(see Section 13.4) and pull the paper bail 
forwards. 

2. Type the letter R (for resume printing) and 
press the RETURN key. You can do this in 
three different word processing situations: 

When any Main Menu page is displayed 
on the screen. 

When you are editing or creating a docu- 
ment and the Editor Menu is displayed 
on the screen (by pressing the gold and 
MENU keys). The document you were 
previously editing or creating will be dis- 
played again as soon as printing re- 
sumes. 

When the Stop Printer Menu is dis- 
played on the screen (see Section 13.5). 

3. Flip the paper bail down once printing be- 
gins so the paper will be held securely. 

Repeat steps 1 - 3 each time the printer stops, at 
the beginning of each new page. 

Set SE to FIRST when you want the printer to 
stop only before printing the first page. This set- 
ting allows you to print a document with differ- 
ent paper, a different print wheel, or a different 
ribbon from the one used for the previous docu- 
ment. To print with SE set to FIRST, follow 
steps 1 and 2 above. 
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13.3.14 
The TW (Two Wheels) Print Menu setting lets 
you print a document with two different type 
styles. Set TW to YES to print with two wheels. 
(It is generally preset to NO to print with just 
one.) 

Using Two Different Styles of Type 

Printing two styles of type is done with two sepa- 
rate print wheels. First you print just part of a 
document from beginning to end with the first 
print wheel. This leaves “holes,” or blank spaces 
that are to be printed with the second print 
wheel. 

Here is how a paragraph looks after it has been 
printed with just the first wheel: 

T h i s  p a r a q r a p h  u s e s  d i f f e r e n t  

k i n d s  o f  t y p e f a c e .  I t  i s  w r i n t e d  
f r o m  b e q i n n i n g  t o  e n d  : t h e  

tLmn t h r o u q h  s o m e ,  b u t  n o t  

a l l ,  o f  t h e  w o r d s  a r p  p r i n t e d ;  t h e  
t i m e  t h r o u q h  t h e  r e m a i n d e r  

o f  t h e  w o r d s  a r e  p r i n t e d .  3 e f o r e  
s t a r t i n g  t h e  p r i n t i n g  p a s s  , 
y o u  m u s t  p o s i t i o n  w h a t  was  
t y p e d  t h e  t i m e  b a c k  a t  t h e  
v e r y  b e g  i n n  i n 9  , a n d  c h a n g e  t h e  

p r i n t  w h e e l .  
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Figure 13-21 Example of Two-Typeface Text 
After Being Printed with the 
First Print Wheel 

Next you remove the print wheel, insert the sec- 
ond wheel, reposition the paper back at the top, 
and print again, this time filling in the holes. 
Here is how the example paragraph looks after it 
has been printed the second time: 

T h i s  p a r a q r a p h  u s e s  two  d i f f e r e n t  
k i n d s  o f  t y w e f a c e .  I t  i s  w r i n t e d  

f r o m  b c q i n n i n q  t o  e n d  twice: t h e  

first t ime t h r o u q h  some, b u t  n o t  
a l l ,  of  t h e  w o r d s  a r e  o r i n t e d ;  t h e  

second t ime t h r o u g h  t h e  r e m a i n d e r  
o f  t h e  w o r d s  a r e  p r i n t e d .  B e f o r e  
s t a r t i n g  t h e  p r i n t i n g  p a s s ,  
y o u  m u s t  ( 1 )  p o s i t i o n  w h a t  w a s  

t y p e d  t h e  first t ime  back a t  t h e  
v e r y  b e g i n n i n g ,  a n d  (2) c h a n g e  t h e  

wr i n t  w h e e l .  

M K  0333 

Figure 13-22 Example of Two-Typeface Text 
After Being Printed with Both 
Print Wheels 

To print a document with two print wheels, fol- 
low these steps: 

1 .  Edit the document and mark all text to be 
printed with the second wheel as if you 
wanted it printed in boldface (see Section 
8.2). 

2. Press the printer’s PAUSE button, put the 
first wheel to  be used into the printer, align 
the paper (see Section 13.4), and press the 
PAUSE button again. 
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3. Display the Print Menu, set TW to YES, 
change any other print settings, type OK, 
and press the RETURN key. The printer 
will print all text except what you marked 
for boldface. 

4. When printing stops, put the second wheel 
into the printer. Reposition the printed 
document so the top edge of the first page 
is lined up. As the printer is going to fill in 
“holes” in lines that are already printed, be 
careful to get the paper lined up correctly. 

5.  Type the letter R (for resume) and press the 
RETURN key when the Main Menu, Edi- 
tor Menu, or Stop Printer Menu is dis- 
played on the screen. The printer will use 
the second print wheel to fill in the missing 
text. 

6. When the printing stops, replace the print 
wheel with the one that was in the printer 
before you started your two wheel printing. 
Now type the letter R and press the RE- 
TURN key. If you don’t, the system will 
not print another document. 

If you set the value of SE to YES (for using 
single sheet paper) when printing with two 
wheels, the printer will stop at  the beginning of 
every page. You then must type the letter R and 
press the RETURN key. After you have inserted 
the second print wheel, you must type R and 
press the RETURN key twice. 

13.4 CHECKING OUT THE PRINTER 
Before you tell the system to start printing (by 
typing either YES or OK and then pressiing the 
RETURN key), check that the printer is prop- 
erly set up. Follow this checklist. 

1 .  The printer is powered up and not paused. If 
you’re using a letter quality printer, the 
PRINTER READY button should be lit 
and the PAUSE button not lit. If you’re us- 
ing a draft printer, the POWER switch 
should be in the ON position and the ON 
LINE/OFF LINE switch in the ON LINE 
position. 

2. The correct print wheel (letter quality printer 
only) is properly in place. 

3 .  The paper is correctly positioned at the top 
of a new page. If it is not, your printing 
might start in the middle of a page and ex- 
tend across the paper fold. To align the pa- 
per when using a letter quality printer, 
follow these steps: 

Press the gold and the MENU keys. A 
Main Menu page will be displayed on 
the screen. Now type the letter N and 
press the RETURN key. This action 
advances the paper to the top of a new 
Page 1 

If the paper is not positioned correctly, 
line up the top edge of the paper so it is 
even with the paper alignment point. 
Then roll t he  knob  up two stops 
(clicks). 

Type the letter P, press the RETURN 
key, and specify the document to be 
printed. 

4. The paper supply is adequate. 
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13.5 INTERRUPTING PRINTING pressing the RETURN key (when any Main 
You can interrupt printing at any time, even be- Menu page is displayed on the screen). This ac- 
fore the end of the document being printed is tion stops the printer (after a few more lines are 
reached, by typing the letter S (for Stop) and printed) and displays the Stop Printer Menu on 

the screen. 

8920-20R3-AO124 

Figure 13-23 Stop Printer Menu 

At  this point you have only interrupted printing. 
The Stop Printer Menu presents you with a list 
of options of what to do next. You can either 
cancel printing the rest of the document or re- 
sume printing (in several different ways). To 

cancel printing, press the gold and the MENU 
keys. To resume printing, type the Stop Printer 
Menu letter for the desired option and press the 
RETURN key. The different options are de- 
scribed on the next page. 
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Table 13-2 
Stop Printer Menu Options 

Stop Printer 
Menu Letter Description 

R Resume printing. Printing 
continues exactly where: it was 
interrupted and a Main Menu 
page (same one that was dis- 
played before you typed the 
letter S) will be displa:yed on 
the screen. Use this option if ,  
for example, you have inter- 
rupted printing to insert pa- 
per, a ribbon, or a print wheel. 

N 

S 

P 

New page. The printer will ad- 
vance the paper to the top of 
the next page but will not start 
printing. The Stop Printer 
Menu will still be displayed on 
the screen, and the printer will 
be waiting to continue print- 
ing the interrupted document. 
You must select anothler op- 
tion. 

Stop printing (cancel) the in- 
terrupted document. A Main 
Menu page will be displayed 
on the screen. If there’s an- 
other document waiting to be 
printed, it will be printed. 

Page end. Printing will con- 
tinue to the end of the current 
page only. The Main Menu 
will be displayed on the screen 
and the printer will be waiting 
to continue printing the inter- 
rupted document. Redisplay 
the Stop Printer Menu and se- 
lect another option. 

Stop Printer 
Menu Letter Description 

B Beginning. The printer will ad- 
vance to a new page and start 
printing the interrupted docu- 
ment from the very beginning. 
The Main Menu will be dis- 
played on the screen. Use this 
option if, for example, your 
ribbon is too light or you used 
the wrong kind of paper. 

‘T 

L 

Top of a few pages back. To 
use this option you must type 
the letter T, a space, and then 
a number specifying how 
many pages to  go back. The 
printer will advance to a new 
page and start printing again 
where you specified. A Main 
Menu page will be displayed 
on the screen. Use this option 
if ,  for example, your last few 
pages are spotted or wrinkled. 

List waiting documents. All 
the documents which you have 
submitted for printing (includ- 
ing the interrupted one) will be 
displayed on the screen in the 
order they will be printed. 
This gives you a general esti- 
mate of how much more print- 
ing you have to do (because it 
doesn’t tell you how large each 
document is). Use this option 
if, for example, your paper 
supply is running low and you 
want to know how soon you 
will have to insert a new box. 
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If you type S t o  interrupt the printer when i t  is 
not in use, the message “The printer is not in use 
now.” will be displayed on the screen. 

13.6 WHEN PRINTING FAILS TO START 
Sometimes when you submit a printing request 
your document might fail to start printing. 
There are four reasons why this might happen. 

1 .  Other printing requests were submitted be- 
fore yours. When this occurs, the system 
will print your document as soon as all pre- 
viously-submitted requests are printed. If 
the system is not currently printing a docu- 
ment, y o u  can rule out this reason. 

2. The system cannot accept any more printing 
requests until the document currently being 
printed is done. You can submit as many as 
seven additional requests while a document 
is being printed. The following message will 
be displayed on the screen if you try to sub- 
mit too many document printing requests: 

There are already 8 documents wait- 
ing to print. Press RETURN to  recall 
the Main Menu. 

If the screen does not display the above 
message, you can rule out this reason. 

3. The printer is not turned on or is paused. If 
you’re using a letter quality printer, the 
PRINTER READY button should be lit 
and the PAUSE and END OF RIBBON 

buttons not l i t .  I f  you’re using a draft 
printer, the POWER switch should be in 
the ON position and the ON LINE/OFF 
LINE switch in the ON LINE position. 

4. You made an incorrect Print Menu setting or 
you directed the system to stop so you could 
perform some special action (such as in- 
serting special paper or a different print 
wheel). 

If the last reason appears to be the cause, you 
can get more information from the system and 
then take action to get your printing started. 
Type the letter S and press the RETURN key 
when any Main Menu page is displayed on the 
screen. I f  the following message is displayed on 
the screen, you never submitted the request that 
you thought you did. 

The printer is not in use now. 
Press RETURN to recall the Main Menu 

Just resubmit your request to start the document 
printing. 

If  the system is not printing because you directed 
it to  stop or you made an incorrect Print Menu 
setting, a descriptive message will be displayed 
on the screen. The following summary of all 
messages that might appear (in alphabetical or- 
der) explains what to do to get your document to 
start printing. 

13-37 



Message Action 

Printer not active 
(Type AK N O  and press RETURN) 

The printer is stopped a t  the end of the page 

The printer is stopped for nonexistent printer 

The printer is stopped for “R” to print a propor- 
tional-spaced document (Version 2.7) 
The printer is stopped for “ R ’  to begin dledica- 
ted printing (Version 3.0) 

The printer is stopped for SE first 

The printer is stopped for SE yes 

The printer is stopped for the print wheel change 

1. Type the letters AK, a space, and press the 
R ET U R N  key. 

2. Type the letter R and press the RETURN 
key. 

1. Select one of the Stop Printer Menu options 
listed in Section 13.5, type its corresponding 
letter, and press the RETURN key. 

1.  Type the letter S and press the RETURN 
key. This action cancels printing your docu- 
ment. 

:2. Resubmit your document for printing. 
.3. Set the value of Print Menu setting DD (for 

document destination) so it correctly speci- 
fies the printer which is connected to your 
system (see Section 13.3.5) 

4. Tell the system to start printing (by typing 
OK or YES and pressing the RETURN 
key). 

1. Type the letter R and press the RETURN 
key. As soon as you take this action, you 
won’t be able to create, edit, transmit, or re- 
ceive a document until your document is 
completely printed. If you must continue 
other word processing work, press the gold 
and the MENU keys (type R and press the 
RETURN key only when you’re ready to 
print). 

11. Insert your special paper. 
2. Type the letter R and press the RETURN 

key. 

1 .  Insert your special paper. 
:!. Type the letter R a n d  press the Return key. 

I .  Insert your print wheel. 
:!. Type the letter R and press the Return key. 
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13.7 PRINTING DOCUMENTS ON AN- 13.7.1 Saving a List of Documents To Be 
OTHER SYSTEM Printed on Another System 
The SL (Store List) Main Menu command lets T o  save a document in the print list, follow these 
you put printing requests into a “waiting to steps: 
print” list without actually printing the docu- 

Main Menu command lets you use a different 
system and print the documents from the list. 
This feature is useful if, for example, your sys- 
tem has a letter quality printer but you want to 

ments on your system. The RL (Retrieve List) 1 Submit all documents for printing (as many 
as eight) by displaying the Print Menu, 
changing any desired settings, typing OK 
or YES, and pressing the RETURN key. 

print on a draft printer or if your system does 
not have a printer at all. 

2. Type the letters SL and press the RETURN 
key when any Main Menu page is displayed 
on the screen. The following will be dis- 
played on the screen: 

91 13-35R3-AO125 

Figure 13-24 Prompt for Saving a List of 
Documents to Be Printed 
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Respond to the prompt and then press the 
RETURN key (you could also type a space 
and identify the document immediately af- 
ter typing SL). If you specify a document 

which does not exist, the word processing 
system will automatically create it. If you 
specify one which does exist, the system 
will display the following: 

9113-27R3-AO116 

Figure 13-25 Prompt for Modifying an 
Existing Printing List 

After you specify the document to conta.in your 
printing list, the Main Menu will again be dis- 
played on the screen. 
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13.7.2 
To print documents from a saved printing list, 
follow these steps: 

Printing Documents from a Saved List 

1. Remove your document diskette from its 
drive and insert it into a drive on the system 
with the desired printer. 

2. Type the letters RL  and press the RE- 
TURN key when any Main Menu page is 
displayed on the screen. The following will 
be displayed on the screen: 

91 13-2 R4-AO118 

Figure 13-26 Prompt for Printing Documents 
from a Saved List 

3. Respond to the prompt and press the RE- 
TURN key (you could also type a space 
and identify the document immediately af- 
ter typing RL). 

After the documents are printed, the Main 
Menu will again be displayed on the screen. 

13.73 Qualifications 
The following qualifications apply to  using the 
SL and R L  commands: 

1. Printing requests will be put into a list only 
if the documents to be printed arestored on 
the same diskette as the printing list docu- 
ment. Any documents on a different disk- 
ette will not be added to the list. 

2. The RL command will be processed only if 
no documents are currently printing or 
waiting to  print. 
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CHAPTER 14 
HEADERS AND FOOTERS 

--______--_______-______________________----- 
Page 1-1 
Printed: 1/19/78 

- 

A header is text that appears at the top of 
printed pages and a footer is text that appears at 
the bottom of printed pages. Here is an example: 

History of the Mills 
FIRST DRAF? 

Jane Underwood, x315 

Building 3 dates from 1859, making it the 
oldest part of the m i l l  in existence today, 

ttt**t.t*.tttt.t*tt*tt****ttt*t*t.tttt*t~~.~. 

ttttt**.tt.t.**tttt***~~~~~~~*.*~*~*..~*~***" 

HlStOIy of the Mills 
FIRST DRAFT 

Jane Underwood, x315 

The mill's best-known feature is the clock 
donated in memory of Amory Maynard by his son 
Lorenzo in 1892. Its four faces, each nine 

t.**ttttt.ttttttt***tttttt**t*tttt*****~.**~***..*~" 

lfeet in diameter, are mecl 
I 

ically controlled 
5 tower. DIGITAL 
iteps to wind the 
ns for the timer 
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w the changeover 
Until the 19311s. 
its own power but 
ard and Several 
1968s. power pro- 
used for outdoor 
ristmas tree near 

made afterwards. 
the late 18011s 
arches over the 
ions were made tc 

Page 1 - 3  
Printed: 1/19/78 

Figure 14-1 Example of Headers and Footers 
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You can use a header or footer to  print identi- 
fying information on every page. This imforma- 
tion may include the page number (auto- 
matically counted by the system) or the date the 
document is printed. 

14.1 CREATING A HEADER OR FOOTER 
To create a header or footer, follow these: steps: 

1 .  Position the cursor. Edit your document 
and move the cursor to the top of the first 
page that will contain a header. If you do  
not put the cursor at the very top of the 
page, the header will not be printed until 
the next page. Footers are not so restric- 
tive. You can position the cursor anywhere 
on the page that is to  contain a footer. 

2. Press the gold and the CMND keys. A line 
of dashes with the words START PRINT 
CONTROL will appear on the screen. 

3. Specify either a header or footer. Type the 
word TOP for a header or  the word BOT- 
TOM for a footer, and press the RETURN 
key. 

4. Type the text of your header or footer and 
press the RETURN key. 

5 .  Press the gold and the CMND keys again. A 
line of dashes with the words E N D  PRINT 
CONTROL will appear on the screen. If 
you leave out this step, you won’t be able to 
print the remainder of your document. 

MK-0115  

Figure 1,4-2 Main Keyboard C M N D  Key 
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You can have only a single header or footer be- 
tween the “----START PRINT CONTROL----” 
and “------END PRINT CONTROL-----” mark- 
ers. To specify both a header and a footer, you 
must repeat steps 2-5. 

Here is an example of how a header is typed: 
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Figure 14-3 Screen Display Showing a Header 

Though not a requirement, it is a good idea to 
follow these guidelines when typing headers and 

off from the first text on each page of your 
document by one line. 

footers. 
2. Press the RETURN key before typing a 

footer (after pressing the gold and the 
CMND keys). This sets the footer off from 
the text of your document by one line. 

1. Press the RETURN key an extra time after 
typing a header (before pressing the gold 
and the CMND keys). This sets the header 
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For additional space between a header or footer 
and your text, press the RETURN key the de- 
sired number of times. 

14.2 CHANGING A HEADER OR FOOTER 
It is not necessary to have the same information 
at the top or bottom of every printed page. You 
can change a header or footer as many times as 
needed. For example, you might want to print 
four pages of “Chapter 2” and then six of 
“Chapter 3.” Just type a new header at the top 
of the first page of the third chapter. 

Do not put two headers or footers on the same 
document page; only the last one will be printed. 

The “----START PRINT CONTROL----” and 
“----END PRINT CONTROL----” markers 
each occupy only one character even though 
they are displayed as an entire line. Therefore, to 
remove either marker, use the DEL CHAR or 
RUB CHAR OUT key. 
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14.3 PRINTING THE DATE AND PAGE You can also have the system automatically 
NU h.? B ER S print the number of each page. To have this 
You can also have the system automatically done, put the two characters \p (only lower case 
print the date at the top or bottom of each page. may be used) into the header or footer in your 
To have this done, put the two characters \d document. It is possible to combine the page 
(only lower case may be used) into a header o r  number with other text, as shown in the follow- 
footer. The system will use the date you specified ing example. 
when you started up (if you did not specify a 
date and time, O/O/OO will be printed). 

@ FOOTER 

@ PAGE NUMBERING REQUEST 

@ DATE REQUEST 
91 13-6R4-AO127 

Figure 14-4 Screen Display Showing a Footer, 
Page Numbering Request, and 
Date Request 
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When specifying a date or page number to be 
printed use the \ character (located on thie upper 
right of the main keyboard) and not the / char- 
acter. 

To  have the date underlined or printed in bold- 
face, underline or boldface the letter d in the 
header or footer (see Section 8.2). Similarly, to 
have a page number underlined or printed in 
boldface, underline or boldface the letter p in the 
header or footer. 

In order to use a \ character as part of a header 
or footer, type two \ characters. Only one will be 
printed. 

14.4 RESETI’ING PAGE NUMBERS 
You can have the page numbering start over 
again in the middle of a document. This is useful 
if, for example, you want to print four pages of a 
“Sales Report, Year To Date” followed by one 
page of “Quarterly Sales Report” and want the 
last page to be renumbered with one. 

To reset page numbers, follow these steps: 

1. Position the cursor at the top of the first 
page to be renumbered. 

2. Press the gold and the CMND keys. A line 
of dashes with the words START PRINT 
CONTROL will appear on the screen. 

3. Type the word RESET and press the RE- 
TURN key. DO not type any other infor- 
mation. (If you also want a new header or 
footer, you must put the new information 
inside a separate set of markers.) 

4. Press the gold and the CMND keys again. A 
line of dashes with the words END PRINT 
CONTROL will appear on the screen. 

When you reset page numbers, the system auto- 
matically starts numbering with the value of 
Print Menu setting IP (see Section 13.3.7). 

If the page numbering is part of a header and you 
are setting up a new header as well as resetting the 
page numbering, you must reset before specifying 
the new header. If the page numbering is part of a 
footer and you are setting up a new one as well as 
resetting, you must reset before specifying the new 
footer. 

14.5 HEADER AND FOOTER POSITION- 
ING ON A PAGE 
.A header is printed in the top margin of a page 
directly above the text. Similarly, a footer is 
printed in the bottom margin of a page immedi- 
ately after the text. For example, if you have a 
four-line header with a six-line top margin and a 
three-line footer with a six-line bottom margin, 
you will get the following results: 

14-6 



6-LINE 
TOPMARGIN < 
(TM) 

6-LINE 
BOTTOM MARGIN 
(BM) 

Field Support 
First Draft 

Bob Hoffer, x845 

DIGITAL'S customers are supported in the 
field by almost 6600 professionals, now 
operating out of 350 locations worldwide. 
During the past year, 56 new service loca- 
tions were added to the company's field 
network. 

More than 4000 of these support personnel are 
fully trained and experienced field service 
representatives, operating under a variety of 
service contracts. DIGITAL'S customers may 
select the service arrangements that most 
suit their needs, arrangements that vary from 
"on-call" for the most self reliant, to 
"critical applications" which make DIGITAL 
support available day and niqht. 7 
week. 

helping the 

applications. Many DIGITAL customers are 
knowledgeable in this area and have a level 
of self-reliance that the company encourages. 

To train its customers, the company offers 
more than 108 hardware and software courses 
in 17 fully equipped training centers 
throughout the world. And DIGITAL'S users 
society (DECUS) continues to the the largest, 
and most active, users society in the 
industry. Its almost 30,000 members meet 
regularly, exchange ideas and programs, and 
incidentally provide the company with contin- 
uing feedback on the needs and desires of the 
marketplace. 

__---__-__________-_-------------------- DRAFT 
3-1 

Figure 14-5 Header Positioning Within Top 
Margin; Footer Positioning 
Within Bottom Margin 

I 
4-LINE HEADER 

} 2 UNUSED LINES 

3-LINE FOOTER 

3 UNUSED LINES 

MK-0116 
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The number of lines used in a header must not 
exceed the value of Print Menu setting TM (Top 
Margin). If it does, the extra lines at the top of 
the header will not be printed. For example, if 
you want to print the following eight-line header 
when TM is equal to six, the top two lines will 
not be printed. 

*********fi**************t****.k:k***~k*** 

Chapter  4,  Survey of Competi t ion 
Docunent 84 of 5 

Created : 1/19/78 
P r i n t e d :  \d 

Typed by: Mary C. W i l l j . a m s  
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

The number of lines used in a footer must not 
exceed the value of Print Menu setting BM (Bot- 
tom Margin). If it does, the extra lines at  the bot- 
tom of the footer will not be printed. 

In order to have all lines in a header printed, 
increase the value of Print Menu setting TM; in 
a footer, increase the value of Print Menu setting 
HM (see Section 13.3.2). When changing these 
values, you should also change the value of Edi- 
tor Menu setting CT (Current Text size) in order 
to preserve the following relationship. 

PRINT MENU SETTING I 
TM I 

I I 
I EDITOR MENU SETTING I 
I CT I 
I I 

I 
1 
I 

I PRINT MENU !SETTING 
I BM 

, PRINT MENU SETTING PS 
PS = TM + CT + B M  

MK-0110 

Figure 14-6 Relationship of Editor and Print 
Menu Settings for Page Size 
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14.6 QUALIFICATIONS: EFFECT OF 
RULER 
Headers and footers are subject to the foIlowing 
qualifications: 

1. A header or footer is printed according to 
the ruler with which it was created and not 
the ruler in effect where it is printed. 

2. The vertical line spacing in the first ruler 
(F, L, N, or D) of a header or  footer will be 

used to  print it. Even if you put another 
ruler with different vertical line spacing in 
the header or footer, the system will still 
use the first one. 

3. A header or footer will be printed justified 
only when proportional spacing is used (the 
value of Print Menu setting PI is equal to 
THEME). This qualification applies only 
to WS78 and WSlOO systems. 
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14.7 EFFECT OF ADDING EXTRA VERTI- 
CAL SPACE WHEN PRINTING 
A header or footer is always printed with the 
same amount of line spacing (half, single, space 
and a half, double) as it is typed with. It is not 
affected by extra vertical space added when 
printing a document (by means of Print Menu 

setting EX). For example, here is a document 
which was typed single-spaced and printed space 
and a half (Print Menu setting EX equal to one). 

Notice that the spacing in the header is the same 
whereas the spacing in the rest of each page 
differs. 

SINGLE 
SPACED 
HEADER 

SPACE AND 
A HALF 
TEXT 
PRINTED 
WITH 
EX=I 

* ~ * * * * * ' a * * * * * * * * * * * * * * * * * * * * * ~ ~ * * * x * * * x * * * * * * * * *  

H i s t o r y  of t h e  M i l l s  
FIRST DRAFT 

J a n e  Underwood ,  x 3 1 5  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

H I  STORY 

T h e  m i l l  b u i l d i n g s  o c c u p i e d  b y  D i g i t a l  
E q u i p m e n t  C o r p o r a t i o n  i n  M a y n a r d ,  M a s s a -  
c h u s e t t s ,  a r e  m o d e r n  examples of two o l d  N e w  

E n g l a n d  t r a d i t i o n s .  One is  t h e  c l a s s i c  m i l l  

t own  p a t t e r n :  t h e  d e v e l o p m e n t  of i n d u s t r y  
and  t h e  g r o w t h  of a c o m m u n i t y  a r o u n d  i t .  T h e  
o t h e r  is  t h e  "make i t  do"  p r i n c i p l e :  t h e  
i d e a  t h a t  i t ' s  b e t t e r  t o  g e t  t h e  most f r o m  

I I w h a t  y o u  h a v e  t h a n  t o  a b a n d o n  i t  a n d  buy  I 

MK-0117 

Figure 14-7 Example of Printed Header and 
Text When Eixtra Vertical 
Space Is Specified 
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CHAPTER 15 
USER DEFINED KEYS 

A user defined key allows you to press any series 
of keystrokes (text, gold-lettered keys, mini key- 
board keys) just once and save them (see Section 
15.1). Whenever you need to reuse that series of 
keystrokes, all you have to do is recall the user 
defined key and the word processing system re- 
sponds as if you had just typed each one (see 
Section 15.2). 

Suppose, for example, that when you finish typ- 
ing a 20-page report you find out you typed 
“CT” every place you were supposed to type 
“Cooling Tower.” So you put the words “Cool- 
ing Tower” into the system’s paste area, and 
then do the following: (1) press the gold key, (2) 
press the CONT SRCH & SEL key, (3) press the 
gold key, and (4) press the REPLC key. In order 
to replace all occurrences of “CT” you must re- 

peat the above sequence of four keystrokes 
many, many times. If you save the keystrokes as 
a user defined key, you need type them only 
once. 

15.1 
To create a user defined key: 

CREATING A USER DEFINED KEY 

1 .  Type the letters AK, a space, the word YES, 
and press the RETURN key only if you are 
using a WS78 or WS100 system. If you are 
using a WS102 system, go to step 2 below. 
You can set AK (Activate user defined 
Keys) to YES when any Main Menu page 
is displayed on the screen or when typing or 
editing a document (first press the gold and 
the MENU keys to display the Editor 
Menu). Once AK is set to YES, you cannot 
print any documents. 
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2. Type the letters DK (Definition of user Key) 
and press the RETURN key. You can do 
this when any Main Menu page is dis- 
played on the screen or when typing or 
editing a document (first press the gold and 
the MENU keys to display the Editor 
Menu). Typing D K  causes the following to  
be displayed on the screen: 

If you are using a WS78 or WSlOO system 
and type DK when AK is set to  NO, the 
system will display the message “User Keys 
not active. Type AK YES and press RE- 
TURN.” on the screen. If this occurs, go to  
step I above. 
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Figure 15-1 Prompt for Defining a User Defined Key 
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3.  Type a number between 0 and 9 and press the 
RETURN key. This is the number you will 
later use to refer to the user defined key. 
Typing the number causes the following to 
be displayed on the screen: 

You can also type the number right after 
the letters D K  (space in between). In this 
case, the screen display asking for the num- 
ber is omitted. 

@ USER TYPED THE NUMBER 6 AFTER "DK" 

91 13-1 OR4-A0129 

Figure 15-2 Screen Display for Typing a User Defined Key 
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4. Type the keystrokes that you waint saved 
with the user defined key number. Each let- 
ter, number, punctuation mark, oir special 
character that you type will be displayed on 
the screen with a space before and after it. 
Any other (nontext) keystroke will be dis- 
played with a descriptive name. Appendix 
F lists all nontext keystrokes and the corre- 

sponding name that is displayed when each 
is typed into a user defined key. 

Here is an example of a user defined key 
which reformats text by inserting a new 
ruler and then adds a hard return both be- 
fore and after the reformatted text: 
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Figure 15-3 Example of a User Defined Key 
Displayed on the Screen 

The word “Definition” in the scrcen dis- 
play will be changed to “Modifying” as 
soon as you press the first keystr0k.e. 

If you make a mistake while typing the def- 
inition, press the gold key and type the user 
defined key’s number again. This acts as if 

you had pressed the RUB CHAR OUT key 
and removes the previous keystroke. To 
change any other keystroke in the defini- 
tion, you must repeatedly press the RUB 
CHAR OUT key to remove the preceding 
keystrokes. 
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5.  Press the gold and the HALT keys when 
you have typed all keystrokes. The screen 
will now display whatever Main Menu 
page was previously displayed; if you were 
previously typing or editing a document, it 
will display your text. 

6. Type the letters AK, a space, the word NO, 
and press the RETURN key only if you are 
using a WS78 or WSlOO system and don’t 
intend to use the user defined key right 
away (see step 1 for details of setting AK 
from both the Main and Editor Menus). 
This step is not necessary if you are using a 
WS102 or WS202 system. 

15.2 USING A USER DEFINED KEY 
In order to use a user defined key, you must start 
up the word processing system with the same 
system diskette as you used in creating the user 
defined key. This action is necessary because 
user defined keys are stored on your system disk- 
ette. 

Follow these steps to use a user defined key: 

1 .  Type the letters AK, a space, the word YES, 
and press the RETURN key only if you are 
using a WS78 or WS100 system. If you are 
using a WS102 system, go to step 2 below. 
You can set AK to YES when any Main 
Menu page is displayed on the screen or 
when typing or editing a document (first 
press the gold and the MENU keys to dis- 
play the Editor Menu). Once AK is set to 
YES, you cannot print any documents, 

2. Press the gold key and type the number of 
the user defined key. You can be typing or 
editing a document, or you can also be 
looking at any menu display. 

3. Type the letters AK, a space, the word NO, 
and press the RETURN key only if you are 
using a WS78 or WSlOO system and don’t 
intend to use the user defined key in the 
near future (see step 1 for details of setting 
AK from both the Main and  Editor 
Menus). This step is not necessary if you 
are using a WS102 or WS202 system. 

Whenever you press the gold key and type the 
number of the user defined key, the word pro- 
cessing system responds as if you had just 
pressed all the keystrokes in the key’s definition. 

15.3 
Once you save a user defined key, you cannot 
insert additional keystrokes or change any exist- 
ing ones. The only way to make changes is to 
replace the entire definition with a new one. To 
do so, you must first display the user defined key 
on the screen. 

CHANGING A USER DEFINED KEY 

To display a user defined key, type the letters 
DK, a space, the number of the user defined key, 
and press the RETURN key to display the entire 
definition on the screen. You can do  this when 
any Main Menu page is displayed on the screen 
or when typing or editing a document (first press 
the gold and the MENU keys to display the Edi- 
tor Menu). 

After displaying a user defined key, you have 
three options: 

1 .  Save the user defined key. Press the gold 
and the HALT keys. 

2. Replace a user defined key. Just type the 
new definition. When you have typed all 
keystrokes, press the gold and the HALT 
keys to save the user defined key. 
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3. Eliminate a user defined key. Press ariy key. 
The definition is replaced with the single 
keystroke just pressed. To remove this 
keystroke, press the gold key and type the 
user defined key’s number. Then press the 
gold and the HALT keys. 

The screen will now display whatever Main 
Menu page was previously displayed; if you were 
previously typing or editing a document, it will 
display your text. 

15.4 RESTRICTIONS 
User defined keys are subject to the following 
restrictions: 

1. The keystrokes for pressing the gold and 
the HALT keys cannot be included in a 
user defined key. Pressing these two keys 
saves all keystrokes just typed. 

2. The combined total of keystrokes in all 
user defined keys used with your system 
diskette cannot exceed 250. An error mes- 
sage will be displayed on the screen if you 
try to use more. 

Because user defined keys are stored on your 
system diskette, you can create additional user 
defined keys by obtaining a new system diskette. 
(However, if you get a new system diskette you 

will no longer be able to use your original user 
defined keys.) 

15.5 INCLUDING ONE USER DEFINED 
KEY WITHIN ANOTHER 
The keystrokes for one user defined key may be 
included within another. To do so, press the gold 
key and type the number of the user defined kley 
to be included when you are typing the new user 
k.ey’s definition. 

As an example of using this feature, consider the 
situation in which you already have a user de- 
fined key number 3 that inserts two hard returns, 
a ruler change, and a tab. Should you sometimes 
wish to have the words ACTION ITEM typed 
after the tab, all you do is define a new user de- 
fined key, number 4, for example, which con- 
tains the following key strokes: 

1. Press the gold key, 

2. Press the 3 key, and 

3. Type ACTION ITEM. 

It is not possible to include a particular user 
defined key number within itself. That is, you 
cannot specify user defined key number 3 when 
you type the definition string for user defined 
key number 3.  Doing so removes the previous 
keystroke in the definition. 
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CHAPTER 16 
CUSTOI+IIZING 

You can customize a document by using word 
processing features that make it more readable, 
usable, and reusable. Customization features 
available include the following. 16.1 COMMENTS 

3. Customization points (see Section 16.3). 
4. List processing (see Section 16.4). 

A comment is text which displays on the screen 
but does not print out. It is useful for adding 
extra information or instructions to a document. 

1 .  Comments (see Section 16.1). 
2. Date and time stamp (see Section 16.2). 
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Figure 16-1 Example of a Comment 
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The gold and the CMND keys are used to pro- 
duce a comment. 

There is no limit to how many comments you 
can use in a document. 

MK-0115  

Figure 16-2 Main Keyboard CMND Key 

To produce a comment, follow these steps: 

1. Position the cursor where the comment is to 
begin. While you can place a comment any- 
where in a document, it is best to do so at 
the beginning of a line. 

2. Press the gold and the CMND keys. A line 
of dashes with the words START PRINT 
C O N T R O L  will be displayed on the 
screen. This line counts as only one word 
processing character so you can use either 
the DEL CHAR or RUB CHAR OUT key 
to remove it. 

3. Type the word COMMENT and press the 
RETURN key. 

4. Type your comment. There is no size limita- 
tion to  a comment. 

5. Press the gold and the CMND keys again. A 
line of dashes with the words END PRINT 
CONTROL will be displayed on the 
screen. This line also counts as only one 
word processing character so you can use 
either the DEL CHAR or RUB CHAR 
OUT key to remove it. 
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16.2 DATE AND TIME STAMP 
You can automatically insert the current date 
and time in your document by pressing the gold 
and the DATE+TIME key. 

This key is useful when you need to put the date 
into a document. In the comment example of 
Section 16.1, the DATE+TIME key was used to 
indicate when the document was typed. 

In order for the DATE+TIME key to take ef- 
fect, you must type the date and time when you 
start up the word processing system. If you do 
not, a date of O/O/DO and the amount of elapsed 
time since you started the system will be inserted 
into your document  when you use the 
DATE+ TIM E key. 

16.3 CUSTOMIZATION POINTS 
A customization point is text which is sur- 
rounded with the angle bracket (< and >) char- 
acters. You can rapidly move the cursor to such 
text with the mini keyboard <> key. Therefore, 
type the angle bracket characters at places in 
your document which you intend to change 
later. 

For example, suppose you are typing a chapter 
of a report which you know is going to be reor- 
ganized and revised. By surrounding all section 
heading numbers and cross-references with the 
angle bracket characters, you can rapidly find 
each place and update it when you produce the 
final revision. The following example shows a 
use of angle brackets surrounding changeable 
text (a section number). 
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Figure 16-3 Main Keyboard DATE+ TIME Key 
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I 1  
I <7.3.1> How To Use the ON/OFF Switch 

If the machine is already in use, skip this section 
and go to Section <7.3.2>. Otherwise, press the 
red ON/OFF switch located on the front of the 
machine. 

I I 

You can use the angle bracket (< and >) 'charac- 
ters to indicate places where information is to be 
added. For example, you can set up a reusable 
memo header that looks like this: 

2 1  
TO: <> 
FROM: M.F. TAUB 
DATE: <> 
SUBJECT: <> 

I I 

Whenever you need to type a new memo, just get 
a copy of your form (you can use a paragraph 
library document effectively for this), and press 
the <> key to advance to each customization 
point. Then remove the angle bracket characters 
and type your information. 

116.4 LIST PROCESSING 
With list processing you can produce the same 
kind of typing over and over again - letters to 
people on a mailing list, purchase requisitions, 
baseball box scores, rows in tables - while just 
certain information varies from one piece of typ- 
ing to another. For example, each letter pro- 
duced by list processing contains the same body 
but is addressed to a different recipient. Si:m- 
ilarly, each line in a table is typed in the same 
format, contains the same kind of information, 
but has different actual values. 

Figure 16-4 shows some form letters produced 
with list processing 

16-4 



SOUTHPORT BOOK STORE 
G r e e n t r e e  s h o p p i n g  n * i i  

B e d f o r d ,  Mass 0 1 7 3 0  

SOUTHPORT B O O K  STORE 
Greentree S h o p p i n g  H a l l  

B e d l o r d .  M a s s .  0 1 7 3 0  

SOUTHPORT H O O K  STORE 
G r e e n t r e e  S l l o p p i n g  M a l l  

~ ~ d r o r d ,  n a s 5  0 1 7 3 0  

D e c e m b e r  2 5 .  1 9 7 6  

M r s  l l l c e  H a r t f o r d  
B r o o k  Hill Road 
R e a d i n g ,  M a r s  0 1 8 6 7  

D e a ~  M r s .  H a ~ t f o r d :  

I s t  t h e  S o u t h p o r t  Book S t o ~ r  w o u l d  l i k e  t o  
your p a t r o n a g e  i n  t h e  p a s t  y e a r .  Y e  c o n s i d e r  

v a l u e d  C u S t O m e r S  a n d  l o o k  r o l ' r a r d  t o  many 
~ ~ n g  your r e a d i n g  n e e d s .  

D e c e m b e r  2 5 .  1 9 7 6  

nlrs.  J o h n  D P I ~ E O ~ I  
2 5 6  Y a l n u t  Avenue 
B r i g h t o n ,  Mar, .  0 2 1 3 5  

D e a r  Mr , .  Drlscoll' 

A l l  c 
t h a n k  y o u  t 

D e c e m b e r  2 5 ,  1 9 7 6  

H ? .  A r t h u r  i l i t c h e l l  

Cambridge. H a a s  0 2 1 4 0  

Dear M r .  H l t c h e l l :  

407 n e m o r i a i  D ~ I V ~  

A l l  o f  us a t  t h e  S o u t h p o r t  Book Store would l i k e  t o  
t h a n k  y o u  l o r  Y O U P  p a t r o n a g e  I n  t h e  p a s t  y e a r  Y e  c o n s i d e r  
y o u  one o f  our v a l u e d  C u l t O m e r s  and l o o k  forward t o  m a n y  

o r  s u p p l y i n g  Y O U P  r e a d i n g  need=. 

Thomas Flanders 
P r e s i d e n t  

us a t  t h e  S o u t h p o ~ t  Book Store would l i k e  t o  
r y o u r  p a t r o n a g e  i n  t h e  p a s t   yes^ Ye consider 
U P  v a l u e d  C U S ~ O ~ ~ P S  a n d  l o o k  f o r w a r d  t o  many 
p l y i n g  y o u r  r e a d l n g  n r e d r .  

Sincerely y o u r , .  

$2%3a& 
Thomas Flanders 
Q F e S i d e n t  

Figure 16-4 Example of Form Letters 
Produced by List Processing 
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16.4.1 Summary Of Features 
Some of the features of list processing are: 

Efficiency. List processing saves typing time by 
automatically typing repetitious information. 
Form letters are a good example of this effi- 
ciency. All you have to do is type the names and 
addresses just once, type a “skeleton” form that 
contains the body of the letter plus indicators 

be plugged in, and tell the system to perform list 
processing. It will then type out a separate letter 
to each recipient. 

Variety. You can produce many different kinds 
of output from the same collection of informa- 
tion. For example, you can type letters ad- 
dressed to  people on a mailing list (who do not 
have overdue balances) and can also produce a 
table listing those with overdue accounts, such 

showing where the names and addresses are to as the following: 

Name 

Outstanding Accounts  Payable  

Amount Due Overdue Code 
i n  $ i n  months 

Hartford,  Alice 8 . 9 5  
Mahoney, C h a r l e s  84 .50  
McDonald, Joseph 107.16  

2 
1 
4 

In addition, dunning letters (requests for pay- 
ment) to overdue accounts, can also be pro- 
duced. Figure 16-5 shows how these might look. 

16-6 



SOUTHPORT BOOK STORE 
Greentree S h o p p i n g  M a l l  

B e d f o r d ,  Mass. 0 1 7 3 0  

D e c e m b e r  2 5 ,  1976 

Hrs. A l i c e  H a r t f o r d  
Brook H i l l  Road 
R e a d i n g ,  Mass. 0 1 8 6 7  

Dear M r s .  H a r t f o r d :  

Our r e c o r d s  i n d i c a t e  t h a t  y o u  n a v e  owed t h e  S o u t h p o r t  
Book S t o r e  $ 8 . 9 5  f o r  more t h a n  2 m o n t h s .  We w o u l d  
a p p r e c i a t e  y o u r  a t t e n t i o n  t o  t h i s  ma t t e r  w i t h  n o  f u r t h e r  
d e l a y .  

S i n c e r e l y  y o u r s ,  
7- n / n  

h M c K e l v e y  
T r e a s u r e r  

P . S .  If y o u  h a v e  r e c e n t l y  p a i d  t h i s  small  a m o u n t ,  p l e a s e  
a c c e p t  our  a p o l o g i e s  f o r  t h i s  l e t t e r .  

SOUTHPORT BOOK STORE 
G r e e n t r e e  S h o p p i n g  Mall 

B e d f o r d ,  Mass. 0 1 7 3 0  

D e c e m b e r  2 5 ,  1976 

Mr. J o s e p h  M c D o n a l d  
2 3  H a m p s h i r e  S t r e e t  
W a l t h a m ,  Mass.  0 2 1 5 4  

Dear Mr. M c D o n a l d :  

Our r e c o r d a  i n d i c a t e  t h a t  y o u  h a v e  owed  t h e  S o u t h p o r t  
Book S t o r e  $ 1 0 7 . 1 6  f o r  more t h a n  4 m o n t h s .  We w o u l d  
a p p r e c i a t e  y o u r  a t t e n t i o n  t o  t h i s  m a t t e r  w i t h  n o  f u r t h e r  
d e l a y :  

S i n c e r e l y  y o u r s ,  

- 
/ R i l p h  I 

T r e a s u r e r  

P.S. U n l e s s  t h i s  b a l a n c e  is p a i d  w i t h i n  f e n  d a y s ,  we w i l l  
be f o r c e d  t o  t u r n  y o u r  a c c o u n t  o v e r  t o  our  l a w y e r s .  

Figure 16-5 Example of Customized Letter 
Produced by List Processing 
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Selectivity. You can be selective in deciding what 
to type out: you can produce output for every 
entry in the list (the Southport Book Store’s 
thank you letters), or you can be choosy and 
process only a select group (the dunning letters 
to overdue accounts). 

Customization. By incorporating the same piece 
of information several times in the same piece of 
output you can get a “customized product,” For 
example, you can produce a letter that looks like 
this: 

Miss Mary Canfield 
101 North Chelsea Avenue 
Warwick, Rhode Island 02889 

I Dear Wary, 
W e  are sure you will agree, Mary, that reading a 
newspaper helps keep you aware of what’s happening. Many 
of your neighbors on North Chelsea Avenue already 
subscribe to the Daily Mercury and ... 
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16.4.2 Using List Processing 
List processing operates by merging certain 
pieces of information from a list into a form and 
printing the merged result. This process is then 
repeated for each entry in the list. You can be 
selective in processing by telling the word pro- 

.gender>Mr. 
:first>Arthur 

:where>407 Memorial Drlve 0 

:> 

:gender>Mts. 
:last>Driscoll 
:first>John 
twhere>256 Walnut Avenue C- 
Brighton, Mass. 02135 
<owed> 

:last >Mi tche 11 

:ambridge, Mass. 02140 

cessing system which list entries are to be merged 
with the form for printing, for example, only 
those entries whose account balances are two or 
more months overdue. Figure 16-6 illustrates 
this process: 

SELECTION SPECIFICATION 

MbTCHELL 

DRISCOLL 

HARTFORD i f  <overdue> = t 2 >  or mor0 

then process record 
MAHONEV 

Mc DONALD 

< >  

<gender>Mrs. 
<first>Alice 
<last>Hartford 
<where>Brook Hill Road 
Reading, Mass. 81867 
<owed>8.95 
<overdue>2 
< >  

<gender>Mr. 
<first>Charles 
<last>Mahoney 
<where>257 Raven Road 
Bedford, Mass. 01730 
<owed>B4.50 
<overdue>l 
< >  

<gender>Mr. 
<first>Joseph 
<last>McDOnald 
<where>23 Hampshire Street 
Waltham, Mass. 02154 
<owed>107.16 
<overdue>4 
< >  

0 

HARTFORD McDONALD 

Outstanding Accounts Payable 

Amount Due 
in $ 

Overdue Code 
in months 

<IS> 
<last>, <first> <owed> <overdue> 

Outstanding Accounts Payable 

Amount Due 
in $ 

Overdue Code 
in months 

Hartford, Alice 8.95 2 
McDonald, Joseph 187.16 4 

FORM 

OUTPUT 

CP 2863 

Figure 16-6 List Processing Selection/ 
Merging/Printing Production 
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To use list processing you need to have three 
documents: 

1, List. This document contains the data that 
may possibly be merged into a form for 
printing. 

2. Form. This document contains the text to 
be printed plus indicators showing where 

and what kind of information (from the list 
document) is to  be inserted. 

3. Selection specification. This document 
specifies exactly which list entries are to be 
selected for merging with the form docu- 
ment. 

Complete details for using list processing may be 
found in the Word Processing System List Pro- 
cessing User’s Manual, AA - 5269B - TK. 
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Using the word processing system is similar to 
using a typewriter, automobile, or  any other 
piece of equipment: a certain amount of mainte- 
nance is necessary. 

One type of maintenance is deleting documents 
which you no longer need. If you delete such 
documents, the system can reuse the diskette 
space for storing other documents. See Section 
17.1 for details of deleting a document. 

Another type of maintenance is initializing, veri- 
fying, and copying diskettes. Initializing means 

CHAPTER 17 
MAINTAINING DISKETTES 

t o  remove whatever is currently stored on a disk- 
ette and process the diskette so you can use it 
either for creating documents or for copying the 
word processing system software (see Sections 
17.2.1 and 17.2.2). Verifying means to inspect 
the condition of a diskette after some odd symp- 
tom occurs, such as after you spill coffee on it or 
when a document contains text you never typed 
(see Section 17.2.3). Copying means to make an 
exact copy of one diskette onto another to main- 
tain a “backup” of your work in case you acci- 
dentally destroy the original diskette (see Section 
17.2.4). 
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17.1 DELETING A DOCUMENT 
When you delete a document, the system re- 
moves all its text plus all its bookkeeping infor- 
mation from the index. 

T o  delete a document, type the letter D when 
any Main Menu page is displayed on the screen 
and press the RETURN key. The system will 
ask you to  identify the document to  be deleted. 

If you have previously worked on another ~docu- 
ment in the current word processing sessioin, the 
system will ask you if you want to delete: that 

document. If you have inspected the index, the 
system will ask if you want to delete the docu- 
ment marked by the asterisk. 

Type either the document's name or its number 
in the index. If the screen displays the correct 
d'ocument, just press the RETURN key. 

As a shortcut, you can type the letter D, a space, 
identify the document, and press the RETURN 
key. In this case the word processing system does 
not prompt for your document name because 
you have already typed it. 

9 1 1 3-1 6 R4-A0 1 39 

Figure 17- I Document Deletion Prompt 
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After you identify the document, the word pro- 
cessing system will display its first ten lines and 
ask you to confirm your choice. This action pre- 
vents you from deleting the wrong document as 

the system will delete a document only if you an- 
swer YES to the confirmation. Here is an ex- 
ample of a delete confirmation: 

9 1  13-18R4-AO138 

Figure 17-2 Deletion Confirmation Prompt 
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17.2 INITIALIZING, VERIFYING, AND 
COPYING DISKETTES 
To initialize, verify, or copy a diskette, type the 
letters MC (for Maintenance Commands) when 
any Main Menu page is displayed on the screen 
and press the RETURN key. The Diskette 
Maintenance Menu is then displayed. 

The Diskette Maintenance Menu gives you four 
processing options. To  perform any one, type its 
corresponding letter and press the RETURN 
key. Use these guidelines to  choose the appropri- 
ate option: 

1 .  To initialize a document diskette (option D). 

For brand new diskettes. 

To  discard obsolete documents. You can 
delete all documents on a single diskette 
so it can be used for storing new docu- 
ments (this is easier than deleting each 
individual document). 

2. To initialize a system diskette (option S). 

For brand new diskettes. 

To create a copy of the system software 
only (without any additional documents 
that the system diskette may contain). 

91 13-20R4-AO141 

Figure 17-3 Diskette Maintenance Menu 
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3. To verify a diskette (option V). 0 

When something odd happens such as 
being unable to  create, edit, print, or de- 
lete a document, finding text you never 17.2.1 
typed in a document, or seeing a message 
that your diskette has errors. 

After a power failure. Electrical damage 
could destroy portions of a diskette or 
could create incorrect text. 

4. To copy a diskette (option C). 

To create a “backup” copy of your typ- 
ing so if you accidentally delete or lose a 
document, you can still recover your 
work. 

To create an extra copy of your typing 
for distribution to other typists, offices, 
or for permanent storage. 

Initializing a Document Diskette 
Initializing a document diskette prepares a disk- 
ette so documents can be stored on it. Any docu- 
ments already stored on the diskette are deleted. 

To initialize a document diskette, follow these 
steps: 

1 .  Type the letters MC and press the RETURN 
key when any Main Menu page is displayed 
on the screen. 

2. Type the letter D and press the RETURN 
key. The screen will display the following 
instructions: 

91 13-21 R4-AO140 

Figure 17-4 Diskette Initialization Prompt 
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3. Follow the instructions on the screen. Put the 
diskette to be initialized into the right disk- 
ette drive. Type a diskette name (between 
one and six characters) and press the RE- 
TURN key. You will see this name when 
you display the diskette’s index of docu- 
ments. 

4. Observe the elapsed time clock on the screen, 
Initialization takes a minute or two and, 
once begun, cannot be stopped (so YOU 
have some time for other activities). 

5 .  Press the gold and the MENU keys when 
the screen displays the ending time plus a 
message telling you to “Press Gold MENU 
to recall the Main Menu.” 

17.2.2 Initializing a System Diskette 
When you initialize a system diskette, the word 
processing software is copied from the system 
diskette you are currently using onto your new 
one (after the previous contents of the new disk- 
ette are first deleted). Initialization does not 
copy any documents that are stored on the sys- 
tem diskette currently being used (if you want a 
new diskette with both those documents and the 
software, copy the system diskette as described 
in Section 17.2.4). 

To initialize a system diskette, follow these steps: 

1 .  Type the letters MC and press the RETURN 
key (when any Main Menu page is dis- 
played on the screen). 

2. Type the letter S and press the RETURN 
key. The screen displays the same instruc- 
tions as for initializing a document diskette 
(see Section 17.2.1 above). 

3. Follow the instructions on the screen, Put the 
diskette to be initialized into the right disk- 

ette drive. Type a diskette name (between 
one and six characters) and press the RE- 
TURN key. You will see this name when 
you display the diskette’s index of docu- 
ments. 

4. Observe the elapsed time clock on the screen. 
Initialization takes a minute or two and, 
once begun, cannot be stopped (so you 
have some time for other activities), 

5. Press the gdd and the MENU keys when 
the screen displays the ending time plus a 
message tefling you to “Res  Gold MENU 
to recall the Main Menu.” 

17.2.3 Verifying a Diskette 
You should verify a diskette after a power fail- 
ure, when garbled characters appear in a docu- 
ment, when text you typed has disappeared, 
when text appears out of order, when the system 
displays a disk error message, when any other 
strange symptom appears, when you remove a 
diskette without filing the document you were 
using, or when you perform any other action 
which may have damaged the diskette or its con- 
tents. 

The system verifies a diskette in two stages. 

1 .  Physical, or readability, check. The diskette 
may have physical damage which you can- 
not visually detect. Because the system ex- 
amines the diskette by “reading” it, this 
check is referred to as readability. 

2. Format check. Even though the informa- 
tion (text or software) on a diskette may be 
read successfully, that information may be 
formatted incorrectly (not located in the 
correct places on the diskette). Therefore, 
the system examines the entire diskette For 
formatting errors. , 
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When the system finishes verifying a diskette, it 
not only informs you whether the diskette con- 
tains errors but it also supplies the capability of 
salvaging valid text from the damaged diskette 
and correcting certain errors. 

17.2.3.1 
diskette, Follow these steps: 

1. Type the letters MC and press the RETURN 
key when any Main Menu page is displayed 
on the screen. 

2. Type the letter V and press the RETURN 
key. The screen displays the following in- 
st ructions: 

How To Verify a Diskette - T o  verify a 

91 13-2SR4-AO134 

Figure 17-5 Diskette Verification Prompt 
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3.  Follow the instructions on the screen. 

When you press the RETURN key to ]proceed 
with verification, the word processing system ex- 
amines each of the diskette’s 632 blocks ;and dis- 
plays t h e  following message. The system 
continually updates this message as it examines 
successive diskette blocks. 

Verify Diskette Utility 

@ block checked, @ errors detelcted. 

Checking diskette for readability.. . 

Numbers will appear in the display in place of 
the circled number above and indicate: 

@ Block currently being examined. This 
number is incremented by 10 until the 
maximum value of 632 is reached. 

@ Number of errors detected. This is in- 
cremented by 1 as each error is de- 
tected. 

You can stop verification before it is complete 
by pressing the gold and the HALT keys. 

When the system finishes examining the last 
block, it displays a summary of the diskette’s 
physical condition. Here is an example of this 
display: 

Figure 17-6 Example of Diskette Verification Screen Display 
for a Diskette Without Errors 
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0 

0 

0 

Even if 

Number of errors found. This is the 
number of physical diskette errors de- 
tected. 

Block map. This indicates which blocks 
are valid (the ones with dots) and which 
are physically damaged (the ones with 
excl ama t i o n points) . 

A message asking whether you want the 
diskette verified for additional errors. 

the screen display indicates zero errors, 

type: text incorrectly formatted. These errors 
will be detected by the system provided you type 
YES and press the RETURN key in response to 
the prompt. While you can answer NO and pro- 
ceed with other word processing work (a Main 
Menu page will be displayed on the screen), you 
may later have difficulties using the diskette. 

During formatting verification, the system again 
examines each of the diskette’s 632 blocks and 
displays a constantly-updated message. When 
formatting verification is complete, the system 
displays a summary. Here is an example of this 
display for a diskette that contains formatting 

your diskette may still contain errors of another err0 rs: 

0 INSPECT THIS MESSAGE 

9 1  13-25R4-AO136 

Figure 17-7 Example of Diskette Verification Screen Display 
for a Diskette Having Errors 
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Inspect the last two lines of your screen display. 
If the following message appears in the next to 
last line, then your diskette has no errors and 
you may proceed to  use it. 

No errors found. 
Press Gold MENU to recall the Main 
Menu. 

As many errors as possible will be corrected by 
the system provided you press the RETURN 
key in response to  the prompt. While you can 
ignore the warning and proceed with other word 
processing work (a Main Menu page will be dis- 
played on the screen), you will later have diffi- 
culties using the diskette, 

17.2.3.2 Recovering from Diskette Errors - You 
can correct certain errors and salvage valid text 

from a damaged diskette with the verification r e  
covery procedure. In summary, the system will 
copy as much text as possible onto a new docu- 
ment diskette (even if your original diskette is a 
system diskette). It will correct as many errors as 
possible and then store the corrected text on the 
new diskette, If the system cannot salvage any 
portion of a document from the original disk- 
ette, it will not put anything for that document 
onto the new diskette. The original diskette is 
not altered. 

To use the verification recovery procedure, fol- 
low these steps: 

1. Press the RETURN key i n  response to the 
prompt that is displayed at the conclusion 
of formatting verification. The system will 
display the following instructions: 

91 13-26R4-AO157 

Figure 17-8 Diskette Verification Prompt 
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2. Remove the system diskette, insert a new 
diskette into the left drive, and press the RE- 
TURN key. The system will proceed to 
copy as much text as possible onto the new 
diskette, will reverify each document cop- 
ied, and will display a constantly-updated 
message of the number of documents cop- 
ied on the screen. This process will take at 
least five minutes. 

When complete, the system will display a 
list of those documents which either were 
not copied at all or which are not entirely 
complete (a portion could not be copied) 
on the screen. 

3. Remove the two diskettes, insert the system 
diskette in the left drive, insert the new docu- 
ment diskette in the right drive and press the 
gold and the M E N U  keys. 

4. Examine the affected documents on the new 
diskette. If only portions of a document are 
missing, you can retype them. If most of a 
document is missing, use your backup disk- 
ette to get a new copy of the entire docu- 
ment (or retype if you have no backup). 

5. Examine the index of documents for the new 
diskette. The message “There is no docu- 
ment with the number” will appear in the 
index after the name of each document 
which the system was not able to copy from 
the original diskette (because the document 
was so badly damaged that no text could be 
salvaged). Either make a new copy of the 
document from your backup diskette or 
retype it. 

6. Initialize the original diskette (see Sections 
17.2.1 and 17.2.2). If  the system displays a 
message that the diskette contains an error, 
discard it. Otherwise, you can now reuse 

the diskette for storing either documents or 
the word processing system software. 

The following qualifications apply to the disk- 
ette recovery procedure. 

1. The new diskette may have the name 
“FIXED” instead of the same name as the 
original one. This results when the original 
diskette has certain types of uncorrectable 
errors. 

2. A document may still contain errors even 
though it was not listed as “affected.” This 
results from errors that the system cannot 
detect. For example, if  a portion of text or 
a ruler is missing from a document on the 
original diskette, the system will still copy 
that document onto the new one. 

3. When you type a document name, you may 
not be able to use a document from the new 
diskette even though it was copied there. 
This results when document one (see Sec- 
tion 4.4) on the original diskette was dam- 
aged and the system could not correct the 
errors. Without document one, the system 
cannot find the other documents on a disk- 
ette even though they are there. (If docu- 
ment one was destroyed, you will still be 
able to use a document by typing its num- 
ber.) You can salvage such a diskette by 
creating a new document one and typing 
the names and corresponding numbers of 
all documents on that diskette. 

17.2.3.3 Preventing Diskette Problems - Some 
of the common causes of diskette problems and 
ways to avoid them include: 

1 .  Power failures during typing or editing. 
Some of these, such as failures caused by 
thunderstorms, are unavoidable; others 
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you can guard against. For example, never 
unplug the system while typing or editing a 
document. 

2. Human errors. The most common human 
error is removing a diskette from its drive 
before filing the document you are working 
with. Even worse, you could remove a disk- 
ette without filing the document and insert 
another diskette in the drive. Then, you not 
only lose text from the document on the 
first diskette, but you can also destroy text 
on the second diskette. 

4. Physical damage to the surface of the disk- 
ette resulting from using a faulty diskette 
drive. If your diskette appears torn or bent 
after removal from the drive, call your 
DIGITAL Field Service Representative 
and do  not use the drive until it is repaired. 

5.  Diskette overflow. This results from at- 
tempting to type or edit text after the sys- 
tem has warned you that the diskette is 
almost full. If you ever see the following 
message, file your document and use an- 
other diskette. 

Always check whether documents are still 
being processed before you remove a disk- 
ette. This is especially critical with the 
WS102 system: the person at  the other ter- 
minal may be using documents from your 
diskette. Type the letter F (for Finish) when 
any Main Menu page is displayed on  the 
screen. If any documents are being pro- 
cessed from your diskette, the system will 
display a warning message. If no docu- 
ments are being processed, the system will 
display the message “FINISHED USING 
T H E  SYSTEM.” 

3. Dirt, grease, or other foreign matter on the 
surface of the diskette resulting from im- 
proper handling. To avoid this problem, do 
not touch the brown, shiny diskette sur- 
face, and don’t bend, fold, spindle, or muti- 
late the diskette. Write out the label before 
attaching it to the diskette. If you change 
the label, use a felt-tip- pen and press 
lightly. 

-- Do not add much more to  document 

Only “number” blocks left on diskette. 

Press Return 

An actual number will appear in place of 
“number” in the second line of the warning 
message. 

The best precaution is to copy your diskettes (see 
Section 17.2.4) regularly. 

The Diskette Maintenance Menu copy option 
(see Section 17.2.4) should be used to do this. 
Copying takes only a few minutes and, in the 
long run, is well worth it. At the end of each day, 
make it a point to  copy each diskette you used. 
Then label each with the name, date, and the fact 
that it is a backup copy. If you’ve done a lot of 
complicated work, such as editing a long docu- 
ment with extensive changes, it is a good idea to  
back up your diskette immediately. 
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17.2.4 Copying a Diskette 
To copy an entire diskette (either document or 
system) onto another, follow these steps: 

1 .  Type the letters MC and press the RETURN 
key when any Main Menu page is displayed 
on the screen. 

2. Type the letter C and press the RETURN 
key. The screen will display the following 
instructions: 

91 13-26R4-AO157 

Figure 17-9 Diskette Copy Prompt 
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3. Foflow the Smtnretions m the screen C A R E  
FULLY. Insert the diskette to receive the 

ette in the right, Et is not necessary ta in- 
itidize the diskette to receive the 

3, O b m  the d a p d  t h e  &CF& am 4be seream. 
Copying takes a few minutes 

copy in the. Iaft drive and the original disk- n, eannst be stopped (SO y 
for other activities). When copying is 

complde, the following instruetjons will k 
displayed on the semen: 

91 t3-26R4-AO135 

Figure 17-1 0 Prompt Displayed at Completion 
of Diskette Copy 

5.  Follow the instructions on the screen care- 
fully. 

The following qualifications apply to copying a 2. 
diskette: 

1. Both users of a WS102 or WS202 system 
should not copy documents at the same time. 

The copying process would then taka three or 
Four times longer. 

A diskette’s name is copied to the new disk- 
ette. This means that if you initialized the 
new diskette, the name you assigned will be 
replaced with the name of the diskette r 

being copied, 
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Two special features are unique to the WS102 
and WS202 systems. 

1 .  Both users can look at the same screen and 
thereby share the same document. See Sec- 
tion 18.1 for details. 

2. Each user can specify the order in which 
documents are printed. You can alternate 
printing your documents with the other 

CHAPTER 18 
WS1.02 AND WS202 

SPECIAL FEATURES 

user, have all yours printed first, or allow 
all the other user’s documents to be printed 
before yours. See Section 18.2 for details. 

Both of these features are controlled by. 
Main Menu settings which appear only in 
WS102 and WS202 systems. 

References to the WS102 system in this chapter 
also apply to the WS202 system. 
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(Version 3.0) 
Figure 18-1 WS102 Main Menu Page 
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18.1 SHARING THE SAME SCREEN 
Both WS102 users may look at the same docu- 
ment on their screens. However, only one user 
may type into or edit the document, while the 
other user may only view the results. In the in- 
structions which follow, the user who can type 
into the document is referred to  as the con- 
trolling user because he or  she has keyboard 
control, and the other user is referred to  as the 
viewing user. 

To share a document, each user follows a spe- 
cific procedure: 

1 .  Controlling user. Type the letters SS, a 
space, the word YES, and press the RE- 
TURN key when any Main Menu is dis- 
played on the screen (if the last Main Menu 
page is currently displayed, YES will ap- 
pear on the same line as SS). 

2. Viewing user. Type the letters VS, a space, 
the word YES, and press the RETURN 
key when any Main Menu page is displayed 
on the screen. You must do this AFTER 
the other user sets SS t o  YES. If you try to 
set VS to YES while the other user’s SS 
value is still NO, the word processing sys- 
tem displays an error message saying “The 
other terminal is not set to allow you to 
view its screen.” 

If  you set VS to  YES when the controlling 
user has already displayed a document, 
your screen will go blank. You will see the 
document only when the controlling user 
moves the cursor. 

If you set VS to  YES when the controlling 
user is still displaying the Main Menu, you 
will see only the date and time. As soon as 

the controlling user specifies a document, 
you will see the beginning of that docu- 
men t . 

While viewing the other user’s document, 
you can retain control of your keyboard by 
pressing the gold and the MENU keys. The 
Main Menu will be displayed on the screen, 
and you can proceed with other word pro- 
cessing work. If you want to look at the 
other user’s screen again, set VS to YES. 

It  is possible to exchange keyboard control when 
sharing a document so that the user who pre- 
viously was only viewing can now type and edit. 

1. Currently controlling user. Type the letters 
XK (exchange Keyboard), and press the 
RETURN key when any Main Menu page 
is displayed on the screen. If you type XK 
when the other user has SS set to NO, the 
word processing system displays an error 
message saying “Keyboards may not be ex- 
changed unless screens are being shared.” 

2. Currently viewing user. You will have key- 
board control as soon as the other user 
types XK and presses the RETURN key. 

18.2 ORDER IN WHICH DOCUMENTS 
ARE PRINTED 
When both users on a WS102 system submit 
documents to be printed, the system always 
prints the first one submitted. What happens 
next depends on the values of Main Menu set- 
ting SP (Share Printer). If both users have SP set 
to  YES, the system alternates between users, ser- 
vicing the user who submitted the first printing 
request and then the other, and then returning to 
the first user, etc. It is also possible to have all 
your printing requests serviced before the other 
user’s. Set SP  to N O  to have all your documents 
printed first. 
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To change the value of SP, follow these steps: 

1. When the Main Menu is displayed on the 
screen, type the letter M and press the RE- 
TURN key until the page with SP is dis- 
played on the screen. 

2. Inspect the value of SP. If it is satisfactory, 
proceed with your work. To change it, type 
the letters SP, a space, either YES or NO, 
and press the RETURN key. The new 
value you just typed is automatically dis- 
played on the screen. 

There are three possible combinations of SP set- 

set SP to NO, and (3) one user sets SP to YES 
while the other sets SP to NO. Here is how the 
word processing system handles each of these SP 
setting combinations. 

1. Both users set SP to YES. The word pro- 
cessing system prints a single document for 
the user who submitted the first printing 
request and then prints a single document 
for the other user. The system continues 
this process until all documents submitted 
are printed. In the following example, User 
#1 submitted the first printing request and 

tings: (1) both users set SP to YES, (2) both users User #2 the second. 

~ ~~ 

Documents Submitted for Documents Submitted for 
Printing by User #1 Printing by User # 2  

When SP is Set to Y E S  When SP Is Set to Y E S  

JDSmitn memo 

trial balance 

profithloss 

Chapter3#2 

Figure 18-2 Example of Document Printing 
Order: Both Users Set SP to  YES 
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2. Both users set SP to NO. The word process- 
ing system prints all documents for the user 
who submitted the first printing request 

(User # 1  in the example) and then prints all 
documents for the second user (User #2 in 
the example). 

Documents Submitted for Documents Submitted for 
Printing by User #1 Printing by User #2 

When SP Is Set to NO When SP Is Set to NO 

JDSmith memo 

trial balance 

profit&loss 

Chapter3#2 

MK-0120 

Figure 18-3 Example of Document Printing 
Order: Both Users Set SP to NO 

3 .  One user sets SP to YES and the other to 
NO. The word processing system prints a 
single document for the user who sub- 
mitted the first printing request (User #1 in 

the example) and then prints all documents 
for the second user (User #2 in the ex- 
ample) . 

Documents Submitted for Documents Submitted for 
Printing by User #1 Printing by User # 2  

When SP Is Set to Y E S  When SP Is Set to NO 

JDSmith memo 

trial balance 

profit&loss 

Chapter3#2 0 
MK-0121 

Figure 18-4 Example of Document Printing 
Order: One User Sets SP 
to YES, Other to NO (1) 
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If any documents are submitted for print- 
ing by the user with SP set to NO when a 
document is being printed for the other 
user, all these documents are printed next 
(when the current one is complete). To con- 

tinue the above example, if User #2 submits 
“June.Sales” and “May.Sales” for printing 
while “profit&loss” is being printed, the 
system follows this order of printing: 

Documents Submitted for 
Printing by User #1 

When SP Is Set to Y E S  

Documents Submitted for 
Printing by User # 2  

When SP Is Set to NO 

JDSmith memo 

trial balance 

profit&loss 

Chapter3#2 

MK-0122 

Figure 18-5 Example of Document Printing 
Order: One User Sets SP 
to YES, Other to NO (2) 
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APPENDIX A 
WORD PROCESSING KEYS 

The word processing system contains two key- 
boards: a main one and a mini. 

Appendix A. 1 describes the main keyboard keys 
while Appendix A.2 describes the mini key- 
board. 

MAIN M I N I  

C P - 3 2 4 9  

Figure A-1 Word Processing Main and Mini 
Keyboards 
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A.l  THE MAIN KEYBOARD 
The main keyboard has a standard typewriter 
keyboard plus special keys. 

, 

801 8 - 2  15-A01 43 

Figure A-2 Main Keyboard 

Some main keyboard keys have two sets of 
color-coded labels. The top of each key is la- 
belled with a letter, number, or special mark 
while the front face of some keys is labelled with 
gold letters. Pressing one of these keys is equiva- 
lent to typing the letter, number, or special 
mark. When the gold key on the mini keyboard 
is pressed first, these keys perform the special 
operation indicated by the gold labels rather 

than their normal operation. (The sides of some 
of these keys are labelled with white letters; how- 
ever, these functions are not used for word pro- 
cessing.) 

Each main keyboard special key (not found on a 
standard typewriter) and gold-lettered key is de- 
scribed in Table A- 1. 

r 
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Table A-1 
Main Keyboard Keys 

ABBRV 
(Black key, gold lettering) 

Pressing the gold and this key copies frequently- 
used words or phrases from the abbreviation li- 
brary document into the document currently 
being used. After pressing the gold and ABBRV 
keys, type a two character name to identify the 
abbreviation. See Chapter 10 for details. 

BOT DOCMT 
(Black key, gold lettering) 

Moves the cursor to  last character of the docu- 
ment. The screen will be blank until reposition- 
ing is completed. 

BREAK (Red) 

This key is not used for word processing. 

CAPS LOCK 
(Blue) 

Pressing the gold and this key lets you type the 
letters A through Z in upper case. When pressed, 
this key stays locked until pressed again. Press- 
ing this key does not affect the numbers or punc- 
tuation marks. 

CENTR 
(Black key, gold lettering) 

Pressing the gold and this key centers the line of 
text. Press the gold and the CENTR keys at the 
end of the line to be centered. See Section 8.1 for 
details. 

CMND 
(Black key, gold lettering) 

Pressing the gold and this key the first time in- 
serts a line of dashes centered with the words 
START PRINT CONTROL. The second time 
the gold and the C M N D  keys are pressed inserts 
a line of dashes centered with the words END 
PRINT CONTROL. Between these two lines 
must be typed a header or footer (see Chapter 
14), comment (see Section 16.1), multicolurnn 
printing command (see Section 13.3.3), or page 
numbering reset command (see Section 14.4). 

Each of these lines counts as one word process- 
ing character so you can remove it by position- 
ing the cursor on the line and pressing the DEL 
CHAR key. 

CONT SRCH 
(Black key, gold lettering) 

Pressing the gold and this key continues search- 
ing for the same phrase again after the first oc- 
currence is located. Searching continues in the 
same direction as it started. See Chapter 7 for 
details. 

CONT SRCH & SEL 
(Black key, gold lettering) 

Pressing the gold and this key searches for a 
specified phrase and automatically selects it for 
subsequent action (cutting, or replacing with 
other text). See Chapter 7 for details. 

COPY (Red) 

This key is not used for word processing. 
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Table A-1 (Cont) 
Main Keyboard Keys 

CTRL (Red) 

This key is not used for word processing. 

DATE & TIME 
(Black key, gold lettering) 

Pressing the gold and this key inserts the current 
date and time in the document at the point 
where the cursor is presently located, e.g. 
3/29/76 Mon 12:02:10. Date and time must be 
typed when you start up the system. See Section 
2.4 for details if you are using either a WS78 or 
WS100 system; Section 2.5, for a WS102 system. 

DEAD KEY 
(Black key, gold lettering) 

Pressing the gold and this key causes two or 
more characters to be printed on top of one an- 
other (overstruck). Position the cursor under the 
second character before pressing the gold and 
this key. The character above the cursor and the 
one to its left will be replaced with the f symbol 
(the two characters will no longer be displayed). 
Overstruck characters can be redisplayed by 
positioning the cursor under the f symbol and 
pressing the gold and the DEAD keys again. See 
Section 9.2 for details. 

ESC (Red) 

This key is not used for word processing. 

FILE DOCMT 
(Black key, gold lettering) 

Pressing the gold and this key stores the docu- 
ment that is currently being used. The system 
will prompt you for the name of the document to 
be inserted. See Section 3.3 for details. 

GET DOCMT 
(Black key, gold lettering) 

Pressing the gold and this key inserts a copy of a 
document into the document currently being 
used. The system will prompt you for the name 
of the document to be inserted. See Section 5.1.3 
for details. 

HALT 
(Black key, gold lettering) 

Pressing the gold and this key stops the follow- 
ing current word processing operations: the gold 
key followed by either ABBRV, LIBRY, GET 
DOCMT, SEARCH, ADVANCE, BACK UP, 
BOT DOCMT, a list processing merge, any blue 
grammatical key, or a user defined key. 

HYPH PULL 
(Black key, gold lettering) 

Pressing the gold and this key pulls the last letter 
from the previous line to the beginning of the 
current line. Use this key if you push too many 
characters with the HYPH PUSH key. See Sec- 
tion 11.2 for details. 
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Table A-1 (Cont) 
Main Keyboard Keys 

HYPH PUSH 
(Black key, white lettering) 

Pressing this key pushes the first letter on the 
current line back to the end of the last line where 
it will appear (if it fits) followed by a hyphen. See 
Section 11.2 for details. 

LIBRY 
(Black key, gold lettering) 

Pressing the gold and this key copies text from 
the paragraph library document into the docu- 
ment currently being used. See Section 10.2 for 
details. 

MENU 
(Black key, gold lettering) 

Pressing the gold and this key displays the Main 
Menu. I f  pressed while creating or editing a 
document, displays the Editor Menu on the 
screen. 

NEW PAGE 
(Black key, gold lettering) 

Pressing the gold and this key inserts a NEW 
PAGE mark in the document. The text which 
follows the mark will always be printed on a new 
page. Use this for text that must start on a new 
page (such as a title page or new chapter). The 
cursor will stop on the first nonblank line fol- 
lowing this mark when the mini keyboard 
PAGE key is pressed. This mark counts as one 

word processing character and can be removed 
by positioning the cursor on the line and press- 
ing the DEL CHAR key. See Section 12.2 for 
details. 

Numbers 0 through 9 
(Black key, white lettering) 

Pressing the gold key and then typing one of the 
numbers 0 through 9 inserts the keystrokes pre- 
viously saved with a user defined key into your 
document. See Chapter 15 for details. 

PAGE MARKER 
(Blue key, gold lettering) 

Pressing the gold and this key inserts a PAGE 
MARKER in the document. This causes the text 
which follows to be printed on a new page only 
when you tell the system to use the PAGE 
MARKERS and not automatically determine 
page endings while printing. See Section 12.3 for 
details. 

PARA MARKER 
(Black key, gold lettering) 

Pressing the gold and this key inserts a mark in 
the text to identify the beginning of a new para- 
graph. The following text will start on a new 
line. In addition, if a paragraph indent (letter P) 
is set in the current ruler, succeeding text is in- 
dented to  the indicated typing position. When 
the mini keyboard PARA key is pressed, the cur- 
sor will stop on the first character after this 
mark. See Section 6.1.2.3 for details. 
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Table A-1 (Cont) 
Main Keyboard Keys 

PRINT HYPH 
(Black key, gold lettering) 

Pressing the gold and this key inserts a visible 
hyphen in a compound word. This hyphen will 
always appear in the word regardless of its posi- 
tion on a line. If the word crosses the right mar- 
gin, the system will attempt to break it a t  the 
hyphen. See Section 11.1 for details. 

Holding down the shift key at the same time as 
pressing PRINT HY PH inserts an “invisible” 
hyphen in a word. This hyphen will appear in the 
text only if the word crosses the right margin. 
See Section 11.3 for details. 

REPEAT (Blue) 

Pressing this key lets you repeat the action of a 
main or mini keyboard key (such as typing a line of 
periods or dashes). Hold REPEAT down when 
pressing the key you want repeated. Be careful 
when using the REPEAT key; it is very easy to 
repeat more than intended. 

REPLC 
(Black key, gold lettering) 

Pressing the gold and this key replaces selected 
text with text you previously put into the paste 
area (by cutting). Use this key in conjunction 
with the gold CONT SRCH & SEL key to locate 
and change multiple occurrences of the same 
phrase throughout a document. See Section 7.2 
for details, 

RUB CHAR OUT 
(Black key, white lettering) 

Pressing this key deletes (erases) the character 
to the left of the cursor. 

RUB LINE 
(Black key, gold lettering) 

Pressing the gold and this key deletes (erases) a 
complete line to the left of the cursor. 

RUB SENT 
(Black key, gold lettering) 

Pressing the gold and this key deletes (erases) a 
complete sentence to the left of the cursor. A 
word processing sentence is any amount of text 
followed by a period, question mark, exclama- 
tion point, tab, hard return, PAGE MARKER, 
or NEW PAGE mark. If any spaces appear to 
the immediate left of the cursor, pressing the 
RUB SENT key removes both the spaces and 
the preceding sentence. 

, 

RUB WORD OUT 
(Black key, white lettering) 

Pressing this key deletes (erases) the word plus 
all spaces, hard returns, tabs, paragraph marks, 
PAGE MARKERS, or NEW PAGE MARKS, 
to the immediate left of the cursor. 

/- 
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Table A-1 (Cont) 
Main Keyboard Keys 

RULER 
(Black key, gold lettering) 

Pressing the gold and this key displays the cur- 
rent ruler settings. See Chapter 6 for details. 

SCROLL (Red) 

This key is not used for word processing. 

SHIFT (Blue) 

Pressing the gold and this key lets you type a 
character that appears at the top position of a 
number or  punctuation mark key or a single up- 
per case letter. There are two SHIFT keys, one 
at the left of the bottom row and one at the right. 
These keys d o  not lock; you must hold SHIFT 
down for each keystroke. 

SRCH 
(Black key, gold lettering) 

Pressing the gold and this key moves the cursor 
forward (or backward) in the text to the first 
match with the phrase typed after the prompt 
“ENTER PHRASE:” is displayed on the screen. 
Press the ADVANCE key after specifying the 
phrase to start a forward search, the BACK U P  
key to start a backward search. Use the RUB 
CHAR OUT or RUB WORD OUT keys to cor- 
rect characters in the phrase. Upper case (capital 
letters) in the phrase will match only upper case 
letters in the text but lower case will match either 
case. The system will buzz if no  match is found. 
See Chapter 7 for details. 

SUB SCRIPT 
(Black key, gold lettering) 

Pressing the gold and this key moves a character 
down one half-line when printed (not shown on 
the display screen). See Section 9.1 for details. 

SUPER SCRIPT 
(Black key, gold lettering) 

Pressing the gold and this key moves a character 
up one half-line when printed (not shown on the 
display screen). See Section 9.1 for details. 

TAB CENTER (Blue) 

This key is not operational. Pressing the gold 
and this key causes the system to buzz. 

TOP DOCMT 
(Black key, gold lettering) 

Pressing the gold and this key moves the cursor 
directly to the top (first line) of the documen‘t. 
The screen will display the message “--DOCU- 
MENT FILING-” until repositioning is com- 
pleted. This action is equivalent to filing a 
document and then requesting to edit it again 
(because the system updates bookkeeping infor- 
mation as if the document had been filed). 

VIEW 
(Black key, gold lettering) 

Pressing the gold and this key shows the results 
of certain typing actions that are not normally 
displayed on the screen (such as tabs, underlines, 
hard and word wrap returns). After pressing the 
gold and VIEW keys, you can view successive 
lines by pressing the mini keyboard LINE key. 
You can redisplay the text in its original format 
by pressing the gold and VIEW keys again. 
Pressing any other key when viewing text redis- 
plays the original text format but also inserts 
that keystroke into your document. See Appen- 
dix D for details. 
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A.2 THE MINI KEYBOARD 
The mini keyboard contains keys used fior edit- 
ing and organizing text. They are grouped by 
color (blue, white, red, black, and gold) ;accord- 
ing to the functions performed. 
The blue keys with white letters are used it0 posi- 
tion the cursor in a document so you can inspect 
the text, make changes, or type new material. 
They are called grammatical keys because they 
move the cursor by a grammatical amount 
(word, line, sentence, paragraph, page). The blue 
mini keyboard keys are described in Table A-2. 

The white keys with black letters are mode keys. 
Two of them, the ADVANCE and BACK UP 

keys, set a direction mode and also move the 
cursor one character forward or backward. Af- 
ter pressing either of these mode keys, you can 
then move the cursor with any of the blue 
grammatical keys in the direction just set. The 
LSEL (for SELect), UPPER CASE, BOLD, and 
UNDER LINE keys set an action mode in addi- 
tion to  setting a forward direction mode. After 
pressing one of these four mode keys, you can 
1 hen use any of the blue grammatical keys to in- 
dicate how much text is to be selected (for other 
action), displayed as upper case characters, 
marked for boldface printing, o r  marked for un- 
derlined printing. The white mini keyboard keys 
are described in Table A-3. 

801 8-214 
Figure A-3 Mini Kieyboard 
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The red keys with white letters are the deletion 
keys. They are colored red to warn you that text 
is deleted when these keys are used. These keys 
are described in Table A-4. 

The black keys are used for two special editing 
functions: SWAP transposes two characters, and 

PASTE inserts previously-typed text. These keys 
are described in Table A-5. 

The gold key activates the gold-lettered func- 
tions of the main keyboard keys. If you acciden- 
tally press the gold key, press the HALT key to 
cancel its effect. 
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Table A-2 
Mini Keyboard Blue Keys 

LINE SENT 

Moves the cursor from the beginning of one line 
to another. A line is what is displayed on the 
screen between the left and right margins. 

PAGE 

Moves the cursor from the beginning of one 
page to the beginning of the next provided you 
previously inserted PAGE MARKERS or NEW 
PAGE marks in your document (see Chapter 
12). If the document does not contain any, press- 
ing this key is equivalent to pressing either the 
gold and the ADVANCE or the gold and the 
BACK U P  keys. (Even though you may have 
printed your document and noticed that the 
word processing system automatically allocated 
it to pages, you cannot then use the PAGE key 
to move by pages through the document.) 

Moves the cursor from the beginning of one sen- 
tence to the beginning of the next sentence. A 
word processing sentence is any amount of text 
which is followed by a period, question mark, 
exclamation point, tab, hard return, PAGE 
MARK, or NEW PAGE mark. A word process- 
ing sentence may not be the same as defined by 
English grammar. For example, “Is pi equal to  
3.1416?” is really two word processing sentences 
because it contains one question mark and one 
period. 

TAB POS 

Moves the cursor from the beginning of one tab 
position to the next. If no tabs are present on the 
current line, moves the cursor to  the beginning 
of the next line. 

WORD 
PARA 

Moves the cursor from the beginning of one par- 
agraph to  the next. A paragraph is either of the 
following: 

1 .  Text that is separated by two hard returns. 

2. Text that is marked with a paragraph mark 
(by pressing the gold and the PARA 
MARKER keys) when the ruler contains a 
paragraph indent (letter P) setting. See Sec- 
tion 6.1.2.3 for details on typing indented 
paragraphs. 

Moves the cursor from word to word. A word is 
a group of characters followed by a space, tab, 
hard carriage, return, or page break marker. For 
example, “easy-to-use” is one word. If it were 
typed “easy - to  - use” it would be five words 
(“easy,” “to,” “use,” plus two dashes). Each 
dash is an individual word because it is followed 
by a space. 

<> 

Moves the cursor from the first character after 
one right angle bracket (>) character to another. 
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Table A-3 
Mini Keyboard White Keys 

ADVANCE 

Moves the cursor forward one character at a 
time. Also, places the system in the advance di- 
rection mode, allowing the cursor to be moved 
toward the bottom of the document by using the 
WORD, LINE, SENT, PARA, TAB POS, <>, 
and PAGE keys. Pressing the gold and the AD- 
VANCE keys moves the cursor continuously to- 
ward the bottom of the document (this action 
can be stopped by pressing the gold and the 
HALT keys). The system will buzz if the AD- 
VANCE key is pressed when the cursor is posi- 
tioned at the bottom of the document. 

BACK UP 

Moves the cursor backward one character a t  a 
time. Also, places the system in the backup di- 
rection mode, allowing the cursor to  be moved 
toward the top of the document by using the 
WORD, LINE, SENT, PARA, TAB POS, <>, 
and PAGE keys. Pressing the gold and the 
BACK UP keys moves the cursor continuously 
toward the top of the document (this action can 
be stopped by pressing the gold and the HALT 
keys). The system will buzz if the BACK UP key 
is pressed when the cursor is at the top of the 
document. It will then reverse the direction 
mode to forward. 

BOLD 

Marks the character above the cursor for bold- 
facing when printed. Also, places the system in 

the advance and boldface mode so that pressing 
the WORD, LINE, SENT, PARA, TAB POS, 
PAGE, and <> keys marks additional text for 
boldfacing. Press the ADVANCE or BACK U P  
key to terminate the boldface mode. Boldfacing 
can be removed by pressing the gold key before 
pressing the BOLD key. This puts the system in 
the advance and boldface removal mode, similar 
to the advance and boldface mode. Once bol- 
dfacing is removed, press the ADVANCE or 
BACK UP key to  terminate the mode. See Sec- 
tion 8.2 for details. 

SEL 

Marks the beginning or end of text for sub- 
sequent word processing action (cutting and pas- 
ting, changing to upper or lower case, marking 
for boldface or underlined printing, removing 
boldface or underline markings, subscripting, 
superscripting, or forming into a composite 
character) by placing a white square on the dis- 
play screen. After pressing this key, either move 
the cursor to the other end of the selected text or 
type additional text (when you press SEL, the 
character above the cursor will be part of the se- 
lected text if you move the cursor forward but 
will not be part if you move the cursor back- 
ward). Then press the desired key(s). The se- 
lected text will be changed according to the 
key(s) just pressed and the white square removed 
from the screen. If you accidentally press the 
SEL key, press it a second time (the cursor will 
then be located where the SEL key was first 
pressed). 
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Table A-3 (Cont) 
Mini Keyboard White Keys 

UNDER LINE 

Marks the character above the cursor for under- 
lining when printed. Also, places the system in 
the advance and underline mode so that pressing 
the WORD, LINE, SENT, PARA, TAB POS, 
PAGE, and <> keys marks additional text for 
underlining. Press the ADVANCE or BACK 
UP key to terminate the underline mode. Under- 
lining can be removed by pressing the gold key 
before pressing the UNDERLINE key. This 
puts the system in the advance and underline re- 
moval mode, similar to the advance and under- 
line mode. Once underlining is removed from all 
characters, press the ADVANCE or BACK UP 
key to terminate the mode. See Section 8.2 for 
details. 

UPPER CASE 

Changes the character above the cursor to upper 
case (capital letter). Also, places the system in 
the advance and upper case mode so that press- 
ing the WORD, LINE, SENT, PARA, TAB 
POS, PAGE, or <> changes additional text to 
upper case. Press the ADVANCE or BACK UP 
key to terminate the upper case mode. Upper 
case letters can be changed to lower case by 
pressing the gold key before pressing the UP- 
PER CASE key. This puts the system in the ad- 
vance and upper case removal mode, similar to 
the advance and upper case mode. Once all char- 
acters are changed to lower case, press the AD- 
VANCE or BACK UP key to terminate the 
mode. See Section 8.2 for details. 
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Table A-4 
Mini Keyboard Red Keys 

CUT 

Removes selected text from your document and 
stores it in the system’s paste area. (You must 
press the white mini keyboard SEL key at one 
end and move the cursor to  the other before 
pressing this key). A maximum of 7500 charac- 
ters, or three pages, may be cut (the system will 
buzz if you try to cut more). To put text into the 
paste area without deleting it from the docu- 
ment, press the gold key and the CUT keys. See 
Section 5.4.4 for details. 

DEL CHAR 

Deletes (erases) the character above the cursor. 
The character can be restored by pressing the 

gold key and then the DEL CHAR key again. 
Repeatedly pressing this key deletes characters 
to the right of the cursor. However, only the last 
character deleted can be restored. 

DEL WORD 

Deletes (erases) the remainder of the word above 
and to the right of the cursor including any 
spaces, hard returns, tabs, paragraph o r  center- 
ing marks, PAGE MARKERS, or NEW PAGE 
marks that follow. The word can be restored by 
pressing the gold key and then the DEL WORD 
key again. Repeatedly pressing this key deletes 
words to the right of the cursor. However, only 
the last word deleted can be restored. 

Table A-5 
Mini Keyboard Black Keys 

PASTE 

Copies the text from the paste area into your 
document so that it conforms to the current text 
ruler. The text in the paste storage area may be 
repeatedly inserted by pressing the PASTE key 
again. T o  preserve the pasted text’s ruler, place 
the text into the paste area by using the CUT key 
(and not the gold and CUT keys), position the 
cursor a t  the insertion point, and press the gold 

key before the PASTE key. See Section 5.4.4 for 
details. 

SWAP 

Interchanges the character above the cursor with 
the character immediately to its right. Positions 
the cursor under the character just moved for- 
ward (i.e., the one on the right). See Section 5.4.1 
for details. 
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APPENDIX B 
MAIN MENU OPTIONS 

This Appendix provides cross-references for all 
Main Menu options. Where the option is de- 
scribed in this Reference Manual, a cross-refer- 
ence to  the exact chapter or section is supplied. 
Where the option is described in a separate 

document, the title and DIGITAL part number 
of the document are supplied. 

Here is the first Main Menu page: 

91 13-1 1 R1-A0146 

Figure B-1 Main Menu Page One 
(Version 2.7) 
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M113-12A0385 

Figure B-1 Main Menu Page One 
(Version 3.0) 

Option Cross-reference 

C Chapter 3 

E Chapter 5 

P Chapter 13 

I Section 4.1 

D Section 17.1 (Version 3.0 only) 

Option Cross-reference 

F Section 2.7 for WS78 and WSlOO 
Section 2 . 8  for WS102  and  
w s 2 0 2  

M Typing the letter M and pressing 
the RETURN key causes ithe 
next Main Menu page to be clis- 
played on the screen. 
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Here is the second Main Menu page: 

91  13 -5Rl -AO149  

(Version 2.7) 

M113-13A0386  

(Version 3.0) 
Figure B-2 Main Menu Page Two 
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Option Cross-reference Option Cross-reference 

S Sections 13.5 and 13.6 RL Section 13.7 

R Sections 13.5 and 13.6 CI Section 4.3 (Version 3.0 only) 

N Section 13.5 M Typing the letter M and pressing 
the RETURN key causes the 

D next Main Menu page to be dis- 
played on the screen, 

SL Section 13.7 

Section 17.1 (Version 2.7 only) 

Here is the third Main Menu page: 

91 13-7Rl-AO150 

Figure B-3 Main Menu Page Three 
(Version 2.7) 

, 
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M113-14AO387 

Figure B-3 Main Menu Page Three 
(Version 3.0) 

Option Cro s - r  eference Option Cross-reference 

so Appendix G, Word Processing DK 
System Communications Op- 
tions User’s Manual, AA-5264C- LP 
TK (Version 3.0 only) 

MC Section 17.2 

RD Sections 2.6 for WS78 and  
WS100 
Section 2.7 for WS102 and 
ws202 

M 

Section 15.1 

Word Processing System List 
Processing User’s Manual, AA - 
5269B - T K  

Typing the letter M and pressing 
the RETURN key causes the 
next Main Menu page to be dis- 
played on the screen. 

CI Section 4.3 (Version 2.7 only) 
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Here is the fourth Main Menu page: 

91 13-9 R 1 -A01 47 

(Version 2.7) 

M113-15A0388 

(Version 3.0) 

Figure B-4 Main Menu Page Four 
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Option 

cx 

DX 

AD 

AX 

C Toss-r efere nce Option 

Word Processing System Com- M 
munications Options User’s 
Manual, AA-5264C-TK 

Word Processing System Com- 
munications Options User’s 
Manual, AA-5264C- TK 

Word Processing System Com- 
munications Options User’s 
Manual, A A-5264C-TK (Version 
2.7 only) 

Word Processing System Com- 
munications Options User’s 
Manual, AA-5264C-TK (Version 
3.0 only) 

Cross-reference 

For WS78 and WSloO systems, 
typing the letter M and pressing 
the RETURN key causes the 
first Main Menu page to be dis- 
played on the screen. 

For WS102 and WS202 systems, 
typing the letter M and pressing 
the RETURN key causes the 
next Main Menu page to be dis- 
played on the screen. 

Here is the fifth Main Menu page. This page ap- 
pears only in WS102 and WS202 systems. 

91 13-1 1 R 1-A0148 

Figure B-5 Main Menu Page Five (Version 2.7) 
(WS102 and WS202 Systems Only) 
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M123-17-A0260 

Figure B-5 Main Menu Page Five 
(Version 3 .O) 

Cross-reference Option Cross-reference Option 

ss Section 18.1 

VS Section 18.1 

X K  Section 18.1 

SP Section 18.2 

SD Word Processing System Com- ’ 

munications Options User’s 
Manual, AA-5264C-TK (Version 
2.7 only) 

M Typing the letter M and pressing 
the RETURN key causes the 
first Main Menu page to be dis- 
played on the screen. 

,- 
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If you are operating a word processing system 
that has four diskette drives, you can reference 
documents on all four diskette drives. Referen- 
cing a document means to  create, edit, print, de- 
lete, o r  copy it, or to specify a nonstandard 
abbreviation or  paragraph library document. In 
addition, you can use the index of each of the 
four diskettes. 

APPENDIX G 
USING SYSTEMS THAT HAVE 

FOUR DISKETTE DRIVES 

The numbers that appear above the diskette 
drive handles (0,1,2,3) are used in identifying 
documents by both you and the system. YOU 
have to type a diskette drive number only when 
you want a document that is stored on other 
than your system or document diskette. The sys- 
tem always uses the diskette drive number in any 
menu or message that includes information 
about a document (such as asking you if you 
want t o  edit the document you used previously). 
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8899-6BW-A0144 

Figure (2-1 Four Diskette Drives 
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C.1 REFERENCING A DOCUMENT 
T o  reference a document, precede the document 
name or number with the diskette drive number 
and a period. No spaces are permitted. For ex- 
ample, to print a document called “inventory” 
which is stored on a diskette in drive two, type 
the following: 

P 2.inventory 

You may omit typing the diskette drive number 
when referencing a document stored on a docu- 
ment diskette in any one of the following situa- 
tions. 

1. Drive one in a WS78 or WS100 system hav- 
ing either two or four drives. 

2. Drive one for the main user of a WS102 
or WS202 system. 

3. Drive three for the other user of a WS102 
or WS202 system. 

For example, to create a document called “out- 
line” to  be stored on a diskette in drive one for 
the main WS102 user, type either of the follow- 
ing: 

C outline 
C 1.outline 

Similarly, you may reference documents stored 
on your system diskette by preceding the docu- 
ment name or number with either a ( character 
or the number zero and a period. 

The following restrictions apply to  referencing 
documents in a WS102 or WS202 system. 

1. Two users may not edit 
ment at the same time. 

or print a docu- 
Two users may, 

2. 

3.  

however, both get a copy of the same docu- 
ment simultaneously (by means of the gold 
and GET DOCMT keys) or may use the 
same abbreviation or paragraph library 
document simultaneously . 

I f  one user is performing a diskette mainte- 
nance operation, the other user cannot ref- 
erence any document on that diskette. The 
system will display a warning message if 
this occurs. 

If only one person is operating the system, 
there may be one system diskette (drive 
zero) and three document diskettes in the 
drives. However, if two people are oper- 
ating the system, there must be two system 
diskettes (drives zero and two) and may be 
only two document diskettes (drives one 
and three). 

If you switch terminals (WS102 and WS202 
systems only), the system automatically adjusts 
for the standard abbreviation and paragraph library 
documents (documents two and three respectively 
on the system diskette). For  example, you might 
use documents on WS102 diskette drive number 
one in the morning. After lunch you return to the 
WS202 system, find the main terminal in use, and 
therefore use the second terminal. When you 
insert your system and document diskettes (same 
ones as used in the morning) in drives two and 
three, the word processing system automatically 
recognizes that the standard abbreviation and 
boilerplate documents are now stored on diskette 
drive two. 

If you use nonstandard library documents (see 
Section 10.5) and switch terminals, the system 
will nevertheless assume you want to use the 
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standard library documents. Either respecify the 
library documents (see Section 10.5), or do the 
following: 

1. Insert the system diskette previously used 
in the left drive. 

2. Type the letter F when any Main Menu 
page is displayed on the screen and press 
the RETURN key. The “FINISHED US- 
ING T H E  SYSTEM” message will be dis- 
played on the screen. 

3. 

c.2 

Press the RETURN key to display the 
Main Menu. 

USING THE DISKETTE INDEX 
To use a diskette index, type the letter I, a space, 
the diskette drive number (you may optionally 
put a period after the number) and press the RE- 
T U R N  key. For example, to use the index for 
diskette drive number three, type the following: 

You may omit typing the diskette number to  use 
the index for the document diskette in any one of 
the following situations: 

1 .  Drive one in a WS78 or WS100 system hav- 
ing either two or four drives. 

2. Drive one for the main user of a WS102 
or WS202 system. 

3. Drive three for the other user of a WS102 
or WS202 system. 

You may type either of the following to use the 
index for the system diskette (drive zero) for a 
WS78 system having four diskette drives or for 
the main user of a WS102 system. 

I (  
I O  

The second user of a WS102 or WS202 system 
may type either of the following to use the index for 
the system diskette (drive two). 

I 3  
I (  
I 2  
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APPENDIX D 
VIEWING TEXT 

“Viewing” text allows you to inspect your docu- 
ment for the results of certain typing actions that 
are not displayed on the screen (tabs, underlines, 
etc.). To view text, press the gold and the VIEW 
keys. 

The screen display will show half as many lines 
as previously plus viewing symbols wherever 
relevant. Table D-1 describes the viewing sym- 
bols that may be displayed. 

MK-0065 

Figure D-1 Main Keyboard VIEW Key 

D- 1 



,- 

When text is viewed, you can do one of the fol- 
lowing actions: 

1 .  View additional, successive lines of text by 
pressing the mini keyboard LINE key. 

Symbol 

4 
0 

n 

Cd 

* 

2. Restore the standard screen display by 
pressing either the gold and VIEW keys 
again or the ADVANCE key. 

Pressing any other key (main or mini keyboard) 
when viewing text restores the standard screen 
display in addition to performing the key’s ac- 
tion. 

Table D-1 Viewing Symbols 

Means Explanation 

Hard return 

Word wrap return 

Tab 

Spaces 

User pressed the RETURN key at end of line. 

System automatically inserted a return at  the end of a 
line. 

User pressed the TAB key (see Section 6.1.2.5). 

Inserted by the system in three different places: 

1. Between the typing position where the TAB key was 
pressed and the next tabbed word (or the right margin 
if the line does not contain another tab stop). 

2. Between typing position 1 and the left margin (when 
the left margin is set beyond position 1). 

3. Between the left margin and the first character of 
centered text. 

Paragraph indent 

Centered text 

Boldface 

Underline 

The next word starts on a new line and is indented (pro- 
vided the ruler contains the letter p). Created with the 
gold and PARA MARKER keys and the letter P in the 
ruler (see Section 6.1.2.3). 

All text on the line is centered. Created with the gold 
and CENTR keys (see Section 8.1). 

Character will be printed in boldface (overprinted three 
times). Created with the BOLD key (see Section 8.2). 

Character will be underlined when printed. Created with ,’ 
the UNDER LINE key (see Section 8.2). 
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Table D-1 Viewing Symbols (Cont) 

Symbol 

- - 

9 

Q 

a 

A 

I 

f 

Means 

Bold and underline 

Superscript 

Superscript and bold 

Subscript 

Subscript and bold 

Possible hyphenation 
point 

Composite character 

End of text 

Select point 

Explanation 

Character will be overprinted three times and also un- 
derlined. Created with both the BOLD and UNDER 
LINE keys (see Section 8.2). 

Character will be printed one half-line above the level of 
the line. Created with the gold and SUPER SCRIPT 
keys (see Section 9.1.1). 

Character will be printed as a superscript and boldfaced. 
Created with the gold and SUPER SCRIPT keys and 
the BOLD key (see Sections 9.1.1 and 8.2). 

Character will be printed one half-line below the level of 
the line. Created with the gold and SUB SCRIPT keys 
(see Section 9.1.1). 

Character will be printed as a subscript and boldfaced. 
Created with the gold and SUB SCRIPT keys and the 
BOLD key (see Sections 9.1.1 and 8.2). 

User did one of the following actions 

1. Pressed the gold and PRINT HYPH keys to insert a 
breaking hyphen in a word (see Section 11.1). 

2. Hyphenated a word by using the gold, HYPH PUSH, 
and/or HYPH PULL keys (see Section 11.2). 

3. Inserted an invisible hyphen in a word (see Section 
1 1.3), 

Two or  more characters will be printed in the same posi- 
tion. Created with the gold and DEAD keys (see Section 
9.2). 

Supplied by the word processing system to indicate the 
end of the document. 

User pressed the mini keyboard SEL key. 
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APPENDIX E 
RULER SETTING 

CHARACTERS 

Table E- 1 summarizes all allowable ruler setting 
characters and supplies a cross-reference to the 

appropriate location in this Reference Manual 
for additional information. 

Table Erl 
Summary of Ruler Setting Characters 

Ruler 
Char act er 

C 

D 

F 

H 

J 

L 

Meaning 

Centering point 

Left margin position 
double-spaced 

Left margin position, 
half- li ne spaced 

Hyphenation zone 

Right margin position, 
justified (lined up evenly 
on right) 

Left margin position, 
single-spaced 

For Additional 
Information 

Section 8.1 

Section 6.1.2.1 

Section 6.1.2.1 

Section 11.5 

Section 6.1.2.2 

Section 6,1.2.1 
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Table E-1 
Summary of Ruler Setting Characters (Cont) 

Ruler 
Character 

N 

P 

R 

T 

W 

> 

Meaning 

Left margin position, 
space and one half 
spaced 

Automatic paragraph in- 
dent 

Right margin position, 
ragged 

Left-justified tab 

Automatic word wrap in- 
dent 

Right-justified tab 

Decimal-aligned tab 

For Additional 
Information 

Section 6.1.2.1 

Section 6.1.2.3 

Section 6.1.2.2 

Section 6.1.2.5 

Section 6.1.2.4 

Section 6.1.2.5 

Section 6.1.2.5 

_-- 
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Keystroke 

Gold and ABBRV 
Gold and ADVANCE 
ADVANCE 
Gold and BACK UP 
BACK UP 
Gold and BOLD 
BOLD 
Gold and BOT DOCMT 
Gold and CENTR 
Gold and CMND 
Gold and CONT SRCH 
Gold and CONT SRCH & SEL 
Gold and CUT 
CUT 
Gold and DATE + TIME 
Gold and DEAD KEY 
Gold and DEL CHAR 
DEL CHAR 
Gold and DEL WORD 
DEL WORD 
Gold and FILE DOCMT 
Gold and GET DOCMT 
Gold and HALT 
Gold and HYPH PULL 
HYPH PUSH 
Gold and LIBRY 
LINE 
Gold and MENU 

APPENDIX F 
HOW NONTEXT KEYSTROKES ARE DISPLAYED 

WHEN TYPED INTO A USER DEFINED KEY 

Displays As 

Gold: = 

Advanc 
G-Back 
Backup 

Bold 
Go1d:B 
Go1d:C 
Gold: ( 
Gold:. 
Gold:/ 
G-Cut 
c u t  
Gold:\ 
Go1d:D 
G-Del 
Delchr 
G-Del 
Del Wrd: 
Go1d:F 
Go1d:G 
Not possible to include Terminates definition, 
Hypull 
Hypush 
Go1d:L 
Line 
Go1d:M 

G-Adv 

G-Bold 
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Keystroke 

, 

Displays As 

Gold and NEW PAGE 
PAGE 
Gold and PAGE 
Gold and PAGE MARKER 
PARA 
Gold and PARA MARKER 
Gold and PASTE 
PASTE 
Gold and PRINT HYPH 
Gold and REPLC 
RETURN 
RUB CHAR OUT 
Gold and RUB LINE 
Gold and RUB SENT 
RUB WORD OUT 
Gold and RULER 
SEL 
SENT 
Space 
Gold and SRCH 
Gold and SUB SCRIPT 
Gold and SUPER SCRIPT 
SWAP 
TAB 
TAB POS 
Gold and TOP DOCMT 
Gold and UNDER LINE 
UNDER LINE 
Gold and UPPER CASE 
UPPER CASE 
Gold and VIEW 
WORD 
<> 

Go1d:N 
Page 
G-Page 
Gold: P 
Para 
Parmrk 
G-Pste 
Paste 

Gold:’ 
Return 
Rubchr 
Rublin 
Rubsen 
Rubwrd 
Gold: R 
Sel 
Sent 
Space 
Gold:, 
Go1d:A 
Go1d:Q 
Swap 
Tab 
Tabpos 
Go1d:T 
G-Undr 
Under 
G-Uppr 

Go1d:V 
Word 
<> 

Gold:- 

Upper 
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This Appendix applies to version 3.0 only. 

When a serial draft printer (DIGITAL part 
number LA180-Ex) is connected to the WS78 
auxiliary communications port, it is necessary 
that the value of System Options Menu setting 
DP2 indicate the printer’s baud rate (commu- 
nications line speed). Do the following: 

APPENDIX G 
USING THE WS78 AUXILIARY 

COMMUNICATIONS PORT 

1 .  Type the letters SQ and press the RETURN 
key when any Main Menu page is displayed 
on the screen. This action causes the Sys- 
tem Options Menu to  be displayed on the 
screen. 

M113-16AO389 

Figure G-1 System Options Menu 
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2. Type the letters CC and press the RETURN 
key. This action causes the Commu- 
nications Settings Menu to be displayed on 
the screen (see below). 

3. Inspect the baud rate value displayed for set- 
ting DP2. If this value is equal to the baud 
rate of the serial printer attached to the 
auxiliary communications port, omit step 4 
below and return to other word processing 
work. Just press the gold and the MENU 
keys once, to redisplay the System Options 
Menu, and a second time, to redisplay the 
Main Menu. 

4. Type the letters DP2, a space, the baud rate 
of the serial printer, and press the RETURN 
key to change the value of setting DP2. 
Then press the gold and the MENU keys 
once, to redisplay the System Options 
Menu, and a second time, to redisplay the 
Main Menu. 

Here are the allowable values for DP2. 

50 
75 

110 
134.5 
150 
300 
600 

1200 

1800 
2000 
2400 
3600 
4800 
7200 
9600 

19200 

The value specified for DP2 will always be in 
effect whenever the same system diskette (as 
used to set DP2) is used. This system action oc- 
curs because the value of DP2 is stored on the 
system diskette. 

M113-1A0381 

Figure G-2 Communications Settings Menu 
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GLOSSARY 

ABBREVI ATION : 
The two letters which denote a particular 
Print Menu setting. For example, CP de- 
notes the “number of Copies” setting. 

ABBREVIATION LIBRARY DOCUMENT: 
A document that contains groups of words 
or short phrases saved in association with a 
two-ch ar acter abbreviation. Whenever an 
abbreviation is used, the word processing 
system automatically inserts the corre- 
sponding words or phrase into the docu- 
ment currently being typed or edited. 

ALIGNED : 
To be lined up at a particular typing posi- 
tion. For example, if successive entries in a 
column of a table all start a t  the same typ- 
ing position, then they are aligned on the 
left. Conversely, if table entries all end at 
the same position, they are aligned on the 
right. 

ALPHABET IC : 
Either an upper or lower case letter (A-Z) 
of the alphabet. 

ASTERISK : 
Appears in the index to the left of a docu- 
ment entry. The asterisk can be moved to 

any index entry and then the word process- 
ing system can be directed to edit, delete, or 
print that particular document. 

AUTO MATIC: 
Performed by the word processing system 
with no assistance from the typist. 

AUTOMATIC RETURN: 
A carriage return automatically inserted by 
the word processing system. 

BLOCK: 
The word processing unit in which text is 
stored. A block is 512 characters, or ap- 
proximately one paragraph. 

BOLDFACE: 
Text which is printed extra dark (this text is 
boldface). Word processing boldfaced text 
is struck three times. 

BOOTSTRAP: 
T o  put a computer program into the termi- 
nal so it can begin functioning as a word 
processor. 

BOTTOM MARGIN: 
Lines between the last line of text printed 
per page and the bottom edge of the paper. 

GLOSSARY-1 



BREAK: 
To end a printed page and start a new one 
(see Chapter 12) or to hyphenate a word 
across two lines. 

BREAKING HYPHEN: 
A ‘-’ mark used to join two (or more) words 
which may be divided at the end of a line. 

BROWN-OUT: 
A momentary drop in electrical power sup- 
Ply. 

CAPITAL1 ZE : 
To produce upper case letters (A-Z) such as 
THESE WORDS. 

CARRIAGE RETURN: 
The word processing system has two kinds 
of carriage return: word wrap and hard. A 
word wrap return occurs when the system 
determines where a line is to end. A hard 
return occurs when the typist presses the 
RETURN key to end a line. 

CENTER: 
To indicate that a typed line is to be auto- 
matically located an equal distance from 
both the left and right margin positions. 

CENTER POINT: 
Typing position indicated in the docu- 
ment’s ruler, around which text is to be 
centered. 

CHARACTER: 
A single letter, digit, punctuation mark, or 
special symbol produced by pressing a 
main keyboard key. 

CLEAR A RULER: 
To instruct the word processing system that 
no further ruler changes are to be made to a 
displayed ruler. 

COLUMN MARGIN: 
Number of spaces separating multiple col- 
umns. 

COMMENT: 
Text which displays on the screen but is not 
printed . 

COMPOSITE CHARACTER: 
A printed character produced by striking 
two or more characters on top of one an- 
other. 

COMPOUND WORD: 
Two or more separate words joined to- 
gether with a user-supplied hyphen mark, 
such as “user-supplied.” 

CONFIGURATION : 
A grouping of equipment that constitutes a 
particular member of the DIGITAL family 
of word processing systems. 

CONTROLLING USER: 
The WS102 or WS202 user who can type or 
edit a document when the two screens are 
shared. 

COPY: 
To make an extra version of a word pro- 
cesing document or to make a duplicate of 
a diskette. 

CREATE: 
To tell the word processing system a new 
document is to be typed and the name that 
document is to be called. ,- 
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CREATION DATE: 
The date on which a document is created. 

CURRENT TEXT SIZE: 
The number of text lines per page used by 
the word processing system for the current 
document being typed or edited. 

CURSOR: 
A blinking underscore character displayed 
on the screen that marks the current posi- 
tion in text. New typed text is inserted to 
the left of the cursor. 

CUSTOMIZATION POINT: 
A place in a document marked with the < 
and > characters. Such a point may easily 
be located by pressing the mini keyboard 
<> key. 

CUT: 
To remove a piece of text from a word pro- 
cessing document (by means of the CUT 
key). Removed text is placed in a word pro- 
cessing paste area and can be inserted any- 
where (more than once) in the same or a 
differ en t do cumen t. 

DATE AND TIME STAMP: 
Automatic insertion of the current date and 
time into a document. 

DECIMAL-ALIGNED TAB: 
Typing position with which a decimal point 
in a number will be lined up. 

DEFINITION: 
All the characters and keystrokes that are 
acted on when a particular user defined key 
is used. 

DELETE: 
To remove a character, word, line, sen- 
tence, or larger text portion from a docu- 
ment or to  remove a document from 
storage. 

DIGIT: 
The single character numbers 0, 1,2, . .., 9. 

DISKETTE : 
A round piece of magnetic material, about 
the size of a 45-rpm record, on which docu- 
ments and the word processing system soft- 
ware are stored. 

DISPLAY: 
Text, prompts, and error messages which 
are shown on the word processing screen. 

DISPLAY A RULER: 
To instruct the word processing system to 
accept new or changed ruler settings. 

DISPLAY SCREEN: 
The television-like word processing equip- 
ment on which typed text, prompts, and er- 
ror messages are shown. 

DOCUMENT: 
The word processing unit of storage in 
which typed text is saved, similar to a file 
folder in a file cabinet. 

DOCUMENT DESTINATION: 
The type of printer or output device (com- 
munications line, photocomposition ma- 
chine) on which a document is to be 
printed. 
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DOCUMENT NUMBER ONE: 
A document which contains the names of all 
other documents on a particular diskette. To 
change the spelling of a document name, edit 
document number one and retype the new 
name. 

DRAFT PRINTER: 
The word processing printer which pro- 
duces typing comparable to a computer 
printout at an average speed of 21 60 words 
per minute. 

DRIVE: 
The word processing equipment which 
holds a diskette, similar to a phonograph. 

EDIT: 
To bring an existing document to the 
screen for the purposes of inspecting it, 
adding new text, and/or making changes. 

EMBED: 
To place new or changed ruler settings into 
a document. 

ERASE: 
To remove the character, word, line, or 
sentence to the immediate left of the cursor 
by pressing the RUB CHAR OUT, RUB 
WORD OUT, RUB LINE, or RUB SENT 
key respectively. 

ERROR MESSAGE: 
Information which is automatically dis- 
played on the screen when you type an in- 
correct respo nse. 

FIELD SERVICE REPRESENTATIVE : 
The DIGITAL person to contact in the 
event of a word processing hardware or 
software failure. 

FILE : 
To tell the word processing system that t y p  
ing and editing of a particular document 
are complete and it is to be saved for reuse. 

FLOPPY: 
Colloquialism for diskette. 

FOOTER: 
Text that appears in the bottom margin of 
printed pages such as a document title, 
page number, or date. 

FORM : 
A document containing text t o  be printed 
plus indicators of where and what kind of 
information is to be merged when using list 
processing. 

FORM-FEED PAPER: 
A long, continuous sheet of paper whose 
pages are separated by perforations. This 
type of paper is used with the word process- 
ing system so lengthy documents can be 
printed without having to  repeatedly insert 
individual pages. 

HARD RETURN: 
A carriage return inserted by pressing the 
R ETU R N key. 

HARDWARE: 
The word processing equipment including 
the keyboards, display screen, diskette 
drives, and computer. 

HEADER: 
Text that appears in the top margin of 
printed pages such as a document title, 
page number, or date. ,.- 
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HI GHLI GHT: 
To center, underline, boldface, or capitalize 
word processing text. 

HYPHEN: 
A ‘-’ mark used ( 1 )  at the end of a line to 
divide a word into two parts and (2) be- 
tween two words to join them into a com- 
pound word. 

HYPHENATE: 
T o  divide a word into two parts a t  the end 
of a line, putting the first part with a hy- 
phen mark on one line and the second part 
at the beginning of the next line. 

HYPHENATION ZONE: 
The maximum number of typing positions 
in front of the right margin that may re- 
main unused on a line. 

INDEX: 
A screen display showing all documents on 
a diskette with the following information: 
available number of blocks in the area for 
new typing, name and number of each 
document, when each was created and 
most recently modified, the size of each, the 
amount of time used in the most recent 
editing session, and the total amount of 
time spent editing. The index is automat- 
ically created and updated by the word pro- 
cessing system. 

INITIALIZE: 
T o  process a diskette so it can be used for 
storing either documents or the word pro- 
cessing software. 

INVISIBLE HYPHEN: 
A nondisplaying mark indicating where a 
word may be hyphenated should it be posi- 
tioned at the right margin of a line. 

JUST IF1 ED : 
To have text lined up evenly at the right 
margin of a page. 

KEYBOARD : 
The keys by which word processing charac- 
ters are typed and instructions are supplied. 

LEFT MARGIN: 
The typing position where the beginning of 
each line is to appear. Indicated in a docu- 
ment’s rulers. 

LEFT-JUST1 FI ED TAB : 
The typing position where tabbeid text is to 
begin. 

LETTER: 
A single alphabetic character (A-Z) pro- 
duced by pressing one of the main key- 
board keys. Can be either lower or upper 
case. 

LETTER QUALITY PRINTER: 
The word processing printer which pro- 
duces typing comparable to a typewriter at 
an average speed of 540 words per minute. 

LIBRARY DOCUMENT: 
A document that contains groups of text 
saved in association with a “shorthand” 
name. A word processing abbreviation li- 
brary document contains groups of words 
or short phrases while a paragraph library 
document contains groups of paragraphs. 

LINE: 
All text displayed on the screen between 
one particular left margin and right mar- 
gin. 
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LINE LEVEL: 
The invisible horizontal line on which char- 
acters are printed. A subscript or super- 
script is used to print characters below or 
above line level respectively. 

LIST : 
A document containing information that 
may possibly be merged into a form for 
printing when using list processing. 

LIST PROCESSING: 
A word processing feature that allows you 
to produce the same kind of typing many 
times with just certain information varying 
from one piece of typing to another. 

MAIN KEYBOARD: 
The keys by which word processing charac- 
ters are typed. Some main keyboard keys 
may also be used to perform special word 
processing actions. 

MENU: 
A list of word processing options from 
which the typist can choose an action to 
perform, similar to a restaurant menu. 

MINI KEYBOARD: 
A group of 19 word processing keys used 
for editing and organizing text. 

MODIFICATION DATE: 
The date on which a document was last 
edited . 

MULTIPLE COLUMN COMMAND: 
A word processing feature that enables text 
to be typed as one continuous column and 
then be printed with two or more columns 
per page. 

NEW PAGE MARK: 
A mark inserted in a document by pressing 
the gold and NEW PAGE key that forces 
the following text to always be printed on a 
new page, Generally used for the beginning 
of new chapters or for long tables which 
should appear undivided on a single page. 

NONBREAKIN G HYPHEN : 
A ‘-’ mark used to join two (or more) words 
which cannot be divided at the end of a 
line, such as the hyphens in the telephone 
number 617-899-9000. 

NUMBER: 
A single digit (0, 1, 2, ..., 9) or several digits 
typed together (no spaces between any). 
Examples are 3, 25, 1977, 567890. 

0 VERW RITE : 
To save word processing typing in a docu- 
ment that already contains some text. The 
old text is replaced with the new. 

PAGE MARKER: 
A mark inserted in a document to indicate 
that the following text may be printed on a 
new page. 

’ 

PAGE SIZE: 
Number of lines that fit on a printed page 
from the top edge to the bottom. 

PA G I N AT1 0 N : 
To determine where to end a printed page 
and start a new one. 

PARAGRAPH: 
Any text that begins with either two or  
more hard returns or a paragraph mark. 

,- 
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PARAGRAPH INDENT: 
Typing position where the first word of an 
indented paragraph is to appear. 

PARAGRAPH LIBRARY DOCUMENT: 
A document that contains groups of para- 
graphs saved in association with a name 
(maximum. of 16 characters). Whenever the 
name is used, the word processing system 
automatically inserts the corresponding 
paragraph into the document currently 
being typed or edited. 

PARAGRAPH MARK: 
A mark, indicating the start of a new para- 
graph inserted by pressing the gold and the 
PARA MARKER keys. When a para- 
graph indent position is specified in the 
ruler, a paragraph so marked will be in- 
dented. 

PASTE: 
To insert a piece of already-typed text into 
a document. The same piece of text may be 
inserted several times in the same or differ- 
ent documents. Requires use of the CUT 
and PASTE keys. 

PASTE AREA: 
Word processing location where the most 
recently-cut text is kept. Paste area con- 
tents remain unchanged until another cut is 
made. 

PHRASE: 
The characters, word, or group of words to  
be searched for. 

PITCH: 
The number of characters printed per hori- 
zontal inch. 

PRINT: 
To direct the word processing system to 
produce a paper copy of stored typing. 

PRINTER : 
The word processing equipment which pro- 
duces a paper copy of stored typing. 

PRINTING MARGIN: 
Spaces added to the left margin of a page 
when a document is printed. 

PRINT QUEUE: 
The documents waiting to be printed. 

PRINT SETTING: 
A control on how a document is printed 
(number of copies, lines per page, charac- 
ters per inch, etc.). Displayed on the screen 
in the Print Menu. 

PRIN T WHEEL: 
A round plastic device which prints charac- 
ters in the letter quality printer. The print- 
ing characters are located at the end of 
spokes on the print wheel. When struck by 
a hammer, these spokes produce printed 
characters. 

PROMPT: 
A message displayed on the screen either 
asking for some information or giving in- 
structions. 

PROPORTIONAL SPACING: 
Capability of printing characters that oc- 
cupy different widths, the letter M being 
wider than the letter 1, for example. 

PULL: 
To hyphenate a word by bringing a charac- 
ter down from the end of one line to the 
beginning of the next. 
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PUSH : 
To hyphenate a word by (1) placing a char- 
acter from the beginning of a line at the end 
of the previous line and (2) inserting a hy- 
phen. 

QUEUE: 
A waiting line (like the teller’s window at a 
bank) into which the word processing sys- 
tem puts all documents submitted for print- 
ing. 

REFERENCE: 
To create, edit, print, delete, or copy a 
word processing document. 

REPLACE: 
To automatically locate a particular phrase 
in a document and insert some previously- 
typed text. 

RIGHT MARGIN: 
The typing position where the last charac- 
ter of each line may appear. Indicated in a 
document’s rulers. 

RIGHT-JUSTIFIED TAB: 
The typing position where the last charac- 
ter of a tabbed word is to be placed. 

RULER: 
The margin settings, vertical line spacing, 
and tabs (if any) for a document. 

SCROLL: 
To move the cursor continuously through a 
document, displaying all text on the screen. 

SEARCH: 
To instruct the word processing system io 
locate and position the cursor at the begin- 
ning of a particular phrase. 

SELECT: 
T o  mark one end of a piece of text for (po- 
tential) word processing editing. The edit- 
ing may be underlining, boldfacing, 
capitalization, subscripting o r  super- 
scripting, the removal of one of these, or 
deletion . 

SELECT MARK: 
A white rectangle on the display screen 
marking the position where the SEL key 
was pressed. 

SELECTION SPECIFICATION : 
A document that specifies exactly which list 
entries are to be selected for merging with a 
form document when using list processing. 

SENTENCE: 
Any combination of characters, words, 
spaces, or lines which are followed by a pe- 
riod, question mark, exclamation point, 
tab, hard return, PAGE MARKER, or 
NEW PAGE mark. 

SHARING THE SCREEN: 
Capability of the WS102 system which al- 
lows both users t o  view the same document 
on the screens. 

SOFTWARE: 
Computer programs that cause the termi- 
nal to function as a word processor. 

SPACE: 
Blank character, occupying one typing po- 
sition, which is produced with the space 
bar. I- 
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SPLIT SCREEN: 
Text whose first 80 characters of each line 
are displayed at the bottom of the screen 
and the rest at the top. This occurs when a 
wide ruler (right margin set beyond typing 
position 79) is in effect. 

STANDARD RULER: 
The ruler settings automatically supplied 
for each new document created. These are 
associated with ruler number zero. 

STANDARD TEXT SIZE: 
The number of text lines per page used by 
the word processing system for all newly- 
created documents. 

STORED PRINT SETTINGS: 
A collection of all Print Menu settings that 
are saved in the system for reuse. 

STORED RULER: 
A particular ruler saved on the system disk- 
ette for reuse. 

SUBSCRIPT: 
One or more characters that are printed 
one half-line below the level of the typed 
line, like the number 2 in H20. 

SUPERSCRIPT : 
One or more characters that are printed 
one half-line above the the level of the 
typed line, such as the number 2 in the fol- 
lowing example. 

e=mc2 

SWAP: 
To reverse the position of the character 
above the cursor with the one t o  its imme- 
diate right by pressing the mini keyboard 
SWAP key. 

SYSTEM MANAGER: 
The person who is responsible for total op- 
eration of a word processing system. 

TAB: 
To press the TAB key and thereby cause 
the cursor to advance immediately to a pre- 
viou sly-set tab position. 

TAB MARK: 
A mark, inserted by pressing the TAB key, 
which causes text to be formatted accord- 
ing to previously-set tab positions in the 
ruler. 

TAB POSITION: 
Typing position where text is to be placed 
when the TAB key is pressed. Word pro- 
cessing tab positions are indicated in a 
document’s rulers. 

TABBED TEXT: 
Text which is typed immediately after the 
TAB key is pressed. 

TEXT: 
The words, characters, numbers, and in for- 
mation that constitute a word processing 
document . 

TOP MARGIN: 
Lines between the top edge of a page and 
the first line of text printed. 

UNDERLINE: 
T o  print a line under some text such as 
right here. 

USER DEFINED KEY: 
A number which, when pressed immedi- 
ately after the gold key, activates pre- 
viously-stored key-strokes. 
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VERIFY: 
To inspect the condition of a diskette after 
an odd symptom occurs. 

VERSION NUMBER: 
The number of times a particular document 
has been edited. The version number can be 
seen by inspecting the document index. 

VIEWING USER: 
The WS102 user who cannot type or edit a 
document when screens are shared. 

VIEW: 
To inspect a document for the results of 
certain typing actions that are not dis- 
played on the screen. 

WIDE LINE: 
A typed line whose right margin setting is 
located anywhere between typing position 

WORD: 
Any combination of characters plus all fol- 
lowing spaces, hard returns, tabs, para- 
graph marks, PAGE MARKERS, or NEW 
PAGE marks. 

WORD WRAP : 
To allow the word processing system to 
automatically place a word that crosses 
the right margin boundary at the beginning 
of the next line. 

I 

WORD WRAP RETURN: 
A carriage return automatically inserted by 
the word processing system. 

WORD WRAP INDENT: 
80 and 158. A typing 

WIDE RULER: 
A ruler that allows for between 80 and 158 
characters per typed line. 

position, indented from the left 
margin, where a word is auto- 
matically placed when it crosses 
the right margin. These lines il- 
lustrate word wrap indent. 

, 

,- 
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INDEX 

A 
Abbreviation documents. See Library documents. 
Auxiliary communications port, 13-8, G- 1 to 
G-2 

B 
Boldfacing, 8-6 to 8-10 

After typing, 8-7 
Determining whether text is boldfaced, 
Effect of right margin, 8-9 to 8-10 
Effect of spaces, 8-8 to 8-9 
Only words, 8-9 
Removing, 8- 12 
While typing, 8-6 

Bootstrapping, 
The WS78, 2-7 to 2-8 WS78 
The WS100, 2-4 WS100 
The WS102, 2-6 to 2-8 WS102/202 
The WS202, 2-6 to 2-8 WS102/202 

8-8 

Brownout, 2-13 WS78, 2-13 WS100, 2-19 to 
2-20 ws 102/202 

C 
8- 1' 1 to 8- 12 Capitalization, 

Centering text, 8-2 to 8-5 
Removing, 8- 12 

Changing the centering point, 8-4 
Determining whether text is centered, 8-5 

Changing spelling of a document name, 4-3 
Comments, 16-1 to 16-2 
Composite characters, 
Compound words, 11-2 to 11-3 

9-10 to 9-1 1 

COPY ing, 
A diskette, 
A document, 5-7 to 5-8 

Correcting a typo in the document name, 3-3 
Naming restrictions, 3-3 
Screen display, 3-4 to 3-5 
Storage location, 3-3 

17-5, 17-13 to 1-7-14 

Creating a document, 3-1 to 3-9 

Cursor, 2-4 WS78, 2-3 WSlOO, 2-3 
WS102/202, 3-5, 5-8 
Moving location of, 5-8 to 5-12 

Customization points, 16-3 to 16-4 
Cutting, 5-15 to 5-18 

Cutting and pasting, 5-16 to 5-113 
Preserving rulers when pasting, 5-16 to 5-17 

D 
Date and time, 2-10 WS78,2-8 to 2-9 WSlOO, 

2-15 to 2-16 WS102/202 
Inserting into a document, 16-3 
Printing, 14-6 to 14-7 
Resetting, 2-12 WS78,2-12 WISlOO, 2-18 

ws102/202 
Deleting a document, 
Diskette drives, 1-3 to 1-5 

17-2 to 17-3 

Referencing a document on differelnt drives, 

Using systems that have four, C-1 to C-4 

diskette, System diskette. 
Copying, 
Initializing, 17-4 to 17-6 
Inserting into drives, 2-4 to 2-6 UIS78,2-5 to 

Maintaining, 17-1 to 17-1 4 
Preventing problems, 17- 1 1 to 1 7- 12 
Recovering from errors, 
Verifying, 17-5 to 17-10 

Adjusting the intensity of, 2-9 WS78, 2-10 

c-3 to c-4 

Diskettes, 1-10 to 1-11. See also Document 

17-4 to 17-5, to 17-13 to 17-14 

2-7 WS100, 2-9 to 2-11 WS102/202 

1 7- 10  to 17- 1 1 

Display screen, 1-1, 1-3 to 1-5, 1-!3 to 1-10 

WS100,2-14 WS102/202 
Document diskette, 

Document number one, 4-3, 4-7 
Draft printer, 1 - 12, 1 3-25 
Drives. See Diskette drives, 

1-1 1 , 2-6 WS78, 
2-7 WS100, 2-11 WS102/202 
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E 
Editing a document, 5-1 to 5-18 

Identifying the document by name, 5-3 to 

Identifying the document through the index, 

Screen display, 5-6 to 5-7 

In conjunction with top and bottom page 

Used to activate user defined keys, 15-1,15-5 
Used to specify nonstandard library documents, 

Used to specify number of text lines per page, 

5-4 

5-4 to 5-5 

Editor Menu, 

margins, 13-12 to 13-14 

10-8 to 10-9 

12-8 to 12-10 
Error messages, 1-16 

While printing, 13-38 
Extra copy of a document, 5-7 to 5-8 

F 
Filing a document, 3-8 to 3-9 
Footers, 14-1 to 14-10 

Changing, 14-4 
Creating, 14-2 to 14-4 
Effect of ruler, 14-9 
Positioning on a page, 
Printing date, 14-5 to 14-6 
Printing page number, 13-9, 13-10, 

Resetting page number, 14-6 

14-6 to 14-8 

13-26 to13-27, 14-5 to 14-6 

G 
Glossary, GLOSSARY-1 to GLOSSARY-10 
Gold key, 1-8, A-9 

H 
Hardware, 2-1 WS78, 2-1 WS100, 

2- 1 w s 102/202 

1112 to 11-3 
Examining text for breaking and invisible 

hyphens, 1 1-7 
Hyphenation zone, 11-7 to 11-10 
Pushing and pulling, 11-3 to 11-5 
Using invisible hyphens, 11-6 

Headers, 14-1 to 14-10 
Changing, 14-4 
Creating, 14-2 to 14-4 
Effect of ruler, 14-9 
Positioning on a page, 
Printing date, 14-5 to 14-6 
Printing page number, 

Resetting page number, 14-6 

Compound words having breaking hyphens, 

Compound words having nonbreaking hyphens, 

14-6 to 14-8 

13-9, 13-10, 13-26 to 
13-27, 14-5 to 14-6 

Hyphenation, 1 1-1 to 1 1-10 

11-3 

1 

1 
Index, 1-11, 4-1 to 4-7 

Examining the document diskette in( :x, 4- 
Examining the system diskette index, 4-1 
Printing, 4-4 to 4-7 
Screen display, 4-2 to 4-3 
Using, 4-3 to 4-4, 5-4 to 5-5 
Using the index in a system having four 

diskettes, C-4 

K 
Keyboard, 1-3 to 1-5, 1-7 to 1-9, A-1 to A-13. 

See also Main keyboard, Mini keyboard. 

Letter quality printer, 1-12, 13-25 
Library documents, 10-1 to 10-9 

Creating an entry, 10-2 to 10-3 
Including a ruler within an entry, 
Nonstandard library documents, 
Using an entry, 

10-5 to 10-6 
10-7 to 10-9 

10-4 to 10-5 
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Line endings, 3-6 to 3-7 
List processing, 16-4 to 16-10 

M 
Main keyboard, 
Main Menu, 1-13, 2-1 WS78, 2-10 to 2-12 

1-7 to 1-8, A-1 to A-7 

WS78,2-1 WSlOO, 2-1 1 to 2-12 WSlOO,2-1 
WS1021202, 2-17 to 2-18 WS1021202, 
B-1 to B-8 

Maintaining diskettes, 17-1 to 17-14 

17-2 to 17-3 
Copying, 
Deleting a document, 
Initializing a document diskette, 
Initializing a system diskette, 
Preventing diskette problems, 
Recovering from errors, 
Verifying, 

Menu, 1-12 to 1-15 
Mini keyboard, 
Multiple column text, 

17-4 to 17-5, 17-1 3 to 17-14 

17-4 to 17-6 
17-4, 17-6 
17-1 1 to 1 7- 12 

17- 10 to 17- 1 1 
17-4 to 1 7- 10 

1-9, A-8 to A-13 
13- 15 to 13-24 

Advancing to new columns and pages, 13-20 

Effect of rulers, 13- 19 
Having unequal length, 
Restrictions, 13-24 
Space between, 

to 13-21 

13-22 to 13-24 

13-8, 13-17 to 13-19 

0 
Overstruck characters, 9- 10 to 9- 1 1 

P 

Automatically while printing, 12-1, 13-9, 

Changing number of lines per page, 12-8 to 

Displaying and modifying page endings, 12-4 

Forcing page endings, 12-2 to 12-3 
N E W  PAGE marks, 12-2 to 12-3 
PAGE MARKERS, 12-4 to 12-8 

Pagination, 12-1 to 12-10 

13-12 

12-10 

to 12-7 

Pagination (Cont) 
Printing page number, 13-9, 13-10, 

Resetting page number to be printed, 
13-26 to 13-27, 14-5 to 14-6 

13-9, 14-6 
Paragraph documents. See Libraly documents. 
Pasting. See Cutting. 
PDP-8 minicomputer, 1-3 to 1-5 
Power failure, 2-13 WS78,2-13 WSlOO, 2-19 

Print Menu 
Printer, 

to ~2-20 ws 1021202 
1-14 to 1-15, 13-3 to 13-11 

1-3 to 1-5, 1-12.1 See also Draft 
Printer, Letter quality printer, Serial draft 
printer. 

Checking out, 13-34 

Adding extra vertical space. 
Printing a document, 13-1 to 13-41 

13-25 to 13-26 
Automatically paginating while printing, 

13-8, 13-12 
Bottom margin, 13-12 to 13-14 
Changing Print Menu settings, 
Checking out the printer, 13-34 
Document destination, 13-25 
Draft copies, 13-8, 13-25 
Error messages, 13-37 to 13-38 
Extra print wheel characters, 
Extra space in the left margin, 

First page, 13-26 to 13-27 
Identifying the document, 
Interrupting, 13-35 to 13-36 
Last page, 13-26 to 13-27 
Multiple columns, 13-15 to 13-24 

13-7 to 13-34 

13-3 1 
13-30 to 

13-3 1 

13-2 to 13-3 

Advancing to new columns and pages 

Effect of rulers, 13- 19 
Having unequal length, 13-22 to 13-24 
Restrictions, 13-24 
Space between, 13-8, 13-17 to 13-1 9 

Number of copies, 13-25 
Order in which WS102 and WS202 

documents are printed, 

13-20 to 13-21 

18-3 to 18-6 
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Printing multiple columns (Cont) 
Paper size, 13-3 1 
Page number, 13-26 to 13-27, 14-5 to 

Pitch, 13-28 
Physical page size, 13-31 
Print Menu, 
Printing documents from a saved list, 13-41 
Retrieving Print Menu settings, 

Saving a list of documents to be printed on 

Saving Print Menu settings, 

Stopping to insert special paper, 
Top margin, 13-12 to 13-14 
Using two different styles of type, 

14-6 

13-3 to 13-1 1 

13-3 1 to 
13-32 

another system, 13-39 to 13-41 
13-3 1 to 

13-32 
13-32 

13-33 
to 13-34 

Prompt, 1-15 

R 
Referencing a document on different drives, 

Resetting date and time, 2-12 WS78, 

Ruler, 6-1 to 6-23 
Changing, 6-16, 6-21 to 6-23 
Clearing, 6-16 
Displaying, 6-3 to 6-4 
E€€ect on header or footer, 
Effect on multiple column text, 
Embedding, 6- 16 
Including within a library document entry, 

Making settings, 6-5 to 6-16, E-1 to E-2 

c-3 to c - 4  

2-12 WSlOO, 2-18 WS102/202 

14-10 
13- 19 

10-5 to 10-6 

Centering point, 8-4 
Hyphenation zone, 11-7 to 11-10 
Left margin setting, 6-6 to 6-8 
Paragraph indent setting, 6-9 to 6-1 1 
Right margin setting, 6-8 
Tab settings, 6-12 to 6-16 

Ruler (Cont) 
Vertical line spacing setting, 6-6 to 6-8 
Word wrap indent setting, 6-1 1 

Preserving while pasting, 5-16 to 5-17 
Preset, 3-5 
Saving for reuse, 6-20 
Used to produce subscripts and superscripts, 

9-4 to 9-9 
Using, 6-2 to 6-16 
Wide line ruler, 6-1 7 to 6-1 9 

5 
Searching, 7-1 to 7-4 

Direction reversal, 7-3 
Phrase restrictions, 7-3 
Replacing, 7-3 to 7-4 

Serial draft printer, 13-8, 13-25, G-1 to G-2 
Sharing*the same WS102 or WS202 terminal 

screens, 18-3 to 18-6 
Software, 2-1 WS78, 2-1 WSlOO, 

2-1 ws102/202 
Starting up a word processing system. See 

Turning on a word processing system. 
Stopping, 

Storage, 1-3, 1-10 to 1-11, 3-3 to 3-4, 5-6 

2-12 to 2-13 WS78, 2-13 WSlOO, 
2- 19 WS 102/202 

Running out of while typing, 3-8, 5-1 
Amount used per diskette, 4-2 

Producing, 9-1 to 9-9 
Removing, 9-4 

Producing, 9-1 to 9-9 
Removing, 9-4 

System diskette, 1-1 1,2-5 WS78,2-6 WS100, 
2-10 ws102/202 

System Options Menu, G-1 to G-2 

Subscripts, 

Superscripts, 

,- 
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T 
Tab settings, 6-12 to 6-16 
Turning on a word processing system, 

WS18, 2-1 to 2-4 WS18 
WS100, 2-1 to 2-3 WSlOO 
WS102, 2-1 to 2-8 WS102/202 
WS202, 2-1 to 2-8 WS102/202 

Typing 
Changing, 5- 12 
Compound words, 11-2 to 11-3 
Ending lines, 3-6 to 3-7 
Inserting additional text, 5-1 2 
Leaving vertical space for insertions, 
Multiple columns, 

3-1 
13-1 5 to 13-24 

Advancing to new columns and pages, 

Effect of rulers, 13- 19 
Having unequal length, 13-22 to 13-24 
Restrictions, 13-24 
Space between, 13-17 to 13-24 

13-20 to 13-21 

Removing errors just typed, 3-7 
Tab settings, 6-12 to 6-16 
Typing new text, , 3-5 to 3-9 

U 
Underlining, 8-6 to 8-10 

After typing, 8-7 
Determining whether text is underlined, 
Effect of right margin, 
Effect of spaces, 
Only words, 8-9 
Removing, 8- 12 
While typing, 8-6 

Changing, 15-5 to 15-6 
Creating, 15-1 to 15-5 
Eliminating, 15-6 
How nontext keystrokes are displayed within, 

Including one within another, 15-6 
Replacing, 15-5 
Saving, 15-5 

User description, xvii 

8-8 
8-9 to 8-10 

8-8 to 8-9 

User defined keys, 15-1 to 15-6 

F-1 to F-2 

v 
Viewing text, D-1 to D-3 

W 

1-3, 2-1 WS18 to 2-13 WS78 
Word wrapping, 1-2, 3-6 to 3-7 
WS78, 

Bootstrapping, 2-7 to 2-8 WS78 
Inserting diskettes, 2-4 to 2-6 WS78 
Turning on, 2-1 WS18 to 2-4 WS78 

Bootstrapping, 2-4 W S 100 
Inserting diskettes, 2-5 to 2-7 WSlOO 
Turning on, 2-1 to 2-3 WSlOO 

2-20 ws102/202 
Bootstrapping, 2-6 to 2-8 WS102/202 
Inserting diskettes, 2-9 to 2-1 1 WS102/202 
Order in which documents are printed, 18-3 

Sharing the same screen, 18-3 
Turning on, 2-2 to 2-5 WS102/202 

Bootstrapping, 2-6 to 2-8 WS102/202 
Inserting diskettes, 
Order in which documents are printed, 

Sharing the same screen, 18-3 
Turning on, 2-2 to 2-5 WS102/202 

WSlOO, 1-4, 2-1 to 2-13 WSlOO 

WS102, 1-5, 18-1 to 18-7, 2-1 WS102/202 to 

to 18-7 

WS202, 1-5, 1-6, 2-1 to 2-20 WS102/202 

2-9 to 2-1 1 WS102/202 
18-3 

to 18-7 
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Reader’s Comments 

Your comments and suggestions will help us in our continuous effort to improve the quality and usefulness of our 
publications. 

What is your general reaction to this manual? In your judgment is it complete, accurate, well organized, well 
written, etc.? Is it easy to use? 

What features are most useful? 

What faults or errors have you found in the manual? 

Does this manual satisfy the need you think it was intended to satisfy? 

Does it satisfy your needs? Why? 

0 Please send me the current copy of the Technical Documentation Catalog, which contains information or 
the remainder of DIGITAL’S technical documentation. 

Name Street 
Title City 
Company State/Country 
Department Zip 

Additional copies of this document are available from: 

Digital Equipment Corporation 
444 Whitney Street 
Northboro, Ma 01532 
Attention: Communications Services (NR2/M 15) 

Customer Services Section 

Order No. AA-52617C-TA 



Do Not Tear - Fold Here and Staple - - ------- 

BUSINESS REPLY MAIL 
NO POSTAGE STAMP NECESSARY IF MAILED IN THE UNITED STATES 

------ 

FIRST CLASS 
PERMIT NO. 33 

MAYNARD, MASS. 

Digital Equipment Corporation 
Technical Documentation Department 
Maynard, Massachusetts 01754 


