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ABOUT THIS BOOK 

T h e WORD E R A se l f -paced l ea rn ing course in this book gives you hands-on 
exercises to p e r f o r m . T h e s tep-by-s tep ins t ruc t ions gu ide you th rough all the 
WORD E R A f u n c t i o n s and f e a t u r e s you need to become p r o f i c i e n t in word 
processing. 

As a p p r o x i m a t e l ea rn ing t imes are given f o r each lesson, you can schedule your 
s tudy t ime e f f i c i e n t l y . 

No p r io r k n o w l e d g e of WORD E R A or word processing is r equ i r ed . Anyone can 
learn a n d use WORD E R A . You should have some k e y b o a r d f a m i l i a r i t y , s ince 
you will type a shor t le t ter , b rochure , and f o r m as you do the exercises. 

Th is book is des igned f o r conven ien t desk top use. Use the easel to p rop the book 
next to your t e r m i n a l or system. Begin at the f r o n t of the book and proceed to 
the end. When you reach the end , t u rn the book a r o u n d and c o n t i n u e the lessons. 

Example s of each d o c u m e n t you will type a re p rov ided in the f r o n t of this book. 
You can tear out the examples or copy them f o r qu ick r e f e r e n c e . 

While you are us ing this book, you can use the WORD E R A R e f e r e n c e m a n u a l as 
a source f o r a d d i t i o n a l suggest ions and i n f o r m a t i o n abou t f e a t u r e s and f u n c t i o n s . 

A f t e r you have comple ted all the lessons in this book, you will be in te res ted in 
l e a rn ing WORD E R A Glossary Functions and Records Processing. R e f e r to 
the WORD E R A Glossary F u n c t i o n s m a n u a l and the WORD E R A Records 
Process ing m a n u a l f o r comple te in s t ruc t ions on how to use both of these f e a t u r e s . 

T h e Records Processing m a n u a l also con ta ins i n f o r m a t i o n on Document 
Assembly, a f e a t u r e tha t is not covered in this book. 
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EXAMPLE 1 (Itr.smith) 

C u r r e n t D a t e 

Mr. M a r v i n J. Smith 
P res iden t 
Best C o m p u t e r Systems 
1234 South Main 
Syracuse , N Y o r k 13201 

D e a r Mr. Smith: 

We a p p r e c i a t e you ' r i n q u i r y abou t our word processing app l i ca t i on s o f t w a r e . You 
can use our s o f t w a r e on any of the new compute r systems you acqu i r ed . 

I have sent a copy of this le t te r to our r ep resen ta t ive , Mr. James E. F l a h e r t y , in 
New York . He wil l be in Syracuse in ten days and will s top in to see you. 

Mr F l a h e r t y will b r i n g a d e m o n s t r a t i o n copy of our word processing s o f t w a r e so 
you can see w h a t a p o w e r f u l o f f i c e au toma t ion tool it is. 

T h a n k you, Mr. Smi th , f o r your in teres t in our p roduc ts . If you have any 
ques t ions , please con tac t the unders igned . 

S incere ly , 

Ms. B a r b a r a Benson 
Sales E x e c u t i v e 

cc: J. E. F l a h e r t y 
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EXAMPLE 2 brochure (Page 5) 

An I n t r o d u c t i o n to Word Era Word Processing F e a t u r e s 

Word Era gives you a f u l l r ange of p o w e r f u l t ex t - ed i t ing f e a t u r e s , and inc ludes 
d o c u m e n t process ing tools to increase your p roduc t i v i t y . 

Word Era is a p r o d u c t of: 

T I G E R A C O R P O R A T I O N 

350 Br idge P a r k w a y 
R e d w o o d Shores, CA 94065 
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T h e Word Era Tex t Ed i to r 

Word Era is a h i g h - p e r f o r m a n c e text ed i tor tha t is easy to learn , w i th i n f o r m a t i v e 
menus a n d an on- l ine H E L P f u n c t i o n . S t a n d a r d wi th Word Era are f u l l 
d o c u m e n t - e d i t i n g capab i l i t i e s t ha t use f u n c t i o n keys f o r text inser t ion , de le t ion , 
r ep l acemen t , copying , and moving. Documen t f o r m a t t i n g capab i l i t i e s inc lude 
cen te r ing , i n d e n t i n g , t abb ing , dec imal poin t a l ignmen t , r i g h t - f l u s h t abb ing , 
a u t o m a t i c word w r a p p i n g , w indows , and many more f e a t u r e s . 

In a d d i t i o n to al l of these f e a t u r e s , WORD E R A has special f o r m a t t i n g f e a t u r e s 
such as Supersc r ip t s a n d Subscr ip ts , R e q u i r e d Spaces, and Op t iona l and R e q u i r e d 
Hyphens . 
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EXAMPLE 2 brochure (Page 5) 

T E X T E D I T I N G TOOLS 

Mul t ip le Co lumns 

F o r m a t t i n g a d o c u m e n t f o r mul t ip l e columns is as easy as c h a n g i n g the f o r m a t 
l ine. D o c u m e n t s may con ta in both c o l u m n - f o r m a t t e d and regu la r text , and 
ho r i zon ta l f o r m a t s of 250 c h a r a c t e r s may be used f o r mul t ip l e -co lumn ledger 
pages or la rge tables. You can inser t or de le te text w i t h i n a co lumn w i t h o u t 
a f f e c t i n g text in o the r co lumns, and copy or move text f r o m co lumn to co lumn. 

W I N D O W I N G 

Word E ra w i n d o w s let you view as many as f o u r documen t s on your screen at one 
t ime. Each d o c u m e n t is s u r r o u n d e d by its own "window box." Ful l ed i t i ng 
f u n c t i o n s may be p e r f o r m e d on w i n d o w e d documents , and you can copy and 
move text be tween windows . 

D O C U M E N T P R O C E S S I N G T O O L S 

S P E L L I N G T O O L S 
H Y P H E N A T I O N A N D P A G I N A T I O N 
F O O T N O T E P R O C E S S I N G 
T A B L E O F C O N T E N T S G E N E R A T O R 
I N D E X G E N E R A T O R 
D O C U M E N T ASSEMBLY 
R E C O R D S P R O C E S S I N G 
F O R M S P R O C E S S I N G 

T h e Spel l ing Tools f e a t u r e inc ludes both the Spell ing Checker and the Spell 
Ed i to r . T h e Spel l ing Checke r scans your d o c u m e n t f o r spel l ing er rors , word usage 
e r rors , or both . You can also use your own Excep t ion D ic t i ona ry to a u g m e n t the 
s t a n d a r d d i c t i o n a r y . You can e i the r process documen t s a u t o m a t i c a l l y t h r o u g h the 
Spel l ing Checke r , or process them in b a c k g r o u n d mode and then i n t e r ac t i ve ly 
m a k e co r rec t ions us ing the Spell Edi to r . 
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T h e H y p h e n a t i o n f e a t u r e uses the Spell ing Checker lexicon to d e t e r m i n e syl lable 
poin ts f o r h y p h e n a t i o n . You also use your own Excep t ion D i c t i o n a r y of 
h y p h e n a t e d words w i t h the H y p h e n a t i o n f e a t u r e . Pag ina t ion pe rmi t s you to 
r e p a g i n a t e text to any des i red length. 

T h e F o o t n o t e Process ing f e a t u r e al lows you to p e r f o r m f i n a l process ing on Word 
Era d o c u m e n t s wh ich con ta in f o o t n o t e r e f e rences and f o o t n o t e text . T h e 
Foo tno te Process ing menu gives you a wide - range of f o o t n o t e and e n d n o t e 
f o r m a t t i n g opt ions . 

T h e Tab l e of Con ten t s G e n e r a t o r au toma t i ca l l y crea tes a tab le of con ten t s wi th 
up to six levels of headings . T h e Tab le of Conten ts G e n e r a t o r n u m b e r s head ings 
a n d s u b h e a d i n g s if you wish, and places dot leader l ines or spaces be tween 
head ings a n d page numbers . 

T h e Index G e n e r a t o r compares your text documen t aga ins t an index "word list" 
d o c u m e n t tha t i nc ludes all of the words or phrases you w a n t indexed . The Index 
G e n e r a t o r p roduces an a lphabe t i ca l index, wi th each indexed word and phrase 
l isted wi th its page n u m b e r or numbers . 

D o c u m e n t Assembly is a f u n c t i o n you can use to combine m a n y Word Era 
d o c u m e n t s in to one. You can use Document Assembly to assemble p a r a g r a p h s , 
c rea te repor t s , a n d p e r f o r m o ther special word processing app l ica t ions . 

Reco rds Process ing p rov ides a u t o m a t e d mail merge and l i s t -hand l ing f u n c t i o n s to 
assist you in p r e p a r i n g f o r m le t ters and bu i ld ing i n f o r m a t i o n da ta bases. 
I n d i v i d u a l records in a List D o c u m e n t can be selected, sor ted , and merged wi th a 
F o r m a t D o c u m e n t , wh ich may be a s t a n d a r d f o r m le t ter , a label , or a special 
f o r m . You have a d d i t i o n a l p r o g r a m m i n g capab i l i t y f o r r e c o r d - h a n d l i n g f u n c t i o n s 
by us ing a Con t ro l Documen t . 
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In the Fo rms Process ing f e a t u r e , you f i r s t c rea te a " template" f o r m d o c u m e n t wi th 
special c h a r a c t e r s m a r k i n g the f i e l d s to be f i l l ed in. T h e n when you f i l l in the 
f o r m , the cursor moves only to those m a r k e d f ie lds . A lphabe t i c or n u m e r i c 
i n f o r m a t i o n , or a c o m b i n a t i o n , may be en te red on a f o r m . 

T E X T H A N D L I N G T O O L S 

G L O S S A R Y 

Using the Word Era Glossary f u n c t i o n , you can a u t o m a t e complex 
t e x t - m a n i p u l a t i o n opera t ions . Ins tead of typ ing the same text or p e r f o r m i n g the 
same word process ing f u n c t i o n over and over, you can ac t iva te a glossary en t ry 
wi th jus t two keys t rokes . Sor t ing, m a t h e m a t i c a l f u n c t i o n s , and i n t e r a c t i v e 
p r o g r a m m i n g a r e jus t some of the ways you can use Glossary Func t ions . 
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P U R C H A S E O R D E R 0012 

TO: A m a l g a m a t e d O f f i c e Supply 
567 F i r s t Street 
Syracuse , N Y 13201 

F R O M : Best C o m p u t e r Systems 
1234 N o r t h Main 
Syracuse , N Y 13201 

D A T E : C u r r e n t d a t e 

D E S C R I P T I O N Q U A N T I T Y P R I C E P E R U N I T T O T A L P R I C E 

C o n t i n u o u s pape r 8 -1 /2x11 2 boxes 20.00 

F lex ib le d isks DSDD, 96 TPI 4 boxes 60.00 

C a r b o n r ibbons 12 boxes 24.00 

T O T A L 

N O T E : Best Compu te r Systems pays invoices on the 10th of the mon th or 
be fo re . Each sh ipmen t must be accompan ied by a pack ing slip. Please 
send invo ice separa te ly by mail . 
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BACK O R D E R R E P O R T 

Accord ing to our records , you have the fo l lowing i tems still on back o rde r f o r Best 
C o m p u t e r Systems. Please send us a repor t r ega rd ing the s ta tus of each i tem and 
your a n t i c i p a t e d de l ive ry da t e f o r the i tem. 

sh ipp ing ca r tons 
s taplers , 4 
b i l l ing envelopes 
ca ta log enve lopes 
chocola te ch ip cookies 
penci ls , red 
pixels 
ba l l -po in t pens, green 
sleeve p ro t ec to r s 
desk b lo t t e r s 
e rasers 
penci ls , #3 , h a r d 
f i l i n g cab ine t s , 2 
g reen -ba r pape r , 11x17 
h a m m e r 
h a n g i n g f o l d e r s 
l e t t e r h e a d c o n t i n u o u s f o r m 
m a g n i f y i n g glass 
t he sau rus , 4 
memo pads 
nai l f i l e s 
g o l d f i s h c r acke r s 
green eyeshades 
invoice f o r m s 

non-s t ick note pads 
paper clips, large 
ba l l -po in t pens, b lack 
paper clips, m e d i u m 
chops t icks 
paper clips, small 
ba l l -po in t pens, b lue 
penci ls , #1 , so f t 
penci ls , non -pho to b lue 
tape holders , 6 
t e l ephone answer pads 
ma i l ing labels, 3x5 
mani la f o l d e r s 
t r a n s p a r e n t t ape 
d ic t iona r i e s , 2 
penci ls , #2 , m e d i u m 
staples 

Please n o t i f y us i m m e d i a t e l y if you canno t ship the i tem by the end of this month . 
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GREETINGS 

You are going to learn how to use WORD E R A by do ing the exercises and 
r e a d i n g the lessons in this book. 

To l ea rn the f u n d a m e n t a l s of WORD ERA, you should comple te Lessons 1 
t h r o u g h 8 in the o rde r they a re presented . You can then s tudy Lessons 9 t h r o u g h 
27 sequen t i a l l y or r a n d o m l y . 

xxii WORD ERA Self-Paced 



LESSON 1 
HOW TO USE WORD ERA MENUS 

LESSON TIME 30 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to move the Marker on the menu 
How to select activity menus 
How to use menu shortcut codes 

INTRODUCTION 
When you log on to your system and select WORD E R A , the Main menu is 
d i sp layed . It o f f e r s you a select ion of word processing ac t iv i t i e s you can 
p e r f o r m . Selec t ing an ac t iv i ty on this menu leads to e i ther an activity menu 
or a p rompt r eques t i ng a typed response. 

In this lesson you ' l l be i n t r o d u c e d to ac t iv i ty menus and menu shortcut codes. 
La te r lessons will show you how to use each menu. 

EXERCISE 1.1 Moving the Marker Through the Menu 

PRELIMINARY STEPS You must be logged on your system and 
at the Main menu to begin this exercise. Refer to your system 
documentation if you do not know how to log on your system. Refer 
to your WORD ERA Installation Instructions pamphlet if you do not 
know how to access WORD ERA. 

The Main Menu You a re looking at the WORD E R A Main menu. The da te 
and t ime are d i sp layed on the upper r ight . Each t ime you r e t u r n to the Main 
m e n u f r o m a n o t h e r ac t iv i ty , the t ime is upda t ed . 
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HOW TO USE WORD ERA MENUS 

LESSON 1 

Your current working library is d i sp layed on the lower le f t . It is cal lcd 
"Crea t ion l ib ra ry" because any documen t you crea te resides in this l ib ra ry . The 
/ u s r / or / u / p r eced ing your user name s tands f o r "user." 

The Marker is the reverse v ideo bar tha t is present ly h igh l i gh t i ng the Edit 
Old Document a c t i v i t y . You move the Marke r to select menu ac t iv i t i e s and 
opt ions . T h e r e a re several ways you can move the Marker . 

T h e Space bar moves the M a r k e r f r o m the top to the bo t tom of the list and 
back to the top, one select ion at a t ime. 

Press SPACE BAR several t imes, moving the M a r k e r 
f r o m Edit Old Document to Supervisory 
Functions and back to Edit Old Document 

T h e Return key moves the Marke r t h rough the menu ac t iv i t i es just as the 
Space ba r does. 

Press RETURN several t imes, moving the Marke r f r o m 
Edit Old Document to Supervisory Functions 
and back to Edit Old Document 

T h e Up and Down a r r o w keys move the Marke r up or down , one select ion at 
a t ime. 

Press UP and DOWN several t imes 

Press e i the r UP or DOWN to r e t u r n the Marke r to Edit 
Old Document 

T y p i n g the f irst letter of an ac t iv i ty ' s name moves the Marke r to the ac t iv i ty . 

Type s to move the Marke r to Supervisory Functions 

Type e to r e t u r n to Edit Old Document 
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HOW TO USE WORD ERA MENUS 

LESSON 1 

EXERCISE 1.2 Selecting Activity Menus 
and Using Menu Shortcut Codes 

Preliminary Steps You should be at the Main menu to begin this 
exercise. 

When you select c e r t a in ac t iv i t i es f r o m the Main menu , an activity menu 
appears . An ac t i v i t y m e n u o f f e r s a d d i t i o n a l select ions and choices spec i f i c to 
tha t ac t iv i ty . T h e ac t iv i ty menus a re Printer Control, Index. Filing, Document 
Processing Tools, Glossary Functions, and Supervisory Functions. These menu 
ac t iv i t i e s a re covered in de ta i l la ter in this course. Ed i t ing , c rea t ing , a n d 
p r i n t i n g a d o c u m e n t are covered in the next lessons. 

To select an ac t i v i t y menu , move the Marke r to the ac t iv i ty and press E X E C U T E . 
As an example , select the Index menu which o f f e r s you d o c u m e n t l is t ing 
ac t iv i t ies . 

T h e Document Index a c t iv i ty menu is d isp layed. Most ac t iv i ty menus o f f e r 
you a list of options. Op t ions a l low you to spec i fy the way you wan t to 
p e r f o r m an ac t iv i ty . 

T h e r e a re th ree select ions on this menu: Type of Index, Index To, and Index 
From. U n d e r each select ion is a list of documen t i ndex ing opt ions. 

When an ac t i v i t y m e n u is d i sp layed default opt ions are h igh l igh ted by a 
M a r k e r or Marker s . You can accept the d e f a u l t opt ions by press ing E X E C U T E , 
or change the op t ions by using the U P or DOWN a r r o w keys or the R e t u r n key. 

Type i to select Index 

Press EXECUTE 

Press E X E C U T E to d isp lay a short format d o c u m e n t 
l is t ing 
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HOW TO USE WORD ERA MENUS 

LESSON 1 

If you do not have any documen t s in your l ib ra ry a screen message i n f o r m s you 
tha t you have "No documen t s in l ibrary." 

If you have d o c u m e n t s in your l ib ra ry , the i r names are d i sp layed . 

Press CANCEL to r e t u r n to the Document Index menu 

Press CANCEL to r e tu rn to the Main menu 

Not ice the th ree - l e t t e r codes fo l lowing the Main menu selections. These are 
shortcut codes. You can use a shor tcu t code f r o m any menu to select a word 
process ing menu ac t i v i t y by press ing C O M M A N D and typ ing the shor t cu t code. 

You just used the short format opt ion on the Document Index m e n u to 
d i sp lay a list of the documen t s in your l ib ra ry . You can p e r f o r m the same 
ac t i v i t y more q u i c k l y by using the menu shor tcu t code to bypass the Document 
Index a c t i v i t y menu and go d i rec t ly to the Document Index screen. Shor tcu t 
codes speed up your work by he lp ing you to qu ick ly access ac t iv i ty menus. 

Press COMMAND 

Type ixs to d isp lay the Document Index screcn 

Press CANCEL to r e tu rn to the Main menu 

When you used the shor tcu t code, note tha t you were r e t u r n e d d i rec t ly to the 
Main menu , aga in bypass ing the i n t e rmed ia t e Document Index menu. 

SUGGESTIONS 
K e e p m e n u sho r t cu t codes in mind as you learn more abou t WORD E R A ; they are 
one of the p o w e r f u l l abor - sav ing f e a t u r e s you can use to e l imina te keys t rokes and 
increase your word processing exper t ise . 
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HOW TO USE WORD ERA MENUS 

LESSON 1 

Try select ing o the r ac t iv i ty menus. If you get lost in the menu system, you can 
a lways r e t u r n to the WORD E R A Main menu by pressing C A N C E L . 

NEXT LESSON Lesson 2, "Creat ing a New Document ." In Lesson 2 
you ' l l l ea rn how to c rea te a documen t , f i l l in the Document 
Summary, and type a short let ter . 
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LESSON 2 

CREATING A NEW DOCUMENT 

LESSON TIME 1 hour, 5 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to name your document 
How to fill in the Document Summary 
How to use the autosave function 
How to enter text in your document 
How to end an editing session and save your document 

INTRODUCTION 
When you use w o r d process ing you type your text in a document. A d o c u m e n t is 
s imi lar to a f i l e f o l d e r tha t holds one or more pieces of paper . You can c rea te as 
m a n y d o c u m e n t s as you need to con ta in your work . Each d o c u m e n t can have one 
page, or it can have as many as 999 pages. You can c rea te i n d i v i d u a l documen t s f o r 
each le t ter you type , or you can have one documen t tha t con ta ins several le t ters to 
the same person. 

In this lesson you ' l l l ea rn how to name your document s and how to f i l l in the 
Document Summary. T h e Document Summary is a t i t le page f o r your 
documen t . You can use it to i d e n t i f y , ca tegor ize , and keep t rack of your work . 

You ' l l l ea rn how to a u t o m a t i c a l l y save your document d u r i n g an ed i t ing session so 
you wil l never r u n the risk of acc iden ta l ly losing an en t i r e documen t . 

You ' l l also l ea rn how the w o r d - w r a p f e a t u r e au toma t i ca l l y b reaks l ines of text 
w i t h i n a p a r a g r a p h so tha t you don ' t have to press R E T U R N at the end of every 
l ine. 

F ina l ly , you ' l l l ea rn how to end the ed i t ing session and save your d o c u m e n t so you 
can ed i t it or p r i n t it. 
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CREATING A NEW DOCUMENT 

LESSON 2 

EXERCISE 2.1 Naming Your Document 
and Filling In the Document Summary 

Preliminary Steps You should be at the Main menu to begin this 
exercise. 

In th is exercise , you a re going to type a le t ter to Mr. Smith. Look at Example 1. 
When you are f i n i s h e d wi th this exercise, your d o c u m e n t will look l ike the example . 

To c rea te a d o c u m e n t , select Create New Document f r o m the Main menu and 
press E X E C U T E . 

Type c 

Press E X E C U T E 

You are asked to type a d o c u m e n t name. T h e b r igh t rec tang le you see on the "Please 
en ter d o c u m e n t name" l ine is the Cursor . T h e Cursor marks your ac t ion locat ion 
on the screen a n d moves as you type. You can also move the Cursor by press ing the 
L e f t , R i g h t , U p , and D o w n Cursor Ar row keys. 

Type l t r . smi th 

Press E X E C U T E 

Your d o c u m e n t n a m e can be a n y t h i n g you choose. You can use uppercase or 
lowercase le t ters , numbers , or a combina t i on of all three . You can use up to 11 
cha rac te r s . You canno t use a space as pa r t of the d o c u m e n t name. The fo l lowing 
symbols c anno t be pa r t of the d o c u m e n t name: ? ! @ & * " ' / \ <>; also, do not 
begin your d o c u m e n t name wi th a per iod , or end it w i t h any of the fo l l owing 
combina t ions : .dc . f r .gl .ex .MP. These are special codes reserved f o r i nd i ca t i ng 
types of f i les . 

Press E X E C U T E to accept the s t a n d a r d p ro to type 
d o c u m e n t (0000) 
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CREATING A NEW DOCUMENT 

LESSON 2 

T h e p ro to type d o c u m e n t al lows you to set s t a n d a r d f o r m a t t i n g d e f a u l t s f o r your 
document s , such as r igh t marg in , tab stops, and ver t i ca l l ine spacing. C r e a t i n g and 
us ing a p ro to type d o c u m e n t is covered in de ta i l in Lesson 18. 

T h e Document Summary screen p rov ides i n f o r m a t i o n and s ta t i s t ics abou t your 
documen t . No t i ce tha t you use both a Marke r and a Cursor on the Document 
Summary screen. You ' l l see this combina t ion in many of the WORD E R A menus. 
T h e M a r k e r h igh l igh t s your c u r r e n t menu select ion, and the Cursor m a r k s your 
typ ing locat ion . 

You move the Cursor f r o m one b l ank l ine to a n o t h e r in the Document Summary 
by press ing the R e t u r n or U p and Down a r row keys. 

You keep de t a i l ed i n f o r m a t i o n about your documen t on the f o u r l ines of the 
Document Summary t i t le block. Be sure to f i l l in these lines. If you make a 
mis t ake wh i l e typ ing , press the Backspace key and re type the cha rac te r s . 

Type Marvin J. Smith Letter on the Document Title l ine 

Press RETURN 

Type Your name 

Press RETURN 

Type Barbara Benson 

Press RETURN 

Type Inquiry about word processing 

Press RETURN 

Document Summary Statistics p rov ide s ta t i s t ica l i n f o r m a t i o n about your 
d o c u m e n t , showing the c rea t ion da te and t ime; the last revis ion da te and t ime; the 
n u m b e r of pages, l ines, cha rac te r s , and foo tno tes in the documen t ; and the a m o u n t 
of t ime you 've spent w o r k i n g on the document . You can not move the Cursor in to 
the Statistics por t ion of the Document Summary screen. 
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CREATING A NEW DOCUMENT 

LESSON 2 

Press E X E C U T E to edi t your documen t , the f i r s t page of 
the d o c u m e n t is d i sp layed . 

You may p e r f o r m Exerc ise 2.2 now, or press C A N C E L , then press E X E C U T E to 
r e t u r n to the Main m e n u 

P R E L I M I N A R Y S T E P S If you have just completed Exercise 2.1 and 
are ready to perform this exercise, you should have the first page of the 
document "Itr.smith" on your screen. 

If you are at the Main menu, select "Edit Old Document", press 
EXECUTE, type "Itr.smith," and press EXECUTE. When the Document 
Summary is displayed, press EXECUTE. 

The Autosave f u n c t i o n a u t o m a t i c a l l y saves your d o c u m e n t by "wri t ing" it to the 
system disk a f t e r you p e r f o r m a preset n u m b e r of keyst rokes . The d e f a u l t number 
of keys t rokes is 1024. Somet imes a power f a i l u r e or acc iden ta l system shut down 
can cause you to lose text . If you use the Autosave f u n c t i o n to pro tec t your work 
you only need to r ec rea t e the text you typed a f t e r the d o c u m e n t was last saved. 

It is a good h a b i t to t u r n on the Au tosave f u n c t i o n when you begin an ed i t ing 
session. 

A small squa re a n d the n u m b e r 1024 are d i sp layed in the upper r igh t corner of the 
screen. You can change the n u m b e r of keys t rokes to any n u m b e r f r o m 1 to 32,767 
by t y p i n g over the d e f a u l t n u m b e r . T h e d e f a u l t n u m b e r of keys t rokes is equa l to 
a p p r o x i m a t e l y 15 f u l l l ines of text . 

EXERCISE 2.2 Using the Autosave Function 

Press S T O P to t u rn on Autosave 

Type 400 

Press E X E C U T E 
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LESSON 2 

You have set the Au tosave f u n c t i o n to save your d o c u m e n t a f t e r 400 keys t rokes . 

You may p e r f o r m Exerc ise 2.2 now, or press C A N C E L , then press E X E C U T E to 
r e t u r n to the Main m e n u 

EXERCISE 2.3 Entering Text in Your Document 
and Ending the Editing Session 

P R E L I M I N A R Y S T E P S You should have just completed Exercise 2.2 
and have the first page of the document "Itr.smith" on your screen. 

Your new d o c u m e n t is b l ank except f o r f o u r l ines at the top a n d one l ine at the 
bot tom. T h e first status line d i sp lays the d o c u m e n t n a m e and the Cursor posi t ion 
by page n u m b e r , l ine n u m b e r , and posi t ion number . 

T h e second status line d i sp lays the Cursor movement mode, c u r r e n t d o c u m e n t 
f o r m a t , t he ve r t i ca l spacing, and text page length. 

T h e t h i r d l ine is the format line. T a b stops and r igh t marg in se t t ings a re set and 
d i sp l ayed in the f o r m a t l ine. 

T h e d o u b l e - d a s h e d l ine is the end-of-document line. T h e l ine moves d o w n w a r d as 
you type. 

T h e l ine at the bo t tom of the screen d isp lays the message " (Document End)." Th i s 
tells you the re a re no more pages beyond the one you a re ed i t ing . 

Type t he le t te r in Example 1, f o l l o w i n g the i n s t ruc t i ons 
below. 

N O T E PLEASE TYPE THE EXAMPLE EXACTLY AS SHOWN, 
there are two deliberate errors (NYork) and (you'r). You will learn how 
to correct these errors in Lesson 4. Also, do not worry about correcting 
typographical errors as you type, you will learn how to make text 
revisions in Lesson 3. In Lesson 4 you will learn how to use the Spelling 
Checker to correct spelling errors in your document. 
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When you press the Return key, the R e t u r n symbol appea r s on the screen. Th i s is 
a "screen symbol." It does not p r i n t when you p r in t your documen t . As you press 
the R e t u r n key , the l ine n u m b e r on the f i r s t S ta tus Line changes . 

Press RETURN 3 times to p rov ide space f o r a l e t t e rhead 

Type The current date 

(For example , November 15, 1986) 

Press RETURN four times 

Type The address block 

Press RETURN at the end of each l ine 

Press RETURN twice at the end of the last add res s l ine 

Type The salutation line 

Press RETURN twice 

You do not h a v e to press the R e t u r n key at the end of each l ine when you type 
p a r a g r a p h s . T h e word wrap f e a t u r e au toma t i ca l l y wraps the text to the nex t line. 
Th i s a l lows you to type very r ap id ly . When you f i n i s h typ ing a p a r a g r a p h , press the 
R e t u r n key twice a n d begin typ ing the next p a r a g r a p h . 

Type The remainder of the letter as shown in E x a m p l e 1 

When you r each L ine 22, the text wil l scroll and the next screen will d i sp lay . 
C o n t i n u e typ ing . 
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You will see the message "Writing pages" f lash b r i e f l y at the bot tom of the screen as 
you type. Th is message tells you tha t you have typed 400 keys t rokes and the 
Au tosave f u n c t i o n is saving your documen t up to tha t point . Any text you type 
whi le th is message is d i sp layed will not appea r on the screen un t i l the message 
d i sappear s . T h e Autosave f u n c t i o n is au toma t i ca l l y t u r n e d o f f when you end the 
ed i t i ng session. 

When you have comple ted your typ ing , you are r eady to end the ed i t i ng session. 

Press CANCEL to end the ed i t ing session 

T h e END OF EDIT Options menu is d isplayed. (The E N D O F E D I T opt ions 
RETURN, COPY, DELETE and FORMAT a re covered in Lesson 15). 

Press E X E C U T E to save your d o c u m e n t 

SUGGESTIONS 
In this lesson you l ea rned how to c rea te a document and en te r text us ing word wrap . 
Nex t , you ' l l l ea rn how to edi t your document to make text revis ions and how to use 
the Spelling Checker to cor rec t spel l ing and word usage errors . 

You also l ea rned how to name your document and f i l l in the Document Summary. 
Both the d o c u m e n t name and the Document Summary a re tools you can use to 
o rgan ize your work . Lesson 20, "Using the Index Menu," shows you how to use the 
i n f o r m a t i o n you typed in the Document Summary t i t le block. 

You l ea rned how to use the Autosave f u n c t i o n to save your documen t d u r i n g the 
ed i t i ng session. If you w a n t to t u rn of f the au tosave f u n c t i o n b e f o r e you have 
f i n i s h e d the ed i t i ng session, press STOP and then press C A N C E L . Whatever text was 
a l r eady saved r ema ins saved. You can also change the n u m b e r of keys t rokes at any 
t ime d u r i n g your ed i t i ng session by pressing STOP, typ ing the new n u m b e r , and 
press ing E X E C U T E . 
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You can also save text whi le you are ed i t ing by using the COMMAND RETURN 
f e a t u r e . To save text a t any t ime, press C O M M A N D , press R E T U R N , then press 
E X E C U T E . Any change you have made since the last save (whe the r by Autosave or 
C O M M A N D R E T U R N ) are w r i t t e n to the system disk. 

You l ea rned how to end your ed i t ing session and save your en t i r e documen t . 
Lesson 15 shows you how to use the o ther select ions on the END OF EDIT 
Options menu . 

If you a re accus tomed to a t y p e w r i t e r and are l ea rn ing word processing f o r the f i r s t 
t ime, it may t ake some p rac t i ce b e f o r e you can type w i t h o u t a u t o m a t i c a l l y pressing 
the R e t u r n key at the end of each line. Keep t ry ing , it is wor th the e f f o r t to b reak 
this hab i t , as you ' l l d iscover in the lessons on ed i t ing and f o r m a t t i n g text . 

C rea t e a new d o c u m e n t and type your own business or personal le t ter . 

N E X T LESSON Lesson 3, "Edi t ing and Rev i s ing Your Document ." In 
Lesson 3 you ' l l learn how to control the Cursor movement , and how to 
ove r type , inser t , de le te , and replace text in your documen t . 
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LESSON 3 

EDITING AND REVISING YOUR DOCUMENT 

Lesson Time: 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON: 

How to move the cursor in your document 
How to make text revisions by: 

Overtyping text 
Inserting text 
Deleting text 
Replacing text 

INTRODUCTION 
CURSOR MOVEMENT 

It is i m p o r t a n t to l ea rn how to move the Cursor a r o u n d in your d o c u m e n t b e f o r e 
you m a k e any tex t revis ions. T h e Cursor is a po in te r , showing your c u r r e n t 
ac t ion posi t ion in the documen t . Any typ ing you do or ed i t ing f u n c t i o n you 
p e r f o r m takes p lace at the Cursor locat ion. Be sure the Cursor is cor rec t ly placed 
b e f o r e you begin t y p i n g or s ta r t an ed i t ing f u n c t i o n . 

T h e p r i m a r y Cursor movemen t keys are the d i r ec t iona l a r row keys: UP, DOWN, 
L E F T , a n d R I G H T . You can also use these keys in combina t i on wi th o ther keys 
to move the Cursor in your documen t . 

REVISING TEXT 

Exerc ise 3.2 shows you how to correct typ ing mis takes by o v e r t y p i n g cha rac te r s . 
You ' l l l ea rn how to a d d new text to your document by using the Inser t f u n c t i o n , 
how to remove u n w a n t e d text by using the Delete f u n c t i o n , and how to rep lacc 
words or phrases wi th text of u n e q u a l length by using the Rep lace f u n c t i o n . 
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If you change your mind or make a mis take whi le you ' r e p e r f o r m i n g an Inser t or 
Delete f u n c t i o n in Exerc ise 3.2, you can press C A N C E L to cancel the f u n c t i o n . 
T h e n you can s ta r t it aga in . You can edi t and revise your d o c u m e n t as many 
t imes as you need to p r o d u c e a p e r f e c t job. 

EXERCISE 3.1 Cursor Movement Methods 

PRELIMINARY STEPS You should have completed Lessons 1 
through 2 and created and typed the document "Itr.smith." You should 
be at the main menu to begin this exercise. 

In th is exerc ise you ' l l p rac t i ce Cursor movement by ed i t ing your d o c u m e n t 
"Itr.smith." 

Move the Marker to Edit Old Document 

Press EXECUTE 

T h e p r o m p t "Please en te r d o c u m e n t name" is d i sp layed . 

Type Itr.smith 

If you have jus t comple ted Lesson 2, the documen t name will a l r e ady be f i l l ed in 
because WORD E R A remembers the name of the last d o c u m e n t you accessed. 

Press EXECUTE 

T h e Document Summary screen is d i sp layed . (Next t ime you edi t a d o c u m e n t 
you can use the shor t cu t code "COMMAND edd" to bypass the Document 
Summary if you wish.) 

Press EXECUTE to edi t your d o c u m e n t 

T h e Cursor is you r loca t ion po in te r ; the ed i t i ng ac t ion occurs at the Cursor 
posi t ion. Be sure your Cursor is located cor rec t ly b e f o r e you begin any ed i t ing 
f u n c t i o n . 
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T h e r e a r e several ways to move the Cursor ; fo l low the in s t ruc t ions below to t ry 
each of them: 

NOTE Do not use the Space bar to move the Cursor , or you will 
o v e r t y p e text w i th spaces. 

Use the a r r o w keys, UP , DOWN, LEFT, and RIGHT, to move the Cursor over 
text . No t i ce both the Line and Pos (posi t ion) number s in the f i r s t s ta tus 
l ine change as you move the Cursor . 

Press DOWN, con t inue pressing DOWN unt i l the Cursor 
reaches L ine 21 

When you move the Cursor past the t w e n t y - f i r s t l ine on the screen, the text 
scrolls a n d d i sp lays t he next screen of text . T h r e e l ines f r o m the p rev ious screen 
a re c a r r i e d f o r w a r d to the next screen so you won ' t lose your place in the text . 

Press RIGHT several times, then press LEFT 

T h e Cursor passes over your text w i t h o u t chang ing it. Never use the Space bar to 
move the Cursor unless you w a n t to ove r type text w i th spaces. 

Press UP to move the Cursor to the prev ious screen, 
con t inue pressing UP unt i l the Cursor is at L ine 1. 

You can press G O T O P A G E then press UP, DOWN, L E F T , or R I G H T to move 
the Cursor qu ick ly over the page. 

Press GO TO PAGE, then press DOWN 

T h e Curso r moves to the bo t tom of the page 

Press GO TO PAGE, then press UP 

T h e Cursor moves to the top of the page 

Move the Cursor to the second l ine in the f i r s t p a r a g r a p h 

Press GO TO PAGE, then press RIGHT 
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The Cursor moves to the r igh t marg in 

Press G O T O PAGE, then press L E F T 

T h e Cursor moves to the l e f t marg in 

Not ice t h a t w h e n you press GO T O P A G E and then press DOWN or UP, the text 
on the screen a u t o m a t i c a l l y scrolls so the bo t tom or top of the page is d i sp layed . 

You can also press GO T O P A G E , then type e to move the Cursor to the end of 
the d o c u m e n t , or type b to move the Cursor to the beg inn ing of the documen t . 

Press G O T O P A G E 

Type e 

T h e Cursor moves to the end of the documen t 

Press G O T O P A G E 

Type b 

T h e Cursor moves to the beg inn ing of the d o c u m e n t 

Press ing R E T U R N moves the Cursor down one l ine a n d to the l e f t marg in . 

Press R E T U R N several t imes 

T h e Cursor moves down , one l ine at a t ime 

T h e Backspace key moves the Cursor b a c k w a r d to the p rev ious c h a r a c t e r ( the 
R e t u r n symbol is t r e a t ed l ike a c h a r a c t e r when you move the Cursor) . 

Press B A C K S P A C E several t imes 

T h e Cursor moves b a c k w a r d to the p rev ious c h a r a c t e r 
( U n l i k e the Space bar , the Backspace key does not ove r type text.) 
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Press ing NEXT SCRN moves the Cursor f o r w a r d one f u l l screen. Press ing 
PREV SCRN key moves the Cursor back one f u l l screen. If the re is no next or 
p rev ious screen, a beep sounds. 

Press NEXT SCRN 

T h e Cursor moves f o r w a r d one screen 

Press PREV SCRN 

T h e Cursor moves back one screen 

Us ing Cursor modes is a n o t h e r way to move the Cursor a r o u n d qu ick ly . T h e 
f i r s t w o r d on the second s ta tus l ine shows the c u r r e n t Cursor mode set t ing. T h e 
Cursor mode is now set at the d e f a u l t , word mode. 

T h e Cursor moves f o r w a r d word by word when you press S H I F T / D O W N (press 
and hold the S h i f t key, then press DOWN as many t imes as you wish). 

Press SHIFT/DOWN 

T h e Cursor moves f o r w a r d word -by -word 

T h e Curso r moves b a c k w a r d word by word when you press S H I F T / U P (press and 
hold the S h i f t key, t hen press UP as many t imes as you wish). 

Press S H I F T / U P 

T h e Cursor moves b a c k w a r d word -by -word 

To change the Curso r mode to sentence mode, press MODE, then type a per iod 
(.). T h e Cursor moves to the space fo l lowing the end of the sentence. Not ice tha t 
the se t t ing in the s ta tus l ine is now sent. 

Press MODE 

Type . (per iod) 

Press S H I F T / U P or SHIFT/DOWN 
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T h e Cursor moves to the space fo l l owing the end of the sentence. 

To move the Cursor in paragraph mode, press MODE, then press R E T U R N . 
The Cursor moves f r o m R e t u r n symbol to R e t u r n symbol. 

Press MODE 

Press R E T U R N 

Press S H I F T / U P or S H I F T / D O W N 

When you use S H I F T / U P , the Cursor moves b a c k w a r d to a R e t u r n symbol or the 
c h a r a c t e r f o l l o w i n g the R e t u r n Symbol. When you use S H I F T / D O W N the Cursor 
moves f r o m R e t u r n symbol to R e t u r n symbol . 

To move the Cursor in page mode, press MODE, then press PAGE. You will be 
able to t ry th is mode a f t e r you p e r f o r m Lesson 6, "Using R e q u i r e d and Op t iona l 
Page Breaks." 

To change the Curso r mode back to word mode, press MODE, then press 
SPACE. T h e d e f a u l t se t t ing of word mode is au toma t i ca l l y reset w h e n you 
leave your d o c u m e n t . 

Press MODE 

Press S P A C E 

You may c o n t i n u e to Exerc i se 3.2, or press C A N C E L , then press E X E C U T E to 
r e t u r n to the m a i n m e n u 

EXERCISE 3.2 Overtyping, Inserting, Deleting, 
and Replacing Text 

P R E L I M I N A R Y S T E P S You should be on the f i r s t page of your 
d o c u m e n t "Itr .smith" to begin this exercise. 
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In th is exerc ise you a re going to make the fo l lowing revis ions to your d o c u m e n t 
"ltr .smith": 

Overtype the word "South" wi th the word "North." 

Overtype the word "acquired" wi th the word "received." 

Insert the phrase "recent let ter" a f t e r the phrase "apprec ia te yotfr." 

Insert the word "City" a f t e r the name "New York." 

Delete the word " inqui ry" b e f o r e the word "about." 

Delete the word "appl ica t ion" b e f o r e the word "sof tware." 

Replace the phrase "in ten days" wi th the phrase "next Wednesday." 

Replace the phrase "contact the unders igned" wi th the phrase 
"call me." 

T a k e your t ime w i t h this exerc ise and wa tch the screen p rompts tha t a re 
d i sp layed as you p e r f o r m each f u n c t i o n . All of the f u n c t i o n s in this lesson have 
one or more steps to p e r f o r m . T h e screen p rompts gu ide you t h r o u g h a f u n c t i o n 
a n d let you know w h i c h step you ' re cu r r en t l y p e r f o r m i n g . 

Be sure the Cursor is in the correct locat ion to begin a f u n c t i o n . R e m e m b e r , the 
Cursor is your ac t ion po in te r . 

If you change your mind or make a mis take whi le you ' re p e r f o r m i n g an Inser t or 
Dele te f u n c t i o n in Exerc ise 3.2, you can press C A N C E L to cancel the f u n c t i o n . 
T h e n you can s ta r t it aga in . You can edi t and revise your d o c u m e n t as many 
t imes as you need to p roduce a pe r f ec t job. 

OVERTYPING 

You can cor rec t s imple typ ing er rors or change words of the same length by 
o v e r t y p i n g one c h a r a c t e r over ano the r . 
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To p r e v e n t the poss ib i l i ty of acc iden ta l ly r emoving R e t u r n symbols, you canno t 
ove r type them. If the Cursor is on a R e t u r n symbol and you type a c h a r a c t e r , the 
symbol wil l move a h e a d of the Cursor as you type. Th i s is a conven ien t f e a t u r e 
w h e n you w a n t to add a d d i t i o n a l text b e f o r e a R e t u r n symbol. 

Move the Cursor to the f i r s t c h a r a c t e r of the word 
"South" in the address block 

Type North 

Move the Cursor to the f i r s t c h a r a c t e r of the word 
"acqui red" in the f i r s t p a r a g r a p h 

Type received, ove r typ ing the word "acqui red" 

INSERTING 

To inser t new tex t , p lace the Cursor on the c h a r a c t e r or space i m m e d i a t e l y 
f o l l o w i n g the inse r t ion posi t ion. 

Move the Cursor to the per iod a f t e r the words "New 
York" in the second p a r a g r a p h 

Press INSERT 

Press the Space bar 

If you a re a d d i n g a word in a sentence , be sure to a d d any necessary spaces 
b e f o r e or a f t e r t he word . 

Type City 

If you m a k e a t y p i n g e r ro r whi le you are inse r t ing text , use the a r r o w keys or the 
Backspace key to move the Cursor to the incor rec t charac te r (s ) , then ove r type the 
cor rec t charac te r ( s ) . 

Press EXECUTE 
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Not ice as you inser t words or phrases tha t the p a r a g r a p h r ead ju s t s to m a k e room 
f o r the inse r t ed text . 

Move the Cursor to the f i r s t c h a r a c t e r of the word 
" inqui ry" in the f i r s t p a r a g r a p h 

Press INSERT 

Type recent letter 

Press the Space bar 

Press EXECUTE 

You can press C A N C E L at any t ime d u r i n g the Inser t f u n c t i o n to cancel the 
inse r t ion . If you have typed text and press C A N C E L , the p rompt "Press 
E X E C U T E to erase inser t , C A N C E L to cont inue" is d i sp layed . If you wish to 
t e r m i n a t e the inser t , press E X E C U T E . If you wish to con t inue inser t ing , press 
C A N C E L . 

DELETING 

To de le te u n w a n t e d tex t , move the Cursor to the f i r s t c h a r a c t e r you w a n t to 
delete . Press D E L E T E , and move the Cursor to h igh l igh t all text to be dele ted . 

Move the Cursor to the f i r s t c h a r a c t e r of the word 
" inqui ry" in the f i r s t p a r a g r a p h 

Press DELETE 

You mus t now h igh l igh t the text you wan t to delete . T h e r e are two ways to 
h igh l igh t text : 

1. By mov ing the Cursor (both f o r w a r d and backward ) . You can use any of 
the Cursor movemen t methods you lea rned in Exerc ise 3.1. 
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2. By typ ing any c h a r a c t e r . When you type a c h a r a c t e r whi le you a re 
h igh l i gh t i ng , the Cursor moves f o r w a r d to the f i r s t occu r rence of tha t 
c h a r a c t e r . 

Move the Cursor to h igh l igh t the word " inqui ry" and the 
space a f t e r it 

Be sure tha t all text you w a n t to dele te is h igh l igh ted . If you have moved the 
Cursor too f a r , move it b a c k w a r d to remove the h igh l igh t ing . If you have 
h igh l igh t ed the wrong text , you can a lways press C A N C E L to s ta r t over. When 
you a re s a t i s f i ed tha t the text is cor rec t ly h igh l igh ted , 

Press EXECUTE 

If you de le ted too much text , you can a lways insert the de le ted cha rac te r s . 

Move the Cursor to the f i r s t c h a r a c t e r of the word "appl ica t ion" in the f i r s t 
p a r a g r a p h . 

Press DELETE 

Press the Space bar 

T h e word "appl ica t ion" and the space fo l lowing it a re h igh l igh ted 

Press E X E C U T E 

REPLACING 

Rep lac ing ex is t ing text wi th text of a d i f f e r e n t length is a f a s t ed i t ing method . 

To rep lace text , move the Cursor to the f i r s t c h a r a c t e r of the text to be rep laced . 
Press R E P L A C E , move the Cursor to h igh l igh t the text you w a n t to replace , and 
press E X E C U T E . Type the new text , then press E X E C U T E . 
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Move the Cursor to the f i r s t c h a r a c t e r of the phrase "in 
ten days" in the second p a r a g r a p h 

Press REPLACE 

Type s 

You type "s" to h igh l igh t by moving the cursor to the end of the phrase "in ten 
days." 

Press EXECUTE 

Type next Wednesday 

Press EXECUTE 

A note of w a r n i n g abou t using R E P L A C E : if you t e r m i n a t e the Rep lace f u n c t i o n 
by press ing C A N C E L a f t e r you have pressed E X E C U T E the f i r s t t ime, your 
o r ig ina l t ex t wil l not be res tored . 

To rep lace the ph ra se "contact the unders igned" in the last p a r a g r a p h wi th the 
phrase "call me": 

Move the Cursor to the f i r s t cha rac t e r of the phrase 

"contact the under s igned" in the t h i r d p a r a g r a p h 

Press REPLACE 

Type dd 
When you type the f i r s t "d" the cursor moves to the f i r s t "d" in "unders igned," 
when you type the second "d" the cursor moves to the f i n a l "d" in "unders igned." 

Press EXECUTE 

Type call me 

Press EXECUTE 
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MAKE YOUR OWN REVISIONS 

While you were m a k i n g the cor rec t ions in this exercise you may have not iced 
o ther revis ions you would l ike to make . T ry the methods you have just l ea rned to 
m a k e your own revis ions to "Itr.smith." 

When you have comple ted the ed i t i ng changes to "Itr.smith," press C A N C E L , then 
press E X E C U T E to r e t u r n to the Main menu. 

SUGGESTIONS 
Cursor Movement: If WORD E R A is the f i r s t word processor you have used, 
you may have to work a l i t t le to b reak the hab i t of using the Space bar to move 
across the page. If you f o r g e t and press the Space bar , use the a r r o w keys or the 
Backspace key to move the Cursor to the beg inn ing of the text and re type the 
c h a r a c t e r s you spaced over. 

R e m e m b e r tha t the Cursor is where the ac t ion is! Whether you are typ ing , 
p e r f o r m i n g a t ex t revis ion f u n c t i o n , or select ing a m e n u opt ion , your Cursor must 
be in the r igh t loca t ion . 

Making Text Revisions: U n t i l you become used to m a k i n g text revis ions us ing 
Inser t , Dele te , or Rep lace f u n c t i o n s , go slowly and wa tch the screen prompts ; they 
will gu ide you t h r o u g h each step of the f u n c t i o n s . 

You can also use the Inse r t f u n c t i o n wi th in an inser t . Inse r t ing text into an 
inser t t akes less t ime and is more conven ien t t han do ing two separa te inser t ions . 

You can also de le te text w i t h i n an insert . Move the Cursor w i th in the inser t to 
w h e r e you w a n t to dele te text , press D E L E T E , h igh l igh t the de le t ion , and press 
E X E C U T E . You can then c o n t i n u e wi th the inser t . 

You should now be able to c rea te , type , and revise your own let ters . 

Self-Paced WORD ERA 2 5 



EDITING AND REVISING YOUR DOCUMENT 

LESSON 3 

In the nex t f e w lessons you ' l l l ea rn how to spell check, p r in t , o rgan ize , and 
f o r m a t your documen t s . 

Spend a l i t t le t ime p rac t i c ing the Cursor movement s you 've jus t l ea rned . You' l l 
f i n d they a id r a p i d p r o d u c t i o n typing. Crea te , type, and revise your own let ters , 
a p p l y i n g w h a t you 've l ea rned so f a r . 

GETTING HELP 
If you f o r g e t how to use a text revis ion f u n c t i o n , press HELP, select the f u n c t i o n 
n a m e f r o m the H E L P list (use UP, DOWN, or type the f i r s t le t ter of the H E L P 
topic) t hen press H E L P . Press C A N C E L to r e t u r n to your d o c u m e n t ed i t i ng 
screen. 

N E X T LESSON Lesson 4, "Using Spell ing Tools." In this lesson 
you ' l l l ea rn how to use the Spell ing Checker to cor rec t spel l ing and 
word usage errors . 
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LESSON 4 
USING SPELLING TOOLS 

L E S S O N TIME 30 minu te s 

WHAT Y O U WILL LEARN IN T H I S LESSON 

How to Select Spelling Tools 
How to Use the Spelling Tools Menu 
How to Use the Spelling Checker to Interactively Check and Correct 
Spelling or Word Usage Errors 
How to Create and Use an Exception Dictionary 

INTRODUCTION 
Spelling Tools is a f e a t u r e you select f r o m the Document Processing menu. 

You use the Spelling Tools f e a t u r e to check your d o c u m e n t f o r spel l ing a n d 
word usage errors . Spelling Tools uses the 80,000-word P r o x i m i t y / C o l l i n s 
l ingu ibase (a lexicon of words tha t also con ta ins e lements of A m e r i c a n Engl ish , 
such as p r e f i x e s a n d s u f f i x e s . ) 

T h e Spelling Tools menu o f f e r s you two select ions, the Spelling Checker and 
the Spell Editor. In th is lesson you will learn to use the Spelling Checker to 
i n t e r a c t i v e l y cor rec t your spel l ing or word usage errors . 

For very long documen t s , you can p e r f o r m spell check ing in a u t o m a t i c or 
b a c k g r o u n d mode, then use the Spell Editor to correct e r rors at your 
conven ience . R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r i n s t ruc t ions on 
how to use a u t o m a t i c and b a c k g r o u n d processing and the Spell Editor. 

While you are us ing the Spelling Checker, you can s tore special or t echn ica l 
words in your own Excep t ion Dic t iona ry . You use an Excep t ion D i c t i o n a r y to 
a u g m e n t the Spelling Tools lexicon wi th te rms tha t a re u n i q u e to your business. 
You will l ea rn how to use an Excep t ion D ic t i ona ry in th is lesson. 
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T h e Hyphenation and Pagination f e a t u r e also uses the Spelling Tools lexicon 
to o f f e r you syl lable points f o r h y p h e n a t i o n . 

EXERCISE 4.1 Using the Spelling Checker 

P R E L I M I N A R Y S T E P S You should have completed Lessons 1 
through 3. You should be at the Main menu to begin this exercise. 

To select Spelling Tools you must f i r s t select Document Processing Tools. 

Type d 

Press E X E C U T E 

T h e Spelling Tools f e a t u r e is the f i r s t select ion on the Document Processing 
Tools menu . 

Press E X E C U T E 

F r o m the Spelling Tools menu you can use the Spelling Checker or the 
Spell Editor. 

Press E X E C U T E to select Spelling Checker 

Type ltr.smith 

If you have jus t comple ted Lesson 3, the documen t name will a l r e ady be f i l l ed in, 
because WORD E R A remember s the name of the last d o c u m e n t you used. 

Press E X E C U T E 

T h e Spelling Checker menu is d i sp layed wi th d e f a u l t opt ions h igh l igh ted by 
Markers . T h e f l a s h i n g Marke r ind ica tes your posi t ion on the menu. 

You can choose to check your documen t fo r spel l ing er rors only, word usage 
e r ro r s only , or both . 
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You may s p e c i f y a r ange of pages to check. In the case of "Itr.smith," you have 
only one page. 

You can use an Excep t ion D i c t i o n a r y if you wish. In this exerc ise you will 
c rea te your Excep t ion D i c t i o n a r y as you use the Spelling Checker. 

You can choose to p e r f o r m check ing in te rac t ive ly , a u t o m a t i c a l l y , or in the 
b a c k g r o u n d . 

To change an op t ion you use the R e t u r n key to move to a select ion. T h e n , use 
the U p or D o w n a r r o w keys to select the opt ion. For this exercise , you wil l 
change the Excep t ion D i c t i o n a r y opt ion f r o m "no" to "yes." 

Press R E T U R N three times, the Excep t ion D i c t i o n a r y 
Marke r f l a shes 

Press DOWN to select "yes" 

Press E X E C U T E 

Since you have selected "yes" f o r Excep t ion D ic t i ona ry the p rompt "Except ion 
d i c t i o n a r y name" is d i sp layed . You do not have an exis t ing Excep t ion D i c t i o n a r y 
so you wil l be c r e a t i n g one f o r the f i r s t t ime. Name your Excep t ion Dic t i ona ry 
"exdict." 

Type exdict 

Press E X E C U T E 

A m e n u appea r s tha t o f f e r s you the o p p o r t u n i t y to c rea te a new Excep t ion 
D i c t i o n a r y , change the name you en te red , qu i t a l toge ther , or con t inue w i t h o u t an 
Excep t ion D i c t i o n a r y . 

Press E X E C U T E to c rea te the Excep t ion D ic t i ona ry 

T h e f i r s t screen of your d o c u m e n t "Itr .smith" is d i sp layed . Words o f f e r e d f o r 
co r rec t ion a re emphas i zed by reverse video blocks. T h e f i r s t word o f f e r e d f o r 
cor rec t ion is "Marvin." Not ice tha t the reverse v ideo block is on the f i r s t le t ter 
and the r e m a i n d e r of the word is b r igh t . Your Cursor is located on this b r igh t 
word . 
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You move the Cursor f r o m emphas ized word to emphas ized word on the Spelling 
Checker screen by press ing the R e t u r n key. If you press R E T U R N when you 
reach the last emphas i zed word on the screen, the Cursor will cycle back to the 
f i r s t emphas i zed word . 

You canno t move the Cursor to non-emphas ized words . 

Do not press the Execu t e key un t i l you have made all the cor rec t ions you w a n t on 
a screen. 

If you h a v e moved the Cursor past the word "Marvin," press R E T U R N un t i l the 
Cursor is on "Marvin." 

You can now store the word "Marvin" in your Excep t ion D i c t i o n a r y by press ing 
COPY or S H I F T / C O P Y (press the S h i f t and the Copy keys s imul taneous ly) . 
COPY stores in word in lowercase , and S H I F T / C O P Y stores the word wi th its 
exact c ap i t a l i z a t i on . In the case of "Marvin" you will w a n t the exact 
c ap i t a l i z a t i on . 

Press S H I F T / C O P Y to s tore the word "Marvin" in your 
Excep t ion Dic t i ona ry 

Since you p r o b a b l y don ' t w a n t to s tore the le t ter "J" in your Excep t ion 
D i c t i o n a r y , you can press R E T U R N to move to the next emphas ized word . T h e 
nex t emphas i zed word is "Syracuse." You can store this word in your Excep t ion 
D i c t i o n a r y by press ing S H I F T / C O P Y , or you can press R E T U R N to move to the 
nex t emphas i zed word . 

T h e nex t emphas i zed word is "NYork" which should be "New York." 

Press R E T U R N to move the Cursor to "NYork" 

T h e r e a re f o u r m e t h o d s you can use to correct words: 

O v e r t y p i n g 
Inse r t i ng 
De le t ing 
R e p l a c i n g 

You l ea rned how to over type , inser t , and delete in the p rev ious lesson, you can 
use these same m e t h o d s to cor rec t spel l ing or word usage errors . You will Inser t 
to change "NYork" to "New York." 
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Move the Cursor to the "Y" in "NYork" 

Press I N S E R T 

Type ew 

Press the Space bar, chang ing the word to "New York" 

If you have no o the r e r rors i n t e rven ing , the next emphas ized word is "you'r." 
Th i s word should be "your." You can use the suggested word list to rep lace a 
word . You can choose f r o m a list of e ight r ep l acemen t words o f f e r e d by the 
Spelling Checker. 

Press R E T U R N to move the Cursor to "you'r" 

Press S E A R C H 

Press DOWN and U P to cycle t h r o u g h the list of 
r ep l acemen t words 

You wil l use the word "your" f r o m the suggested word list to rep lace the word 
"you'r." 

Press DOWN to d isp lay the word "your" 

Press R E P L A C E to replace the word "you'r" w i th the 
word "your" 

C o n t i n u e to m a k e cor rec t ions as you wish. R e m e m b e r to press E X E C U T E when 
you have m a d e all co r rec t ions to a screen. T h e next screen will be d i sp layed . 

When check ing is comple ted , the End of Spelling Checking screen is d i sp layed . 

Press E X E C U T E to save the changes . 
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SUGGESTIONS 
You can also add words to your Excep t ion D ic t i ona ry by ed i t ing it and typ ing 
the words . Words must be sepa ra t ed by a space or on a sepa ra t e l ine. A word can 
not be longer t h a n 58 charac te r s . 

You can have one or several Excep t ion Dic t ionar ies , bu t you can only use one at 
a t ime. To change Excep t ion Dic t iona r i e s whi le you are us ing the Spelling 
Checker press G O T O P A G E a n d enter the name of the Excep t ion D ic t i ona ry . 

R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r de ta i l ed i n f o r m a t i o n on all 
Spelling Tools f u n c t i o n s . 

N E X T L E S S O N Lesson 5, "Pr in t ing Your Document ." In th is lesson 
you wil l l ea rn how to use the Print Document menu to p r in t your 
d o c u m e n t . 
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LESSON 5 
PRINTING YOUR DOCUMENT 

L E S S O N TIME 30 minutes 

WHAT Y O U WILL L E A R N IN T H I S L E S S O N 

How to print your document using the Print Document menu 

INTRODUCTION 
In th is lesson you ' l l l ea rn how to p r i n t your d o c u m e n t , us ing the Print 
Document menu . Th is menu o f f e r s you several p r i n t i n g opt ions to choose f r o m , 
m a n y of w h i c h a r e d e p e n d e n t on the type of p r i n t e r , the type of p r i n t wheel or 
p r i n t th imble , a n d the type of p a p e r - f e e d i n g device you a re using. For 
i n f o r m a t i o n abou t se t t ing up and us ing your p r i n t e r , pape r f e e d e r , or p r in t 
wheels a n d th imbles , see the m a n u f a c t u r e r ' s i n s t ruc t i on m a n u a l f o r your p r in t e r . 

T h e Print Document menu se t t ings are b r i e f l y descr ibed below. T h e c u r r e n t 
se t t ings a re es tab l i shed by the p ro to type documen t you select when you c rea te a 
new d o c u m e n t . Lesson 18 shows you how to use p ro to type documen t s to set 
ed i t i ng a n d p r i n t i n g s t anda rds . 

To v iew the Print Document menu whi le you are r ead ing the descr ip t ions : 

If you have jus t comple ted Exerc ise 4.1, the d o c u m e n t name will a l r e ady be f i l l ed 
in. WORD E R A remember s the name of the last d o c u m e n t you used. 

Move t he Cursor to Print Document 

Press E X E C U T E 

Type I t r . smi th 

Press E X E C U T E 

T h e Print Document m e n u f o r "Itr .smith" is d i sp layed . 
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DO N O T press E X E C U T E at this point or your documen t will be sent to the 
p r in t e r . When you w a n t to r e t u r n to the Main menu, press C A N C E L . 

Description of Print Document Menu Settings 

Document name l t r . smi th 

T h e n a m e of your d o c u m e n t is shown at the upper l e f t . 

Print from page 1 
Print thru page 1 

T h e Print from/thru page op t ions al low you to select a r ange of pages to p r in t . 
For example , if you have a s ix-page documen t , you may w a n t to p r in t only 
Page 2, or you may w a n t to p r i n t Pages 4 t h rough 6. T h e Print thru page 
opt ion d i sp lays the n u m b e r of the last page in your document . 

Starting as page no. 1 

First header page 1 
First footer page 1 
Footer begins on line 6 1 _ 

These op t ions a l low you to s p e c i f y the beg inn ing page n u m b e r of your d o c u m e n t , 
the beg inn ing pages f o r heade r s and footers , and the text p r i n t i n g l ine f o r the 
foo te r . Lesson 11 shows you how to use and p r in t headers and foo te rs . 

Paper length 6 6 _ 

P r i n t i n g l ines a re measured by l ines per inch. T h e s t a n d a r d measu remen t is 6 
l ines per inch; t h e r e f o r e , a s t a n d a r d 8-1 /2 x 11-inch picce of paper has 66 
p r i n t i n g lines. If you use legal paper , you would change the se t t ing to 84 (6 lines 
per inch x 14). 
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Left margin 1 0 _ 

T h e l e f t m a r g i n is set f r o m the Print Document menu. T h e r igh t marg in of 
you r d o c u m e n t is set in the d o c u m e n t f o r m a t line. Lesson 8 shows you how to 
change the f o r m a t l ine. 

No. of originals 1 

You may p r i n t more t h a n one o r ig ina l of your d o c u m e n t by c h a n g i n g this set t ing. 

Printer number 1 
Print wheel no. 1 

T h e P r i n t e r n u m b e r is the logical device n u m b e r of your p r in t e r . Th i s n u m b e r is 
d e f i n e d w h e n your system is c o n f i g u r e d . T h e p r in t wheel n u m b e r depends on the 
type of p r i n t wheel you a re using. 

Pitch 
10 
12 
15 

D e p e n d i n g on the type of p r in t wheel you have , you can p r in t in 10, 12, or 15 
p i tch . T h e r e a r e 10 c h a r a c t e r s per hor izon ta l inch in 10 p i tch , 12 cha rac t e r s per 
inch in 12 p i t ch , and 15 cha rac t e r s per inch in 15 pi tch. 

Format 

Unjust i f ied 
Just i f ied 
With notes 

You can p r i n t your text w i th a j u s t i f i e d or an u n j u s t i f i e d r ight marg in . If you 
choose the With notes op t ion , the text p r in t s u n j u s t i f i e d and any "noted" text 
in your d o c u m e n t is p r in t ed . The Note f e a t u r e is covered in Lesson 13. 
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Feed 

Tractor 
Sheet 
One bin 
Two bins 

T h e Feed op t ion d e f i n e s the type of p a p e r - f e e d i n g device on your p r in t e r . To 
p r i n t s ingle sheets of paper , set the opt ion f o r Sheet. 

Style 

Final 
Draf t 

When you select Final, your d o c u m e n t p r in t s accord ing to the ver t i ca l l ine 
spac ing set in the documen t . If you select Draft, ver t ica l l ine spacing in the 
d o c u m e n t is doub led . 

Summary 

No 
Yes 

By select ing Yes, you can p r i n t your Document Summary. 

LPI 

6 
8 
10 

You can p r i n t in 6, 8, or 10 l ines per inch. If you select 10 l ines per inch, you 
should use a 15-pitch p r in t wheel or th imble . 
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Paper 

Std 
Bin 1 
Bin 2 
Alt 

Thi s op t ion f u r t h e r d e f i n e s the p a p e r - f e e d i n g device on your p r in t e r . Select 
Std to p r i n t s ingle sheets. 

Banner 
No 
Yes 

T h e Banner op t ion a l lows you to p r in t a b a n n e r page which i d e n t i f i e s you as 
the owner of the p r in t job. 

To f i le 

No 
Yes 

You can use the To f i l e opt ion to conver t WORD E R A documen t s in to a f o r m a t 
usable by p r o g r a m s o the r t h a n WORD ERA. For more i n f o r m a t i o n on this opt ion, 
r e f e r to the WORD E R A R e f e r e n c e Guide . 

Copy 

Yes 
No 

T h e Copy op t ion c rea tes a copy of your documen t when you send it to the 
p r i n t e r . Th i s a l lows you to go back a n d ed i t your d o c u m e n t at the same t ime it is 
p r in t i ng . 
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Press CANCEL to r e tu rn to the Main menu if you are 
c u r r e n t l y looking at the Print Document menu f o r 
"l tr .smith" 

EXERCISE 5.1 Using the Print Document Menu 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

To p r i n t your d o c u m e n t , "ltr.smith": 

Move the Marker to Print Document 

Press EXECUTE 

Type ltr.smith 

Press EXECUTE 

T h e Print Document menu is d i sp layed . The Cursor is at the f i r s t opt ion , 
Print from page. 

In the top por t ion of the Print Document menu, the Marke r moves when you 
move the Cursor , jus t as it d id when you typed the t i t le block of the Document 
Summary. 

In the bo t tom por t ion of the Print Document menu, an opt ion u n d e r each 
select ion is h igh l igh t ed by a Marke r . These are s t a n d a r d d e f a u l t op t ions set by 
your p r o t o t y p e documen t . (You' l l learn how to use p ro to type documen t s in 
Lesson 18.) 

You can change a n y opt ion by moving the Marke r to the op t ion of your choice. 

You can move the Cursor t h r o u g h the opt ions on the Print Document menu by 
press ing R E T U R N , UP, or DOWN. You can also press R I G H T or L E F T to move 
f r o m one opt ion to a n o t h e r in the bo t tom por t ion of the menu . 
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Press R E T U R N , UP, and DOWN several t imes, observ ing 
the Cursor and Marke r movement t h r o u g h the menu 

T h e l e f t m a r g i n is d e t e r m i n e d by the number of c h a r a c t e r spaces be tween the l e f t 
edge of the pape r and the beg inn ing of text , and the p i tch . If you set the l e f t 
marg in at 15, p r i n t i n g begins 15 c h a r a c t e r spaces f r o m the l e f t edge of the paper . 
D e p e n d i n g on the p i t ch you select, the marg in will be 1-1 /2- inchcs , 1-1 /4- inchcs , 
or 1- inch wide. 

Move t he C U R S O R to Left margin 

Type 15 

Be fo re you send your d o c u m e n t to the p r in t e r , check to be sure all of your 
se t t ings a re cor rec t . Press the Execu te key to pr in t your documen t . 

Press E X E C U T E to p r i n t your d o c u m e n t 

A f t e r you send your d o c u m e n t to the p r in te r , the Main menu is d i sp layed . 
You may p e r f o r m any o ther ac t iv i ty whi le your d o c u m e n t is p r in t ing . 

SUGGESTIONS 

Lesson 11 shows you how to p r in t a documen t using headers and foo te rs , and 
Lesson 19 shows you how to use the Printer Control menu . 

In this lesson you l ea rned how to use the Main menu , and how to crea te , type, 
revise, spell check , and p r in t a document . 

T r y p r i n t i n g the le t ter aga in , chang ing the l e f t marg in set t ing. E x p e r i m e n t wi th 
one or two d i f f e r e n t se t t ings un t i l you l ike the way your le t ter looks on the 
paper . 

N E X T LESSON Lesson 6, "Using R e q u i r e d and Opt iona l Page 
Breaks." In th is lesson you' l l learn how to use op t iona l and r equ i r ed 
page b reaks to pag ina t e your document . 
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LESSON 6 

USING REQUIRED AND OPTIONAL PAGE BREAKS 

LESSON TIME 45 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to use required and optional page breaks 
How to change the text length setting 

INTRODUCTION 
For th is lesson you wil l type the documen t brochure, in Example 2. A l t h o u g h 
it is a f a i r l y long d o c u m e n t be sure to type all of it. You will be us ing 
"brochure" t h r o u g h o u t the r e m a i n i n g lessons in this book. 

In this lesson you wil l learn how to use r equ i r ed and op t iona l page b reaks to 
o rgan ize your text as you type. 

EXERCISE 6.1 Using Required and Optional Page Breaks 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

Look at E x a m p l e 2, "brochure." This is the documen t you are going to c rea te and 
type f o r th is lesson. 

You wil l also use your "brochure" d o c u m e n t f o r several o ther lessons. 

R e m e m b e r not to press the R e t u r n key when you type p a r a g r a p h s ; just type the 
text a n d al low it to w r a p to the next line. 
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If you m a k e a t yp ing mis take , cor rec t it us ing the ed i t ing f u n c t i o n s you l ea rned 
in Lesson 3. 

Move 

Press 

Type 

Press 

the Marker to Create New Document 

EXECUTE 

brochure 

EXECUTE twice 

Fil l in the Document Summary as fol lows: 

D o c u m e n t t i t le: WORD ERA Brochure 

Opera to r : Your name 

A u t h o r : Your name 

Comments : leave blank 

Press EXECUTE to edi t the d o c u m e n t 

Since "brochure" is a longer d o c u m e n t t han "Itr.smith," you can leave Autosave at 
the d e f a u l t se t t ing of 1024 charac te r s . This way, your typ ing will be i n t e r r u p t e d 
less f r e q u e n t l y w h e n your d o c u m e n t is saved. Not ice tha t each t ime the 
d o c u m e n t is saved , the "Writing pages" message stays on the screen a f e w seconds 
longer , s ince more text is w r i t t e n to the system disk. 

To t u r n on the Au tosave f u n c t i o n : 

Press 

Press 

Type 

STOP 

EXECUTE 

the first page of "brochure" exactly as it is shown in 
Example 2 
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Press RETURN twice a f t e r you type the last l ine on the 
page 

T h e f i r s t page of "brochure" is a title page. To keep the t i t le page sepa ra t e 
f r o m o the r t ex t in the documen t , use a required page break. As you will see in 
Lesson 24, the a u t o m a t i c p a g i n a t i o n process deletes exis t ing page b reaks in a 
d o c u m e n t , a n d inser t s new page breaks at the text length you spec i fy . When you 
use a r e q u i r e d page b reak , however , it is N E V E R dele ted d u r i n g pag ina t ion . Use 
a r e q u i r e d page b r eak a f t e r a t i t le page, a table of contents , i l lus t ra t ions , or o ther 
tex t you w a n t to keep on a page by i tself . 

Press S H I F T / P A G E 

T h e r e q u i r e d page b r eak is inser ted at the Cursor locat ion. It marks the end of 
the f i r s t page of the d o c u m e n t a n d is d i sp layed as a doub le -dashed line. Note 
t h a t the f o r m a t l ine is d i sp layed unde r the page break . Each page must have a 
f o r m a t l ine (even if it is the same f o r m a t line on every page). 

Not ice t h a t "Page" in the f i r s t s ta tus l ine d isplays as "Page 2." You are now on 
Page 2 of your documen t . 

Type the remainder of the text in Example 2 

Press RETURN twice at the end of each p a r a g r a p h . 

Press PAGE to place an op t iona l page b reak at the end 
of each page. Place the page b reaks so your pages 
ma tch Example 2. 

T h e optional page break is d i sp layed as a s ingle-dashed line. You can 
m a n u a l l y de le te page b reaks to combine text. To delete an op t iona l or r equ i r ed 
page b r e a k , move the cursor to the page break , press D E L E T E , then press 
E X E C U T E . If you w a n t to t ry this, be sure to press P A G E again to re inse r t the 
op t iona l page b r eak (or S H I F T / P A G E to re inser t the r equ i r ed page break) . 

When you a re f i n i s h e d , you should be on Page 5 of "brochure." 
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Now tha t you have a d o c u m e n t wi th several pages, you can move qu ick ly be tween 
pages by us ing the GO TO P A G E key in combina t ion wi th o ther keys. T r y the 
f o l l o w i n g Cursor movemen t f u n c t i o n s b e f o r e you c o n t i n u e wi th the next exercise. 

Press G O T O P A G E 

Type 1 

Press E X E C U T E 

T h e C U R S O R moves to the top of Page 1 

Press G O T O P A G E 

Type 4 

Press E X E C U T E 

T h e C U R S O R moves to the top of Page 4. 

Press G O T O P A G E 

Press P R E V SCRN 

T h e C U R S O R moves to the top of the previous page. 

Press G O T O P A G E 

Press NEXT SCRN 

T h e C U R S O R moves to the top of the next page. 

Press G O T O P A G E 

Type e 
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The C U R S O R moves to the end of the d o c u m e n t 

Press GO TO PAGE 

Type b 

T h e C U R S O R moves to the beg inn ing of the d o c u m e n t 

You can now t ry moving the cursor in page mode. To set page mode: 

Press MODE 

Press PAGE 

Press SHIFT/DOWN or S H I F T / U P 

T h e C U R S O R moves f r o m the top of one page to the top of the next page. 

You can c o n t i n u e to Lesson 7, or press C A N C E L , then press E X E C U T E to r e t u r n 
to the Main menu . 

A c q u i r e the h a b i t of inse r t ing opt iona l or r equ i red page b reaks as you type when 
you work wi th large documents . Keep ing your pages to a reasonable length per 
page ( a p p r o x i m a t e l y 50 to 54 lines) makes documen t h a n d l i n g and ed i t ing much 
easier . You can have up to 999 pages in a document . 

T h e d e f a u l t text l eng th (shown fo l lowing the Length se t t ing in the second s ta tus 
l ine) is 54. When you exceed the text length , the n u m b e r fo l l owing the L e n g t h ^ 
i n d i c a t o r becomes b r igh t to r emind you to enter a page b reak . For example , if 
the text l eng th is 54, the i nd i ca to r will l ight at l ine 55. 
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CHANGING THE TEXT LENGTH SETTING 

To change the Text Length se t t ing , press C O M M A N D , press P A G E , type the 
n u m b e r of l ines you w a n t per page, then press E X E C U T E . 

Now tha t you k n o w how to en te r r equ i r ed and op t iona l page b reaks , you can 
c rea te and p r i n t longer documents . 

NEXT LESSON Lesson 7, "Copying and Moving Text ," in Lesson 7, 
you will l ea rn more abou t text o rgan iza t ion by copy ing and mov ing 
tex t w i t h i n your documen t . You will learn how to use WORD E R A 
Windows to copy and move text be tween documents . 
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LESSON 7 
COPYING AND MOVING TEXT 

LESSON TIME 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON 

How to copy and move text within your document 
How to use WORD ERA Windows to copy and move text between 
documents 

INTRODUCTION 
In th is lesson you wil l learn how to copy and move text w i t h i n your d o c u m e n t 
and how to copy or move text f r o m one documen t to a n o t h e r using the WORD 
E R A w i n d o w i n g f e a t u r e . 

Somet imes cal led "cut and paste" opera t ions , the copy and move f u n c t i o n s help 
you avo id r epe t i t i ve typ ing , and let you easily r eo rgan ize your text . 

EXERCISE 7.1 Copying and Moving Text 

PRELIMINARY STEPS You should edit the document "brochure" 
and your Cursor should be on Page 1 to begin this exercise. 

You a re going to a d d a list of WORD E R A f e a t u r e s to Page 1 of "brochure" by 
using the Copy f u n c t i o n to copy the f e a t u r e names f r o m Pages 3 and 4 and place 
them on Page 1. 
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COPYING TEXT 

When you copy text f r o m one locat ion to ano the r , you dup l i ca t e the text . It 
r ema ins in the o r ig ina l locat ion in the documen t and is dup l i ca t ed in the new 
locat ion. To copy text , place the Cursor on the f i r s t c h a r a c t e r of the text to be 
copied. Press the Copy key, and move the Cursor to h igh l igh t the text (you can 
also inc lude R e t u r n symbols and page b reaks in copied text). When the text is 
h igh l igh ted , press the Execu te key. 

P e r f o r m the f o l l o w i n g ins t ruc t ions to copy the f e a t u r e names to Page 1 of 
"brochure." 

Move the Cursor to the per iod at the end of the f i r s t 
p a r a g r a p h 

Type , (comma) 
(Over type the per iod at the end of the f i r s t p a r a g r a p h 
wi th a comma) 

Press the Space bar 

Type such as: 

Move the Cursor to Page 3 

R e m e m b e r , the qu ickes t way to move f r o m page- to-page in a d o c u m e n t is by 
press ing G O T O P A G E , typ ing a n u m b e r , and pressing E X E C U T E . 

Move the Cursor to the f i r s t c h a r a c t e r of the words 
"Mult iple Columns" 

Press COPY 

Press RETURN twice to h igh l igh t the words 
" M U L T I P L E COLUMNS" and the two R e t u r n symbols 

Press EXECUTE 
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Press GO TO PAGE 

Type 1 

Press EXECUTE 

Move the Cursor to the f i r s t le t ter of the l ine "WORD 
E R A is a p roduc t of: 

Press EXECUTE 

T h e words " M U L T I P L E COLUMNS" and the two R e t u r n symbols a re copied to 
Page 1. 

Use the Copy f u n c t i o n to copy the names of the WORD E R A f e a t u r e s f r o m 
Page 3, a n d place them on Page 1. T a k e your t ime and wa tch the p rompts wh ich 
a p p e a r on the u p p e r r igh t of the screen as you are copying; they will gu ide you 
t h r o u g h the copy f u n c t i o n . 

When the "To where?" p rompt is d i sp layed , you can move the Cursor to the 
loca t ion you have chosen f o r the copied text. You can use any of the Cursor 
movemen t keys whi le you are in the Copy f u n c t i o n . When the Cursor is 
pos i t ioned where you w a n t the copied text to appea r , press the Execute key. 

If you change your mind , you can press C A N C E L at any stage of the Copy 
f u n c t i o n . 

If you w a n t to get some p rac t i ce in copying, you can copy each f e a t u r e u n d e r the 
"Document Process ing Tools" h e a d i n g one at a t ime. If you wan t to p e r f o r m the 
task qu ick ly , you can copy them all at once by press ing R E T U R N un t i l all the 
f e a t u r e n a m e are h igh l igh ted . 

MOVING TEXT 

You use the Move f u n c t i o n to move text f r o m one place to ano the r place in your 
documen t . Moving text is s imi la r to copying it, bu t the text is de le ted f r o m the 
o r ig ina l loca t ion and appea r s only in the new locat ion. Copied text appea r s 
twice , in the o r ig ina l loca t ion and in the new locat ion. 
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You are going to move the last f o u r l ines on Page 1 of "brochure" to the end of 
the documen t . 

Move the Cursor to Page 1 

Move t he Cursor to the f i r s t c h a r a c t e r in the line "WORD 
E R A is a p roduc t of:" 

Press MOVE 

Press R E T U R N seven t imes to h igh l igh t all f o u r l ines of 
text a n d the R e t u r n symbol fo l lowing the f o r t h l ine 

Press E X E C U T E 

Press G O T O P A G E 

Type e 

The Cursor moves to the end of the document . 

Press E X E C U T E 

T h e text f r o m Page 1 is moved to Page 5 of "brochure." To v e r i f y this, you can 
go to Page 1 and observe tha t the moved text has been dele ted f r o m Page 1. 

Press CANCEL 

Press E X E C U T E to r e tu rn to the Main menu 

In the nex t exerc ise you will learn how to use w indows to copy text be tween 
documents . 

T h e "Suggestions" sect ion of this lesson tells you how to use the Supercopy and 
Supe rmove f e a t u r e s to copy and move text be tween documents . 
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EXERCISE 7.2 Using Windows to Copy Text 
Between Documents 

PRELIMINARY STEPS You should be on Page 1 of the document 
"ltr.smith" to begin this exercise. 

In th is exerc ise you a re going to: 

1. E d i t the d o c u m e n t "l tr .smith" 

2. C r e a t e a window and ed i t the d o c u m e n t "brochure" 

3. Inser t a new l ine of tex t be tween the second and t h i r d p a r a g r a p h s in 
"ltr .smith." 

4. Copy the f e a t u r e list f r o m page 1 of "brochure" to page 1 of "ltr.smith." 

T h e WORD E R A Window f e a t u r e al lows you to d isp lay up to f o u r documen t s 
at one t ime by c r e a t i n g a "window" f o r each document . In this exerc ise you are 
going to w i n d o w two d o c u m e n t s at once, "l tr .smith" and "brochure." 

You can j u m p back a n d f o r t h be tween d o c u m e n t windows . You can copy and 
move text be tween documents . You can also p e r f o r m all ed i t ing and f o r m a t t i n g 
f u n c t i o n s in a d o c u m e n t w indow. You can also choose the size of w i n d o w you 
wan t . 

You should be on Page 1 of "ltr .smith." 

Move the Cursor to the f i r s t c h a r a c t e r of the second 
p a r a g r a p h in "ltr .smith" (beg inn ing "I have sent ...") 

Press INSERT 

Type Some of the features you will be interested in are: 
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Press R E T U R N twice 

Press E X E C U T E 

You a re going to "open" a w indow fo r "brochure" a n d copy the f e a t u r e list in to 
"Itr.smith." Your Cursor should be at the f i r s t c h a r a c t e r of wha t is now the th i rd 
p a r a g r a p h (beg inn ing "I have sent ..."). 

Press COMMAND 

Type w 

A br igh t box is d r a w n a r o u n d the text on the screen and the p rompt "Set window" 
is d i sp layed . To set the window: 

Move t h e C u r s o r to the a p p r o x i m a t e midd le of the screen. 
(Use the R igh t Cursor A r r o w key to c rea te ver t ica l 
windows.) 

Press E X E C U T E to set the w indow size 

T h e p rompt "Document name?" is d i sp layed . 

Type brochure 

Press E X E C U T E 

Page 1 of "brochure" is d i sp layed in the second window. 

To j u m p f r o m w i n d o w to window: 

Press COMMAND, then type j 

To d isp lay only one window: 

Press COMMAND, then type f 

To red i sp lay all w i n d o w s type C O M M A N D j aga in . 
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T r y j u m p i n g ( C O M M A N D j) and f l i p p i n g ( C O M M A N D f ) be tween windows a f e w 
times. Not i ce tha t the Cursor a lways r e tu rn s to its o r ig ina l loca t ion when you 
j u m p back to a w i n d o w . 

3 
Press COMMAND, then type / to res tore the d i sp lay 

of both windows. 

To copy the f e a t u r e list f r o m "brochure" to "ltr.smith": 

Move t he Cursor to the f i r s t c h a r a c t e r of the t h i rd 
p a r a g r a p h in "ltr .smith" (beg inn ing "I have sent ...") 

(If your Curso r is in the "brochure" w i n d o w , press C O M M A N D , type j, then move 
the Curso r as d i r ec t ed above.) 

Press COMMAND 

Type j 

Move t he Cursor to the f i r s t c h a r a c t e r of the l ine 
" M U L T I P L E COLUMNS" 

Press C O P Y 

Press R E T U R N un t i l all the f e a t u r e s , i nc lud ing the last 
R e t u r n symbol fo l lowing "Forms Processing" are 
h igh l igh ted 

Press E X E C U T E 

Press COMMAND 

Type j 

Press E X E C U T E 

T h e f e a t u r e list is copied to "ltr.smith." 
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To close d o c u m e n t windows , you must f i r s t move the Cursor to the w i n d o w you 
w a n t to close: 

Press COMMAND 

Type j 

then end the ed i t session f o r tha t window: 

Press CANCEL 

Press EXECUTE 

T h e w i n d o w f o r "brochure" is closed and "Itr.smith" is d i sp layed w i t h o u t the 
w i n d o w box. 

Press C A N C E L , then press E X E C U T E to end the edit of "Itr.smith." 

SUGGESTIONS 
R e m e m b e r tha t the Move f u n c t i o n deletes text f r o m the or ig ina l locat ion and 
moves it to the new locat ion , so be sure you real ly wan t to use the Move f u n c t i o n 
( r a the r t han Copy) when you are o rgan iz ing text. 

USING SUPERCOPY AND SUPERMOVE 

To copy and move text be tween documen t s you can also use the Supcrcopy and 
Supermove f u n c t i o n s . The documen t you are ed i t ing is called the destination 
d o c u m e n t , and the d o c u m e n t you are coping f r o m is called the source 
documen t . 

To Supercopy text be tween documen t s edi t your documen t , then move the Cursor 
to the posi t ion where you wan t the copied text to appear . Press S H I F T / C O P Y . 
When the "Copying Text Between Documents" screen is d i sp layed , type the name 
of the source d o c u m e n t you want to copy f r o m and press E X E C U T E . If you 
make a mis t ake whi le you are typ ing the name of the sourcc documen t , use the 
Backspace key to move the Cursor to the e r ror and ove r type it wi th the cor rec t 
cha rac te r s . 
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When the f i r s t page of the source documen t is d i sp layed , move the Cursor to the 
f i r s t c h a r a c t e r of the text you w a n t to copy. Press E X E C U T E , then h igh l igh t the 
text to be copied. When the text is cor rec t ly h igh l igh ted , press E X E C U T E . The 
copied text is d i sp l ayed at the Cursor locat ion in the d o c u m e n t you are ed i t ing . 

You can also press C A N C E L at any t ime whi le copying be tween documen t s to 
r e t u r n to the ed i t i ng screen. 

You use the Supe rmove f u n c t i o n to move text be tween documen t s in the same 
way you copy tex t , except the text is not dup l i ca t ed ; it is de le ted f r o m the source 
d o c u m e n t a n d a p p e a r s only in the des t ina t ion document . 

For more i n f o r m a t i o n abou t the Copy, Move, a n d Window f e a t u r e s r e f e r to the 
WORD E R A R e f e r e n c e manua l . 

C rea t e a f e w p rac t i c e documents . T ry copying and moving text w i t h i n and 
be tween documen t s . 

NEXT LESSON Lesson 8, "Using Tabs and F o r m a t Lines to F o r m a t 
Your Documen t" In this lesson you' l l learn how to change the f o r m a t 
l ine, a n d how to use Tabs , Indents , R i g h t - F l u s h Tabs , Dec imal Tabs , 
a n d how to cen te r text by using the Center f u n c t i o n . 
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LESSON 8 
USING FORMAT LINES AND TABS 
TO FORMAT YOUR DOCUMENT 

L E S S O N TIME 45 minutes 

WHAT Y O U WILL L E A R N IN T H I S LESSON 

How to change a format line 
How to set and use Tabs and Indents 
How to set and use Right-Flush Tabs 
How to set and use Decimal Tabs 
How to center text 

INTRODUCTION 
D o c u m e n t f o r m a t r e f e r s to the l ine w id th of your text , which is d e t e r m i n e d by 
the r igh t m a r g i n se t t ing , the tab stop posi t ions, the ver t i ca l l ine spacing (such as 
single, double , t r ip le) , and the n u m b e r of l ines per page. 

T h e r igh t m a r g i n , t ab s top posi t ions , a n d ve r t i ca l l ine spac ing a re set on the 
format line in your documen t . T h e Length i nd ica to r in the second s ta tus 
l ine shows the page l eng th se t t ing f o r the document . 

In th is lesson you will l ea rn how to change your f o r m a t l ine and how to set and 
use tabs. In the nex t lesson you will learn how to c rea te a l t e r n a t e f o r m a t lines, 
how to de le te a f o r m a t l ine, a n d how to change the ve r t i ca l l ine spac ing and text 
length . 

T H E F O R M A T LINE 

E d i t you r d o c u m e n t "brochure" and look at the f o r m a t l ine at the top of the page 
as you r ead this desc r ip t ion . 

T h e f o r m a t l ine is the t h i r d l ine at the top of your d o c u m e n t ed i t i ng screen, 
d i rec t ly below the f i r s t and second s ta tus lines. 
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T h e f i r s t n u m b e r in the f o r m a t l ine shows the ver t ica l l ine spacing. T h e ver t i ca l 
l ine spac ing is also shown in the second s ta tus l ine a f t e r the word "Spacing." 

If your Cursor is in posi t ion 1 you will need to move it a f e w spaces to the r igh t 
to see the ver t i ca l l ine spacing because the Cursor cross-hair covers the number . 
T h e cross ha i r in the f o r m a t l ine moves wi th the Cursor , i n d i c a t i n g its c u r r e n t 
ho r i zon ta l posi t ion. T h e Cursor posi t ion is also shown in the f i r s t s t a tus l ine 
a f t e r "Pos." 

T h e second n u m b e r (in paren theses ) ind ica tes the f o r m a t l ine number . T h e 
f o r m a t l ine n u m b e r is also shown in the second s ta tus l ine a f t e r the word 
"Format ." You can have up to 99 d i f f e r e n t l y n u m b e r e d f o r m a t l ines in your 
documen t . You can have as m a n y occur rences of each f o r m a t l ine n u m b e r as you 
need. 

T h e n u m b e r s 1, 2, 3, and so on, mark every t en th posi t ion, g iv ing you a h a n d y 
pos i t ion r e f e r e n c e . 

T h e r i g h t - p o i n t i n g t r i ang les are tab stop posit ions. The R e t u r n symbol at the end 
of the f o r m a t l ine shows the r ight marg in posi t ion. T h e l e f t - p o i n t i n g a r row 
b e f o r e t he R e t u r n symbol is a R igh t -F lush T a b stop. 

NOTE T h e a p p e a r a n c e of the Tab , R e t u r n , and o ther scrcen 
symbols depends on the type of t e rmina l you are using. R e f e r to your 
WORD E R A Ins ta l la t ion pamphle t f o r a d d i t i o n a l i n f o r m a t i o n . 

F o r m a t l ines give you great f l e x i b i l i t y in des igning documents . For example , you 
can c h a n g e the d o c u m e n t f o r m a t at any t ime by c h a n g i n g the f o r m a t l ine 
set t ings; you can have several d i f f e r e n t text f o r m a t s in the same d o c u m e n t by 
inse r t ing "a l te rna te" f o r m a t lines; and you can copy or de le te a l t e rna t e f o r m a t 
l ines as necessary. 

TAB S T O P S AND TABS 

P r e p a r i n g t a b u l a r d o c u m e n t s such as repor ts , f i n a n c i a l da t a , and pa r t s lists is an 
i m p o r t a n t task in every o f f i c e . WORD E R A gives you f o u r types of tabs: the 
Tab , the I n d e n t , the R i g h t - F l u s h Tab , and the Decimal Tab . T a b stops f o r all 
f o u r types of tabs a re set in the f o r m a t line. 
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T h e T a b inden t s the f i r s t l ine of a p a r a g r a p h or separa tes and 
spaces t a b u l a r ma te r i a l across the page. On most t e rmina l s , the T a b 
symbol is d i sp layed as a r i gh t -po in t ing t r i ang le in the f o r m a t l ine and 
on the ed i t i ng screen. 

T h e Inden t inden t s a block of text ; it is especial ly u s e f u l f o r 
out l ines , n u m b e r e d pa rag raphs , and bul le ted lists. On most t e rmina l s , 
the I n d e n t symbol is d i sp layed as a r i gh t -po in t ing a r row on the ed i t ing 
screen. I n d e n t honors the regular T a b stop symbol in the f o r m a t line. 

T h e R igh t -F lu sh T a b r i g h t - j u s t i f i e s text . On most t e rmina l s , the 
R i g h t - F l u s h T a b symbol is d i sp layed as a l e f t - p o i n t i n g a r row in the 
f o r m a t l ine and on the ed i t ing screen. 

T h e Decimal T a b au toma t i ca l l y al igns number s in a co lumn by 
the i r dec imal points . On most t e rmina l s , the Dec imal T a b symbol 
looks l ike a small cap i ta l "L" on the ed i t ing screen. Dec imal T a b 
honor s the regu la r T a b stop symbol in the f o r m a t line. 

EXERCISE 8.1 Changing a Format Line 

P R E L I M I N A R Y S T E P S You should be on Page 1 of your 
document brochure to begin this exercise. 

In th is exercise , you a re going to change Fo rma t l ine 1 in your b r o c h u r c 
d o c u m e n t by r emov ing the ex is t ing t ab stops and c h a n g i n g the r igh t m a r g i n to 75. 

F o r m a t l ine 1 is d i sp layed at the top of Page 1. Th is is the only f o r m a t l ine in 
the d o c u m e n t a n d it is the same f o r every page. Because you spec i f i ed the 
d e f a u l t p ro to type d o c u m e n t 0000 when you c rea ted the d o c u m e n t , the f o r m a t 
l ine has t ab stops every f i v e c h a r a c t e r s and a r igh t marg in of 65. (Lesson 18 
shows you how to use p ro to type documents . ) 
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To change the f o r m a t l ine, press the F o r m a t key; the cursor moves in to the 
f o r m a t l ine at Pos i t ion 1. T h e r e are several ways to move the Cursor in the 
f o r m a t l ine. Fol low the in s t ruc t ions below and t ry them all. 

T h e Cursor should be on Page 1 of "brochure." 

Press FORMAT 

Press RIGHT several times 

T h e Curso r moves f o r w a r d t h r o u g h the f o r m a t l ine w i t h o u t r emov ing the t a b 
stops. 

Press LEFT several t imes 

T h e Cursor moves b a c k w a r d t h r o u g h the f o r m a t l ine w i t h o u t r emov ing the t ab 
stops. 

Press GO TO PAGE, then press RIGHT 

T h e Cursor moves to the R e t u r n symbol at the r ight m a r g i n 

Press BACKSPACE several times 

T h e Cursor moves b a c k w a r d th rough the f o r m a t l ine w i t h o u t r emoving the t ab 
stops. 

Press GO TO PAGE, then press LEFT 

T h e Cursor moves to the beg inn ing of the f o r m a t l ine 

You use the Space bar to change the r igh t marg in se t t ing , and to remove ex is t ing 
t ab stops in the f o r m a t l ine. 
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Press the Space bar. Continue pressing the Space bar, 
watching the position indicator in the first status 
line, until you reach Position 75 

The tab stops in the format line are removed and the Cursor should be on 
Position 75. 

If you accidently move beyond Position 75, move the Cursor back to Position 75; 
then press R E T U R N . When the Return symbol is positioned correctly, press 
EXECUTE. 

The right margin is changed to 75 and the text immediately readjusts to the new 
margin setting. 

In the next exercise you will learn how to set new tab stops and how to use Tabs 
and Indents. 

In this exercise, you are going to set new tab stops in the "brochure" format line. 
Then you are going to change some of the paragraphs in "brochure" from block to 
manuscript style by inserting a tab at the beginning of the paragraph. 

You are also going to add an indented "Note" on Page 2. 

The Cursor should be on Page 1 of "brochure." 

Press EXECUTE 

EXERCISE 8.2 Setting and Using Tabs 

PRELIMINARY STEPS You should be on Page 1 of "brochure" to 
begin this exercise. 

Press FORMAT 

Move the Cursor to Position 5 

Press TAB 
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T h e T a b symbol is d i sp layed in the f o r m a t line. 

Press E X E C U T E to set the f o r m a t 

To inser t a t ab at the beg inn ing of the f i r s t sentence on Page 1, p e r f o r m the 
f o l l o w i n g ins t ruc t ions . 

Move the Cursor to the f i r s t c h a r a c t e r in the f i r s t 

sen tence (beg inn ing "Word Era gives you a f u l l ...) 

Press INSERT 

Press TAB 

Press EXECUTE 

T h e T a b symbol is inser ted and the f i r s t l ine of the sentence is i n d e n t e d . 

A f t e r you inser t the Tab , not ice tha t the text is r e a d j u s t e d , a n d the f i r s t l ine of 
the sen tence is i n d e n t e d . 

Not i ce t h a t the t ab inden t s only the f i r s t 1 ine of the p a r a g r a p h . T h e second line 
a d j u s t s to compensa te f o r the shor t ened f i r s t l ine, bu t is not i nden ted . 

On your ed i t i ng screen, the T a b symbol appea r s at Posi t ion 5, and the text begins 
at Pos i t ion 6. When you p r in t b rochure , the T a b symbol does not p r in t . The text 
p r in t s at pos i t ion 6, ( the posi t ion it occupies on the ed i t ing screen). 

Continue to insert a Tab before each paragraph in "brochure." 
When you are f inished, all paragraphs in "brochure" 
should be changed from block style to paragraph 
style. 

When you have inse r t ed Tabs at the beg inn ing of each p a r a g r a p h in "brochure" 
press C O M M A N D , press R E T U R N , then press E X E C U T E to save your changes , 
then c o n t i n u e to Exerc i se 8.3, "Sett ing and Using Indents ." 
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EXERCISE 8.3 Setting and Using Indents 

PRELIMINARY STEPS You should be on Page 1 of "brochure" to 
begin this exercise. 

Use the I n d e n t when you w a n t to i nden t a block of text . I n d e n t e d text a t t r ac t s 
your r eade r ' s a t t e n t i o n and is o f t e n used f o r "notes" and "reminders ." 

When you use the Inden t all text is i n d e n t e d un t i l you type a R e t u r n . 

In th is exerc ise you a re going to inser t an i nden ted note on Page 2 of "brochure." 

Move the Cursor to the end of Page 2 

Press INSERT 

Press INDENT 

Type NOTE: For detailed information about WORD ERA 
features, functions, and keys, see the WORD ERA 
Reference manual. 

Press RETURN twice 

Press EXECUTE 

T h e en t i r e "Note" p a r a g r a p h is i n d e n t e d f i v e spaces. 

In the nex t exerc ise you will learn how to use R i g h t - F l u s h Tabs. 
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EXERCISE 8.4 Setting and Using Right-Flush Tabs 

P R E L I M I N A R Y S T E P S You should be on Page 1 of "brochure" to 
begin this exercise. 

In this exercise , you a re going to add a r i g h t - j u s t i f i e d pa r t n u m b e r and da te on 
the last page of "brochure." F i r s t , you must add the R igh t -F lu sh T a b stop to the 
"brochure" f o r m a t l ine. 

T h e Curso r should be on Page 1 of "brochure." 

Press F O R M A T 

Press G O T O P A G E 

Press R I G H T 

Press LEFT, the Cursor should be on Posi t ion 74 

Type r 

A R i g h t - F l u s h T a b tab-s top symbol is d i sp layed at Posi t ion 74. 

Press E X E C U T E to set the f o r m a t 

F o r m a t L ine 1 is the only f o r m a t l ine you have in "brochure." Th is is the f o r m a t 
l ine t h a t is d i sp layed at the top of every page in "brochure." When you change 
one in s t ance of a f o r m a t l ine all f o r m a t lines wi th the same n u m b e r a re changed 
as well. 

In the nex t lesson you will l ea rn how to insert alternate format lines, each 
h a v i n g a d i f f e r e n t n u m b e r and a u n i q u e f o r m a t . You can have up to 99 
d i f f e r e n t f o r m a t l ine n u m b e r s in one document . You can as m a n y f o r m a t l ines 
of the same n u m b e r as you need. 
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You should be at the end of "brochure" to type the part number and the date. 

Press GO TO PAGE 

Type e 

The Cursor is at the end of the document. 

To type a Right-Flush Tab: 

Press COMMAND 

Press INDENT 

Notice that the Right-Flush Tab symbol is placed under the "r" on the format line 
and any regular tab stops in the format line are ignored. 

Type 1004321-01 

Press RETURN 

As you enter text, the lef t -point ing arrow is pushed to the left . 

Press COMMAND 

Press INDENT 

Press 12/86 

Press RETURN twice 

The Right-Flush Tab has aligned the part number and the date on the right 
margin. 

You can type r ight-f lush text (preceded by a Right-Flush Tab) until you reach 
the l e f t margin. 

You should again save your changes by pressing COMMAND, press R E T U R N , 
then press EXECUTE. (If you have the Autosave feature turned on this step is 
not necessary). 
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In the next exercise you will learn how to set and use decimal tabs. In the next 
lesson you will learn how use decimal tabs when you type tables of numbers. 

EXERCISE 8.5 Setting and Using Decimal Tabs 
PRELIMINARY STEPS Your Cursor should be at the end of Page 
2 in the document "brochure." 

In this exercise you are going to move the Cursor to Page 2 of "brochure." Then 
you are going to add a tab stop at Position 25 to the format line 1. Then you will 
type a short paragraph and a column of numbers, using Decimal Tabs to align the 
numbers on their decimal points. You type a Decimal Tab by pressing the DEC 
TAB key. 

Press GO TO PAGE 

Type 2 

Press EXECUTE 

The Cursor moves to Page 2 of "brochure." 

Press FORMAT 

Press RIGHT, moving the Cursor to Position 25 

Press TAB 

A tab stop is set at Position 25 

Press EXECUTE to set the format 

You have now changed all instances of Format Line 1 in "brochure." If you only 
wanted to change the format line at the top of Page 2, you would insert an 
alternate format line. You will learn about alternate format lines in the next 
lesson. 
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To type the p a r a g r a p h a n d co lumn of dec imal t abbed numbers : 

Press GO TO PAGE 

Press DOWN 

T h e Cursor is at t he bo t tom of Page 2. 

Press INSERT 

Even though you can type text at the bo t tom of a page, it is a good idea to use 
Inser t to inser t new tex t w h e n the re is ex is t ing text on the page. 

Press 

Type 

Press 

Press 

Type 

Press 

Press 

Type 

Press 

Press 

Type 

Press 

Press 

TAB 

One of the frequently-used productivity features of 
WORD ERA is Decimal Tabs. The fo l lowing example 
demonstrates how Decimal Tabs align numbers by 
their decimal points. 

RETURN twice 

DEC TAB twice to posi t ion the Dec imal T a b u n d e r 
the t ab s top at Posi t ion 25 

22.37 

RETURN 

DEC TAB twice 

144.78 

RETURN 

DEC TAB twice 

1,928.00 

RETURN twice 

EXECUTE to comple te the Inser t 
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Not ice how all th ree n u m b e r s a re a l igned by the i r dec imal points u n d e r the t ab 
stop at Posi t ion 25 in the f o r m a t line. 

In the nex t and last exerc ise in this lesson you will l ea rn how to cen te r text. 

Go to Page 1 of "brochure" to begin the next exercise. 

EXERCISE 8.6 Centering Text 

P R E L I M I N A R Y S T E P S You should be on Page 1 of the 
"brochure" to begin this exercise. 

You can cen te r a h e a d i n g or a l ine of tex t by press ing C E N T E R , typ ing the l ine, 
and then press ing R E T U R N . You can also inser t a Cen te r symbol b e f o r e exis t ing 
text . T h e text is cen te red acco rd ing to the length of the f o r m a t l ine i m m e d i a t e l y 
p reced ing it. If you change the r ight marg in set t ing of the f o r m a t l ine, the 
cen te red text is a d j u s t i n g accord ing ly . 

In th is exerc ise you a re going to inser t a Center symbol b e f o r e all of the m a j o r 
head ings in "brochure." T h e ma jo r head ings are shown cen te red below: 

An I n t r o d u c t i o n to Word E ra Word Processing F e a t u r e s 
T h e Word Era Text Ed i to r 
T E X T E D I T I N G TOOLS 
M U L T I P L E C O L U M N S 

WINDOWING 
D O C U M E N T P R O C E S S I N G T O O L S 

T E X T H A N D L I N G TOOLS 

To cen te r the head ings , begin wi th the Cursor on Page 1 of "brochure." 
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Move t he Cursor to the f i r s t h e a d i n g in "brochure ," 
which begins on Page 1, L ine 1, Posi t ion 1 (beg inn ing 
An I n t r o d u c t i o n ...) 

Press I N S E R T 

Press C E N T E R 

Press E X E C U T E 

T h e h e a d i n g is cen te red 

Continue to inser t Center symbols be fo re each of t he m a j o r 
head ings in "brochure" it 

When you have cen te red all the head ings in "brochure," press C A N C E L , then press 
E X E C U T E to r e t u r n to the Main menu. 

You can move the Cursor d i rec t ly to the next Tab , I n d e n t , R i g h t - f l u s h Tab , or 
Dec imal T a b symbol in your documen t by pressing G O T O PAGE, then press ing 
the symbol key. For example , to move the Cursor to the next Inden t symbol , press 
G O T O P A G E , then press I N D E N T . 

In the lessons you have comple ted so f a r , you have l ea rned jus t one or two 
me thods of p e r f o r m i n g ce r t a in steps. You may have a l r eady d i scovered , e i the r by 
e x p e r i m e n t a t i o n or by acc iden t , t ha t a keys t roke d i f f e r e n t f r o m the one g iven 
may also work . 

See the W O R D E R A R e f e r e n c e m a n u a l to learn about a l t e r n a t i v e me thods and 
a d d i t i o n a l f e a t u r e s . 

SUGGESTIONS 
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C o n t i n u e to expe r imen t , one of the pleasures of using WORD E R A is the va r i e ty 
of me thods you can use to accompl ish a task. 

N E X T L E S S O N Lesson 9 "Special F o r m a t Lines" In Lesson 9 you 
will l ea rn how to crea te , copy, and dele te a l t e r n a t e f o r m a t lines. You 
will l ea rn abou t mul t ip le columns, an i m p o r t a n t f e a t u r e of WORD 
E R A . You will also learn how to change the ver t i ca l l ine spacing, and 
how to use hor i zon ta l scroll. 
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LESSON 9 
SPECIAL FORMAT LINES 

LESSON TIME 

WHAT YOU WILL LEARN IN THIS LESSON 

How to create and copy alternate format lines 
How to change the vertical line spacing 
How to set and use multiple column formats 
How to use ho r i zon ta l scroll f o r long f o r m a t l ines 

INTRODUCTION 
In th is exerc ise you will c rea te a n d type your f i n a l exerc ise d o c u m e n t in th is 
course , a p u r c h a s e o rde r f o r m cal led "supplies." 

Th i s d o c u m e n t uses t h ree types of tabs, and it has t h ree d i f f e r e n t f o r m a t lines. 

As you type "supplies," you will l ea rn how to use alternate format lines by 
i n se r t i ng two a l t e r n a t e f o r m a t l ines to type table head ings and a table . 

A f t e r you type the table , you will l ea rn how to copy f o r m a t l ines by copy ing 
F o r m a t L ine 1. T h e s t a n d a r d text fo l l owing the table will then have the cor rec t 
f o r m a t l ine. 

You will l ea rn how to change the vertical line spacing f o r a f o r m a t line. 

In Exerc i se 9.3 you wil l l ea rn how to set format lines for multiple columns and 
how to type multiple column text. 

You wil l l ea rn how to use horizontal scroll to c rea te a w i d e f o r m a t line. 
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EXERCISE 9.1 Creating and Copying Alternate Format Lines 

P R E L I M I N A R Y S T E P S You should be at the Main menu to begin 
this exercise. 

For th is exercise , you will c rea te and type a pu rchase o rde r f o r m cal led s u p p l i e s . 

Look at E x a m p l e 3; th is is the way your documen t wil l look when you have 
f i n i s h e d t y p i n g it. 

Move the Cursor to Create new document 

Press E X E C U T E 

Type supplies 

Press E X E C U T E twice 

Fi l l in the Document Summary as fo l lows: 

D o c u m e n t t i t le: Purchase Order 

Opera to r : Your name 

A u t h o r : Your name 

Comments : Purchase Order 

Press E X E C U T E to edi t the d o c u m e n t 

You a re going to change F o r m a t L ine 1 to p rov ide t ab stops f o r the two address 
blocks a n d the da te . 
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Press FORMAT, then change F o r m a t L ine 1 as fo l lows: 

Use the Space bar to remove all t ab stops 

Se t new tab stops a t Pos i t ions 7 and 17 

Se t t he r igh t marg in a t 65 

Press E X E C U T E to set the f o r m a t 

Type t he " P U R C H A S E O R D E R " line, t he two addres s 
blocks, t he "DATE" line, and the f o u r R e t u r n s 
fo l lowing the da t e 

Now you will inser t an a l t e r n a t e f o r m a t l ine to p rov ide t ab stops f o r the table 
head ings . Us ing an a l t e r n a t e f o r m a t l ine f o r your head ings ( ins tead of us ing 
spaces be tween the head ings ) al lows you to change the t ab stops if you a re not 
s a t i s f i ed wi th the h e a d i n g p lacement . 

I N S E R T I N G A L T E R N A T E F O R M A T LINE 1 

To inser t the a l t e r n a t e f o r m a t line: 

A l t e r n a t e F o r m a t L ine 2 is inser ted . Not ice the n u m b e r 2 is in pa ren theses and 
the F o r m a t i n d i c a t o r on the second s ta tus l ine has changed to "2." 

Not i ce t h a t F o r m a t L ine 2 has the same tab stops and r igh t m a r g i n as F o r m a t 
L ine 1. F o r m a t L ine 1 is the "prime" f o r m a t l ine f o r your d o c u m e n t , all a l t e r n a t e 
f o r m a t l ines you inser t wil l have the same set t ings as F o r m a t L ine 1 un t i l you 
c h a n g e them. 

Press I N S E R T 

Press F O R M A T 
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T h e Cursor is pos i t ioned in the f o r m a t l ine so you can m a k e your changes now. 

Make 

Press 

Type 

Press 

Type 

Press 

Type 

Press 

Type 

Press 

t he fo l lowing changes to F o r m a t Line 2: 

Use the Space bar to dele te t he exis t ing t ab 
stops, then set new tab stops a t Pos i t ions 30, 41, 
58 

Set the r igh t marg in a t Pos i t ion 70 

E X E C U T E to set the f o r m a t 

D E S C R I P T I O N 

T A B 

Q U A N T I T Y 

T A B 

P R I C E P E R U N I T 

T A B 

T O T A L P R I C E 

R E T U R N twice at the end of t he l ine 

I N S E R T I N G A L T E R N A T E F O R M A T LINE 3 

It is best to use d i f f e r e n t f o r m a t l ines f o r head ings and t a b u l a r m a t e r i a l , s ince 
tabs a n d dec ima l tabs a l ign d i f f e r e n t l y . 

Press 

Press 

I N S E R T 

F O R M A T 
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A l t e r n a t e F o r m a t L ine 3 is d i sp layed 

Make 

Press 

t he fo l lowing changes to a l t e r n a t e f o r m a t line 3: 

Delete t he exis t ing t ab stops and set new tab 
s tops a t Posi t ions 30, 51, 65 

Se t the r igh t marg in a t Pos i t ion 70 

E X E C U T E to set the f o r m a t l ine 

To type the table : 

Type 

Press 

Type 

Press 

Type 

Press 

Cont inuous paper 8 - 1 / 2 x 1 1 

T A B 

2 boxes 

DEC T A B 

20.00 

R E T U R N 

You wi l l f i l l in the n u m b e r s u n d e r "Total Price" and the n u m b e r f o r "Total" in 
Lesson 16 w h e n you l ea rn how to use the Math f u n c t i o n to p e r f o r m ca lcu la t ions 
in you r d o c u m e n t . 

Type t he "Flexible disks" line, using T A B to type t h e 
"Quan t i t y " column and DEC T A B to type the "Pr ice 
Pe r Un i t " column 

Press R E T U R N once at the end of the l ine 
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Type t he "Carbon r ibbons" line using T A B to type the 
"Quan t i ty" column and DEC T A B to type t h e "Pr ice 
Per Uni t " column 

Press R E T U R N twice at the end of the l ine 

Press T A B twice 

Type t he "TOTAL" line 

Press R E T U R N f o u r t imes at the end of the l ine 

Whenever you type a table in the midd le of text , you need to copy the "text" 
f o r m a t l ine at the end of the table . T h e text a f t e r the table will then have the 
same f o r m a t as the text b e f o r e the table. 

I N S E R T I N G A C O P Y OF F O R M A T LINE 1 

To inser t a copy of F o r m a t l ine 1: 

Press I N S E R T 

Press COPY 

Press F O R M A T 

Type 1 

Press E X E C U T E to set the f o r m a t 

Press E X E C U T E to complete the inser t 

F o r m a t L ine 1 is copied b e n e a t h the table. 

To type the "note" p a r a g r a p h : 

Press R E T U R N 

Press I N D E N T 
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Type the "NOTE" paragraph 

Press R E T U R N twice at the end of the p a r a g r a p h 

Dec imal tabs l ine up n u m b e r s cor rec t ly when they a re w i t h i n the symbols ( ) , [ ] , 
< > , { } ; p receded by a dol la r sign ($); or a re p receded by or fo l l owed by a plus 
(+) or m i n u s (-) sign. 

You may press C O M M A N D , press R E T U R N , then press E X E C U T E to save your 
d o c u m e n t a n d c o n t i n u e to the next exercise, or press C A N C E L , then press 
E X E C U T E to r e t u r n to the Main menu . 

EXERCISE 9.2 Changing Vertical Line Spacing 

P R E L I M I N A R Y S T E P S You should be on Page 1 of your 
document "supplies" to begin this exercise 

Ver t i ca l l ine spac ing is set f o r an i n d i v i d u a l f o r m a t l ine number . You can have 
a page w i t h bo th s ingle- a n d double -spaced text by inse r t ing both a l t e r n a t e single-
a n d doub le - spaced f o r m a t l ines, or by chang ing the ve r t i ca l l ine spac ing f o r a 
p a r t i c u l a r f o r m a t l ine. 

T h e Ver t i ca l l ine spac ing se t t ings you can use are: 

0 = zero space 
Q = q u a r t e r space 
H = hal f space 
1 = single space 
W space and one-ha l f 
2 doub l e space 
3 t r ip l e space 

In th is exerc ise you a re going to change the ver t ica l l ine spac ing in F o r m a t L ine 
3 f r o m single space (2) to space and one-hal f (w). You should be on Page 1 of 
"supplies" to begin this exercise. 
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Move t he Cursor to the l ine below F o r m a t L ine 3 ( the 
l ine beg inn ing "Cont inuous ...) 

Press COMMAND 

Type s 

Type w 

T h e ve r t i ca l l ine n u m b e r in F o r m a t L ine 3 changes to "W," and the "Spacing" 
i n d i c a t o r in the second s ta tus l ine also changes to "W." T h e second s t a tus l ine 
a lways r e f l e c t s se t t ings f o r the f o r m a t l ine immed ia t e ly above the Cursor 
posi t ion. 

When you c h a n g e ve r t i ca l l ine spacing, the only visible changes on your screen 
a re the ve r t i ca l l ine spac ing n u m b e r in the f o r m a t l ine and in the second s ta tus 
l ine. H o w e v e r , w h e n you p r i n t "supplies," the table sect ion be tween F o r m a t L ine 
3 a n d the copied F o r m a t L ine 1 will be p r i n t e d in space a n d one -ha l f . 

If you press DOWN you will not ice how the Line i nd i ca to r in the f i r s t s t a tus l ine 
coun ts by space a n d one -ha l f . Since the L ine i nd i ca to r c anno t show half l ines 
when you move the cursor , it wil l i nc remen t in the p a t t e r n 1, 2, 4, 5, 7, and so on. 

When you c h a n g e a f o r m a t l ine, all o ther f o r m a t lines wi th the same n u m b e r in 
the d o c u m e n t a r e also changed . F o r m a t l ines wi th o ther n u m b e r s are not a f f e c t e d 
by the change . 

You may press C O M M A N D , press R E T U R N , then press E X E C U T E to save your 
changes a n d c o n t i n u e to the next exercise, or press C A N C E L , then press 
E X E C U T E to r e t u r n to the Main menu . 
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EXERCISE 9.4 Setting and Using Multiple-Column Formats 

You can use mu l t i p l e - co lumn f o r m a t s f o r a va r i e ty of app l i ca t ions . In f a c t , the 
more you use mul t ip le -co lumns , the more ways you will f i n d to use them. 

T h e r e is only one way to set a f o r m a t l ine f o r mul t ip le columns. Howeve r , t he re 
a re two types of mu l t i p l e co lumns you can type: w r a p p i n g or synch ron ized . 

Wrapp ing co lumns "snake" f r o m the end of one co lumn to the top of the nex t 
co lumn. You wil l l ea rn how to type w r a p p i n g co lumns in th is exercise . 

Synch ron ized co lumns a l ign across the page. You can learn abou t synch ron i zed 
co lumns by r e a d i n g the " M U L T I P L E COLUMNS" sect ion of the WORD E R A 
R e f e r e n c e m a n u a l . 

T h i s exerc i se wi l l show you how you can use a mu l t i p l e co lumn f o r m a t to save 
space on a page, a n d how you can combine both mul t ip l e co lumn a n d s t a n d a r d 
text on one page. 

To p e r f o r m th is exercise , you a re going to c rea te a second page in your d o c u m e n t 
"supplies." T h e n you a re going to inser t a l t e r n a t e F o r m a t L ine 4 and type a back 
o rder list. 

Look at E x a m p l e 4. T h i s is the Back Orde r Repor t you a re going to type on Page 
2 of "supplies." 

CREATING A PAGE BREAK AND TYPING THE FIRST P A R A G R A P H OF 
THE BACK ORDER REPORT 

Y o u r Cursor shou ld be on Page 1 of "supplies" to begin this exercise . 

PRELIMINARY STEPS You should be on Page 1 of your 
document "supplies" to begin this exercise. 

Press GO TO PAGE 

Type e 
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T h e Curso r moves to the end of the document . 

Press PAGE 

You h a v e inse r ted an op t iona l page b reak and c rea ted Page 2. To d isp lay only 
Page 2: 

Press GO TO PAGE 

Press UP 

Next , you will type t he h e a d i n g and the f i r s t p a r a g r a p h of the repor t . You do 
not need to change the f o r m a t l ine to type this text . 

Type BACK ORDER REPORT 

Press RETURN twice 

Type the paragraph in Example 4 

Press RETURN twice a t the end of the p a r a g r a p h 

SETTING THE MULTIPLE COLUMN SYMBOLS IN FORMAT LINE 4 

You a re going to inser t a l t e r n a t e F o r m a t L ine 4 and set the beg inn ing and e n d i n g 
loca t ions f o r two columns. You are also going to change the ve r t i ca l spac ing f o r 
F o r m a t L ine 4 to doub l e space (2). 

Press INSERT 

Press FORMAT 

Press the Space bar to r emove ex is t ing t ab stops 

Move the Cursor to Posi t ion 27 

Press e to i nd i ca t e the end of the f i r s t co lumn 
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A d o w n w a r d p o i n t i n g a r row is d i sp layed at Posi t ion 27. A d o w n a r row is the 
mu l t i p l e - co lumn symbol f o r the end of a column. ( Ins tead of t yp ing "e" to set the 
end of a co lumn, you can press SUBSCRIPT.) 

Move t h e Cursor to Posi t ion 35 

You shou ld a lways r e m e m b e r to leave a s u f f i c i e n t a m o u n t of space be tween the 
end of a co lumn a n d the s ta r t of the next co lumn. 

Press s to i nd i ca t e the s ta r t of the second co lumn. 

An u p w a r d p o i n t i n g a r r o w is d i sp layed at Posi t ion 35. An up a r r o w is the 
mu l t i p l e - co lumn symbol f o r the s ta r t of a co lumn. ( Ins tead of t y p i n g "s" to set 
the end of a co lumn, you can press S H I F T / S U P E R S C R I P T . ) 

Press E X E C U T E to set the f o r m a t 

T h e l e f t m a r g i n is a lways the beg inn ing of the f i r s t co lumn. T h e r igh t marg in is 
a lways the end of the last co lumn. You can set as many co lumns as you need on 
a f o r m a t l ine (up to 250 charac te rs ) . See the desc r ip t ion of Horizontal Scroll 
in the "Suggestions" sect ion of this lesson. 

D e p e n d i n g on the k e y b o a r d a n d / o r k e y b o a r d t empla t e you a re us ing, the SUB 
A N D S U P E R S C R I P T keys may be represen ted by up a n d d o w n a r rows , or the 
words "Subscript" a n d "Superscript ." 

To change the ve r t i ca l l ine spac ing f o r Fo rma t L ine 4: 

Press COMMAND 

Type s 

Type 2 
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To type the columns: 

Type the f irst column as shown in Example 4 

Press R E T U R N at the end of each i tem 

Press P A G E to en te r a co lumn b reak when the Leng th 
i nd i ca to r l ights up (p robab ly at L ine 56 if your text 
length is set to 54) 

T h e Cursor moves to the top of the nex t co lumn. 

Type column two as shown in Example 4 

Press P A G E when you have f i n i s h e d typ ing co lumn two 

Press RETURN 

When you have f i n i s h e d typ ing the columns, inser t a copy of F o r m a t L ine 1, then 
type the r e m a i n i n g p a r a g r a p h . 

Press INSERT 

Press COPY 

Press FORMAT 

Type 1 

Press EXECUTE twice 

Inse r t ing a copy of F o r m a t L ine 1 over r ides the mul t ip l e co lumn f o r m a t and lets 
you type s t a n d a r d text . 

Type the last paragraph on the page 

Press RETURN twice 
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M O V I N G T H E C U R S O R IN M U L T I P L E C O L U M N S 

You can now l ea rn how to move the Cursor t h rough mul t i p l e co lumn text . 

Press G O T O P A G E 

Press U P 

Move t h e Cursor to the beg inn ing of the f i r s t co lumn 
(beg inn ing wi th "shipping ...") 

Press S H I F T / R I G H T 

T h e Curso r j u m p s to the r igh t co lumn. 

Press S H I F T / L E F T 

T h e Cursor j u m p s to the l e f t co lumn. 

You can move the Cursor be tween co lumns using S H I F T / R I G H T or S H I F T / L E F T . 
You can not j u m p be tween co lumns when the re is no text in the a d j a c e n t co lumn. 

To move the Cursor to the bo t tom of co lumn one: 

Press G O T O P A G E 

Press S U B S C R I P T 

To move the Curso r to the top of co lumn one: 

Press G O T O P A G E 

Press S U P E R S C R I P T ( S H I F T / S U B S C R I P T ) 

You can inser t , de le te , and rep lace text in co lumns by us ing the same methods 
you use f o r s t a n d a r d text . You can copy and move text be tween co lumns by 
us ing the same me thods you use f o r s t a n d a r d text . 
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In Lesson 24 you will learn how to au toma t i ca l l y pag ina t e your documen t . 

Press C A N C E L , then press E X E C U T E to r e t u r n to the Main menu. 

SUGGESTIONS 
If you w a n t to c h a n g e mul t ip l e -co lumn text to s t a n d a r d text , edi t the f o r m a t l ine 
and r emove the co lumn symbols. You must then dele te the co lumn b reaks 
e m b e d d e d in the text . To dele te a co lumn break , place the Cursor on the co lumn 
b reak a n d press D E L E T E . 

You can also c h a n g e s t a n d a r d text to mul t ip le co lumns by inse r t ing an a l t e r n a t e 
f o r m a t l ine and se t t ing the co lumn symbols in the f o r m a t line. All the text a l igns 
u n d e r the f i r s t co lumn. Move the Cursor down the text a n d press P A G E w h e r e 
you w a n t a co lumn b reak . 

A D D I T I O N A L I N F O R M A T I O N A B O U T F O R M A T L I N E S 

You can h a v e up to 100 u n i q u e f o r m a t lines in your d o c u m e n t by inse r t ing up to 
99 a l t e r n a t e f o r m a t l ines w h e n e v e r you need to change your text f o r m a t . You 
can have as m a n y repe t i t i ons of a f o r m a t l ine n u m b e r as you need. T h e a l t e r n a t e 
f o r m a t l ine may be a n y w h e r e on your page; you can use it to c h a n g e the e n t i r e 
page or jus t a sect ion of text on the page. 

You canno t de le te the f o r m a t l ine at the top of a page. Howeve r , to dele te any 
o ther f o r m a t l ine on the page, move the Cursor unde r the f o r m a t l ine you w a n t to 
dele te , press F O R M A T , then press D E L E T E . When you dele te an a l t e r n a t e f o r m a t 
l ine you only de le te tha t f o r m a t l ine, any o ther f o r m a t l ine wi th the same n u m b e r 
r ema ins in the d o c u m e n t . 

T H E H O R I Z O N T A L S C R O L L F E A T U R E 

Some types of work r e q u i r e you to ex tend a f o r m a t l ine beyond the no rma l screen 
b o u n d a r y of 80 h o r i z o n t a l cha rac t e r s . T h e ab i l i ty to ex tend a f o r m a t l ine beyond 
80 c h a r a c t e r s is ca l led horizontal scroll. 
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A f o r m a t l ine is in ho r i zon ta l scroll a n y t i m e you ex tend the l ine beyond 80 
cha rac te r s . 

In the lessons you have comple ted , you used vertical scroll to move the cursor 
up a n d d o w n b e t w e e n screens. You use horizontal scroll the same way , except 
t ha t you move l e f t a n d r igh t be tween screens. 

You h a v e l ea rned a subs t an t i a l n u m b e r of new f u n c t i o n s in the last two lessons. 
You should t ry t h e m all in your own documents . 

N E X T LESSON Lesson 10, "Special F o r m a t t i n g Fea tures ," in th is 
lesson you will learn how to place f o o t n o t e r e f e r e n c e s and f o o t n o t e 
text in your d o c u m e n t , and how to use subscr ip ts , supersc r ip t s , 
r e q u i r e d spaces. 

CONTRATULATIONS 
You have now l ea rned the m a j o r f u n c t i o n s of WORD E R A . You a re r eady to 
l ea rn special e d i t i n g f e a t u r e s and t ime-sav ing f u n c t i o n s such as b o l d f a c i n g , 
u n d e r l i n i n g , g lobal search and replace , headers and foo te r s , and how to use the 
WORD E R A a c t i v i t y menus. 

R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r de ta i l ed i n f o r m a t i o n a n d 
a d d i t i o n a l t ips on how to use the f e a t u r e s you have jus t l ea rned . 
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LESSON 10 
SPECIAL FORMATTING FEATURES 

LESSON TIME 1 hour, 15 minutes 

WHAT YOU WILL LEARN IN T H I S LESSON 

How to enter footnote references and type footnote text 
How to use subscripts and superscripts 
How to use a required space 

INTRODUCTION 
In this lesson you will l ea rn how to add footnotes to your text by en t e r i ng 
footnote references a n d footnote text. In Lesson 25, "Using Foo tno te 
Processing," you will l ea rn how to use the Foo tno te Processing f e a t u r e to p roduce 
a d o c u m e n t wi th foo tno tes . 

You ' l l also learn how to use subscr ip ts , superscr ip ts , and r equ i r ed spaces in this 
lesson. 

You wil l use your d o c u m e n t "brochure" f o r this lesson. 

EXERCISE 10.1 Entering Footnote References 
and Footnote Text 

P R E L I M I N A R Y S T E P S You should be on Page 2 of the document 
"brochure" to begin this exercise. 

In this exercise , you are going to add th ree foo tno te s to "brochure." In Foo tno te 1 
you will use the Supersc r ip t and Subscr ip t to i l lus t ra te how a f o r m u l a is typed . 
Foo tno te 2 descr ibes r e q u i r e d spaces, and Footnotes 3 and 4 r e f e r e n c e o ther 
WORD E R A manua l s . 
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E N T E R I N G F O O T N O T E R E F E R E N C E 1 

To begin , your Cursor should be on Page 2 of your "brochure" documen t . 

Move t h e Cursor to the space fo l l owing the phrase 
"superscr ip ts and subscripts ," in the second p a r a g r a p h 
on Page 2 

Press COMMAND 

Type n 

Foo tno te R e f e r e n c e 1 is inse r ted a n d d i sp layed in reverse video. When you en te r 
a f o o t n o t e r e f e r e n c e in text , a co r re spond ing ly n u m b e r e d f o o t n o t e page is c rea ted . 
You can have up to 999 f o o t n o t e r e f e r e n c e s in a documen t . 

You can choose to type your footnote text on the footnote page w h e n you 
en te r the f o o t n o t e r e f e r e n c e ; or you can wai t un t i l you have en te red all your 
f o o t n o t e r e f e r e n c e s and then type all youi ' f o o t n o t e text . I n this exercise you will 
type your f o o t n o t e text a f t e r you en te r each f o o t n o t e r e f e r ence . 

To type the text f o r Foo tno te 1: 

Press G O T O P A G E 

Type 1 

Type n 

T h e Curso r is moved to the top of P a g e N l , the co r r e spond ing f o o t n o t e page f o r 
Foo tno te 1. When you type f o o t n o t e text do not type a f o o t n o t e r e f e r e n c e 
n u m b e r , Tabs , or Inden t s at the beg inn ing of the f o o t n o t e text . T h e f o o t n o t e text 
is f o r m a t t e d by opt ions you select f r o m the Footnote Processing menu . You 
wil l l ea rn how to use Foo tno te Processing in Lesson 25. 
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Type Typing formulas like H2O 

To type the supsc r ip t ed f o r m u l a in the f o o t n o t e text: 

Type H 

Press S U B S C R I P T 

Type 2 

Press SUPERSCRIPT ( S H I F T / S U P E R S C R I P T ) 

Type O 

T h e Subsc r ip t symbol is d i sp layed as a down a r r o w , and the Supersc r ip t is 
d i sp layed as an u p a r row. 

Type becomes easy when you use WORD ERA's Subscript 
and Superscript features. 

Press RETURN 

When h a v e f i n i s h e d typ ing f o o t n o t e text you can use one of two me thods to 
r e t u r n to your d o c u m e n t e d i t i n g screen: 

To r e t u r n to a n u m b e r e d documen t page, press GO T O P A G E , type the 
page n u m b e r , then press E X E C U T E . (Remember , to go to the beg inn ing of 
the d o c u m e n t , press G O TO PAGE, then type "b," to go to the end of the 
d o c u m e n t , press GO T O P A G E , then type "e.") 

To r e t u r n to a spec i f i c Foo tno te R e f e r e n c e , press G O T O P A G E , press 
C O M M A N D , type the f o o t n o t e n u m b e r , then type n. 

ENTERING FOOTNOTE REFERENCE 2 

Press GO TO PAGE 

Type 2 
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Press EXECUTE 

T h e Cursor is moved to the top of Page 2. 

Move the Cursor to the space fo l l owing the phrase 

" requi red spaces," in the second p a r a g r a p h on Page 2 

Press COMMAND 

Type n 
Foo tno te R e f e r e n c e 2 is en te red . Note tha t the Foo tno t i ng f e a t u r e a u t o m a t i c a l l y 
i n c r e m e n t s the nex t f o o t n o t e number . 

Press G O T O P A G E 

Type 2 

Type n 

T h e Curso r moves to Foo tno te Page 2. 

Type You can use a required space to prevent word wrap 
from splitting names, numbers, or phrases you want to 
keep together. The Required Space symbol looks like 
a square "U" on your editing screen. To type a 
required space, press COMMAND, then press the 
Space bar. 

Press RETURN 

You a re going to en te r Foo tno te R e f e r e n c e 3 on Page 4. 

Move the Cursor to Page 4 

Enter Footnote Reference 3 a f t e r the phrase "Records 
Processing" at the beg inn ing of the s ix th p a r a g r a p h on 
Page 4 

Move the Cursor to Foo tno te Page 3 
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Type To learn Records Process ing, read the WORD ERA 
Records Processing manua l . 

Press R E T U R N 

You have en te red Foo tno te 3 and typed the f o o t n o t e text on Foo tno te Page 3. 

You a re going to en te r Foo tno te R e f e r e n c e 4 on Page 5. 

Move the Cursor to Page 5 

Enter Footnote Reference 4 a f t e r the phrase "Glossary 
f u n c t i o n , " in the f i r s t p a r a g r a p h on Page 5 

Move the Cursor to Foo tno te Page 4 

Type To learn Glossary Funct ions , read the WORD ERA 
Glossary Funct ions manua l . 

Press R E T U R N 

You have en t e r ed Foo tno te 4 and typed the f o o t n o t e text on Foo tno te Page 4. 

To l ea rn more abou t using foo tno tes , p e r f o r m Lesson 25, "Using Foo tno te 
Processing," and read the " F O O T N O T I N G " section in the WORD E R A R e f e r e n c e 
manua l . 

Press C A N C E L , then press E X E C U T E to r e tu rn to the Main menu. 

SUGGESTIONS 
S U B S C R I P T S AND S U P E R S C R I P T S 

When you p r i n t your d o c u m e n t , the p r in t e r moves down a q u a r t e r of a l ine when 
it e n c o u n t e r s a Subscr ip t a r r o w (the a r row does not pr in t ) . All text f o l l owing the 
Subscr ip t is p r i n t e d one q u a r t e r of a l ine below the prev ious text basel ine . 
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When the p r i n t e r encoun te r s a Superscr ip t , it moves up one q u a r t e r of a l ine. 

Be sure you have a co r re spond ing Subscr ip t symbol when you use a Superscr ip t 
symbol , a n d a co r r e spond ing Supersc r ip t symbol when you use a Subscr ip t symbol. 

R E Q U I R E D S P A C E S 

As you become accus tomed to r equ i r ed spaces, you ' l l deve lop a hab i t of us ing 
them as you type to p r even t special words or phrases f r o m sepa ra t ing . Th is 
p rac t i ce is especia l ly va luab le if your documen t s a re subjec t to n u m e r o u s 
rev is ions or r e f o r m a t t i n g t h a t cause the text to r ewrap . 

To move the Curso r to a r equ i r ed space, press GO T O P A G E , press C O M M A N D , 
then press the Space bar . 

P R I N T I N G F O O T N O T E S 

You may p r i n t "brochure" w i t h o u t foo tno te s b e f o r e you t ry Lesson 25, "Footnote 
Processing" if you would l ike. When you p r in t a d o c u m e n t tha t con ta ins 
foo tno te s , the message "Press E X E C U T E to p r in t w i t h o u t foo tno te s C A N C E L to 
stop process" is d i sp layed b e f o r e the d o c u m e n t is sent to the p r in t e r . If you w a n t 
to p r i n t the d o c u m e n t w i t h o u t foo tno tes , press the Execu te key. If you w a n t to 
p r i n t the d o c u m e n t wi th foo tno tes , press C A N C E L and use the Footnote 
Processing f u n c t i o n to c rea te an o u t p u t documen t wi th foo tno tes . 

N E X T LESSON Lesson 11, "Using Heade r s and Footers" In this lesson 
you ' l l l ea rn how to use headers and foo te r s to consecu t ive ly n u m b e r 
pages a n d p r i n t text at the top a n d / o r bo t tom of your d o c u m e n t pages. 
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LESSON 11 

USING HEADERS AND FOOTERS 
L E S S O N TIME 45 minutes 

WHAT YOU WILL LEARN IN T H I S LESSON 

How to use the header page 
How to use the footer page 
How to create alternating headers or footers 
How to print a document with headers and footers 

INTRODUCTION 
Each d o c u m e n t you crea te has a heade r and a foo t e r page, cal led "Page H" and 
"Page F." T h e text and R e t u r n symbols you type on these pages a re r epea ted at 
the top or bo t tom of each page of your p r i n t e d document . In this lesson you ' l l 
l ea rn how to a d d a heade r a n d a foo te r to your "brochure" documen t . 

You can use the heade r page to repea t t i t les or o ther types of headings . T h e 
h e a d i n g page is also used to n u m b e r pages consecut ive ly or to cont ro l the top 
m a r g i n of your p r i n t e d documen t . For example , if you w a n t each page in your 
d o c u m e n t to begin p r i n t i n g on Line 7, type six R e t u r n symbols on the heade r 
page. T h e p r i n t e r will a d v a n c e the paper six l ines and begin p r i n t i n g each page 
on L ine 7. 

T h e most common use of the foo te r page is consecut ive page n u m b e r i n g . 
H o w e v e r , you can also use it to r epea t text on each page. You s p e c i f y 
consecu t ive p r i n t e d page number s by typ ing the number symbol (#) on the heade r 
or f o o t e r page at the posi t ion where you wan t the page n u m b e r to p r in t . In th is 
lesson you ' l l also l ea rn how to a l t e rna t e p r i n t e d page n u m b e r s by t y p i n g an 
a l t e r n a t i n g heade r or foo te r . 
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EXERCISE 11.1 Typing Header and Footer Pages 

P R E L I M I N A R Y S T E P S You should be on Page 1 of the document 
"brochure." 

To set up the h e a d e r page you are going to type the t i t le "WORD E R A 
B R O C H U R E " on Page H of "brochure." 

Press G O T O P A G E 

Type 

Page H is d i sp l ayed 

Press 

Type 

Press 

h 

R E T U R N t h r e e t imes 

WORD ERA B R O C H U R E 

R E T U R N th ree t imes 

You type th ree R e t u r n s so the p r in t e r will advanced the paper t h ree l ines f r o m 
the top of the page. You type th ree R e t u r n s a f t e r the t i t le to a d v a n c e the paper 
two l ines b e f o r e the page text pr in ts . 

To p r i n t a consecu t ive page n u m b e r at the bo t tom of each page: 

Press G O T O P A G E 

Type f 

Page F is d i sp layed . 

Press C E N T E R 

Type Page # 

T h e n u m b e r symbol (#) is an in s t ruc t ion to p r in t a page n u m b e r on each page. 
You s p e c i f y the beg inn ing n u m b e r and the s t a r t ing page on the P r i n t Documen t 
menu . 

Self-Paced WORD ERA 91 



USING HEADERS AND FOOTERS 

L E S S O N 11 

In the nex t exerc ise you will p r in t "brochure" wi th headers and foo te rs . (The 
foo tno t e s you a d d e d in Lesson 10 will not p r in t un t i l you use Footnote 
Processing to c r ea t e an o u t p u t documen t wi th footnotes . ) 

Press C A N C E L , then press E X E C U T E to r e t u r n to the Main menu 

EXERCISE 11.2 Printing a Document with Headers and Footers 

P R E L I M I N A R Y S T E P S You should have completed Exercise 11.1, 
and should be at the Main menu to begin this exercise. 

Move t he Marke r to Print Document 

Press E X E C U T E 

T h e d o c u m e n t name "brochure" is d i sp layed (if it is not , type "brochure") . 

Press E X E C U T E 

Move t he Cursor to Starting as page no. 

Type 2 

Since the f i r s t page of "brochure" is a t i t le page and you don ' t w a n t to p r in t a 
heade r or f o o t e r on a t i t le page, you spec i fy Page 2 as the s t a r t ing page a n d 
n u m b e r f o r your heade r and foo te r . 

To d e t e r m i n e the Footer begins on line se t t ing, add the text length of your 
d o c u m e n t to the n u m b e r of l ines in your header . In the case of "brochure," the 
text l eng th is 54, a n d the heade r is 6 l ines, a total of 60 l ines of text . By 
s p e c i f y i n g L ine 63, you p r i n t the foo t e r t h ree l ines u n d e r the last l ine of text . 
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Move the Cursor to First header page 

Type 2 

Move the Cursor to First footer page 

Type 2 

Move t he Cursor to Footer begins on line 

Type 63 

Press E X E C U T E 

Exerc i se 11.3 shows you how to p r in t manusc r ip t style foo te r s wi th a l t e r n a t i n g 
page numbers . 

EXERCISE 11.3 Typing and Printing Alternating Page Numbers 

P R E L I M I N A R Y S T E P S You should be on Page 1 of your 
document brochure to begin this exercise. 

In th is exercise , you a re going to change the foo te r you typed in Exerc ise 11.2 to 
an alternating footer. 

In an a l t e r n a t i n g heade r or foo te r , odd numbers p r in t on the r igh t side of the 
page, a n d even n u m b e r s p r in t on the l e f t . 

Move t he Cursor to Page F 

Press DELETE 

Type # 

Press E X E C U T E 

T h e p rev ious f o o t e r is de le ted 
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T h e Cursor should be on Line 1, Posi t ion 1 

Press COMMAND 

Press I N D E N T 

Type # 

T h e R i g h t - F l u s h T a b a l igns the number symbol on the r igh t marg in . 

T h e f i r s t n u m b e r symbol on the foo t e r page spec i f ies the p r i n t i n g posi t ion f o r 
o d d - n u m b e r e d pages. 

Press R E T U R N 

Press M E R G E 

Press S H I F T / M E R G E 

T h e c o m b i n a t i o n (<>) of l e f t a n d r igh t Merge symbols ind ica tes the b e g i n n i n g of 
the e v e n - n u m b e r e d foo te r . 

Press R E T U R N 

T h e second n u m b e r symbol spec i f i e s the p r i n t i n g posi t ion f o r e v e n - n u m b e r e d 
pages. 

Type # 

Press R E T U R N 

Press CANCEL 

Press F O R M A T to d isp lay the Pr in t D o c u m e n t menu 

Us ing the END OF EDIT op t ion FORMAT is a qu ick way to p r in t your 
documen t . 

Type 1 as the starting page number and first footer 
page 

9 4 WORD ERA Self-Paced 



USING HEADERS AND FOOTERS 

LESSON 11 

Type 2 as the first header page 

Press E X E C U T E to p r in t "brochure" 

SUGGESTIONS 
If your d o c u m e n t s a re subjec t to m a n y d r a f t revis ions, you can put headers to 
va luab le use by c r ea t i ng " d r a f t headers." A typ ica l d r a f t heade r might look l ike 
the one below: 

E n g i n e e r i n g Spec i f i ca t i on 1 D R A F T 1 12 /15 /86 

Change the d r a f t n u m b e r and da te each t ime you revise the d o c u m e n t , and you' l l 
a lways be sure you have the latest d r a f t out f o r review. 

N E X T LESSON Lesson 12, "Emphas iz ing and C o n v e r t i n g Text." In 
this lesson you ' l l learn how to use text emphas is l ike holding and 
u n d e r l i n i n g : you will also learn how to qu ick ly conver t text f r o m one 
case to ano the r . 

Self-Paced WORD ERA 9 5 



LESSON 12 
EMPHASIZING AND CONVERTING TEXT 

L E S S O N TIME 30 minutes 

WHAT YOU WILL LEARN IN T H I S LESSON 

How to emphasize text 
How to convert text case 

INTRODUCTION 

In this lesson, you ' l l give "brochure" a more sophis t ica ted a p p e a r a n c e by 
b o l d f a c i n g and u n d e r l i n i n g i m p o r t a n t i tems fo r special emphasis . 

Tex t emphas i s f e a t u r e s give your d o c u m e n t an ex t ra impact . You can use text 
emphas i s l ike bo ld f ace , u n d e r l i n e , double u n d e r l i n e , or t i i i f f ^ t f o r serious 
emphas i s purposes or to add f l a i r to your documents . 

How emphas i s is d i sp layed on the ed i t ing screen depends on the type of t e rmina l 
you a re using. Some t e rmina l s can not d isplay all WORD E R A text emphasis . See 
your WORD E R A Ins ta l l a t ion pamph le t f o r i n f o r m a t i o n about your t e rmina l ' s 
d i sp lay capabi l i t i es . 

A d d i t i o n a l l y , some p r in t e r s can not p r in t all of WORD E R A ' s text emphas is 
f e a t u r e s . R e f e r to the ins t ruc t ion m a n u a l f o r your p r in t e r f o r i n f o r m a t i o n abou t 
your p r i n t e r ' s capabi l i t i es . 

You will also l ea rn how to conver t text case to all uppercase , all lowercase , in i t i a l 
cap i ta l s , or sen tence cap i t a l i za t ion (capi ta l ize only the f i r s t word in a sentence) . 

In Exerc i se 12.1, you will learn how to use all the WORD E R A text emphas i s 
modes. 
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LESSON 12 

EXERCISE 12.1 Using Text Emphasis Modes 

P R E L I M I N A R Y S T E P S You should be on Page 1 of "brochure" to 
begin this exercise. 

To add emphas i s to text , move the Cursor to the f i r s t c h a r a c t e r of the text you 
w a n t to emphas ize , press MODE, and then type the s ing le -charac te r emphas is 
code. Move the Cursor one posi t ion past the text you wan t to emphas ize ; press 
M O D E and type the code again . It 's l ike t u r n i n g a l ight switch on at the 
beg inn ing of the word or phrase and o f f at the end. 

Each emphas i s mode has its own code: 

"b" f o r b o l d f a c e 
" " f o r u n d e r l i n e 
"=" f o r double u n d e r l i n e 
"/" f o r ove r s t r ike 
"r" f o r reverse v ideo 
"f" f o r f l a s h i n g 

To add bold emphas i s to the head ing on Page 1 of "brochure." 

Move the Cursor to the f i r s t c h a r a c t e r in the f i r s t 
head ing on Page 1 of "brochure" (beg inn ing "An 
In t roduc t i on ...) 

Press MODE 

Type b 

All of the text f o l l owing the Cursor posi t ion is bo ld f aced . Now you must move 
the Cursor to end of the text you wan t to bold and t u rn bold o f f . 

Move the Cursor to the R e t u r n symbol at the end of the 
head ing 
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Press MODE 

Type b 

T h e l ine is b o l d f a c e d , and bold emphas is is t u r n e d o f f f o r the rest of the text . 

To add an u n d e r l i n e to the book t i t le in the note on Page 2 of "brochure." 

Move t he Cursor to Page 2 

Move t he Cursor to the i n d e n t e d note p a r a g r a p h at the 
end of Page 2 

Move t he Cursor to the f i r s t c h a r a c t e r of the book t i t le 
"WORD E R A R e f e r e n c e manua l " 

Press MODE 

Type _ (under l ine ) 

Move t he Cursor to the per iod at the end of the sentence 

Press MODE 

Type _ (under l ine ) 

You can also a d d text emphas is whi le you are t yp ing by press ing MODE, t y p i n g 
the code, a n d then typ ing the text. When you have comple ted typ ing the 
emphas ized text , press MODE, type the code, and then con t inue typ ing . 

If you wish , you can t ry both doub le u n d e r l i n e (MODE =) and over s t r ike 
(MODE / ) in "brochure ," or in your own documents . 

9 8 WORD ERA Self-Paced 



EMPHASIZING AND CONVERTING TEXT 

LESSON 12 

The re a re two text emphas is modes tha t canno t be p r i n t e d , bu t can be used 
e f f e c t i v e l y in your d o c u m e n t to type t empora ry in s t ruc t ion l ines or ope ra to r 
r eminder s . These emphas i s modes are reverse video (MODE r) and f l a s h i n g 
(MODE f) . 

You can use more t h a n one type of emphas is on a word . For example , you can 
both bold and under l ine words and phrases. In f ac t , you can use all the 
emphas is modes at once. T h e word will be a l i t t le ha rd to read, bu t you can t ry 
it if you like. 

Press C O M M A N D , press R E T U R N , then press E X E C U T E to save your changes 
and c o n t i n u e to Exerc ise 12.2, or press C A N C E L , then press E X E C U T E to r e t u r n 
to the Main menu . 

EXERCISE 12.2 Using the Case Conversion Feature 
You use the Case Convers ion f e a t u r e to conver t the cap i t a l i za t ion (case) of words , 
phrases , or pages of text f r o m one case to ano the r . You can conver t text in f o u r 
ways: 

to all lowercase 
to all uppe rcase 
to uppe rcase at the beg inn ing of words ( in i t ia l caps) 
to uppe rcase at the beg inn ing of each sentence 

In th is exerc ise you a re going to cover t the head ing at the top of Page 1 and the 
h e a d i n g at the top of Page 2 of "brochure" to all uppercase . 

Move 

Press 

the Cursor to the f i r s t c h a r a c t e r in the f i r s t 
head ing on Page 1 of "brochure" (beg inn ing "An 
In t roduc t i on ...) 
COMMAND 

Type c 
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Move 

Press 

Type 

Press 

t h e Cursor to the R e t u r n symbol at the end of the 
l ine 

E X E C U T E 

E X E C U T E 

The en t i r e l ine is conve r t ed to all uppercase . 

Move t he Cursor to Page 2 

Convert t he head ing a t the top of the page (beginning "The 
Word Era ...) to all uppercase 

Use the f o l l o w i n g cha r t to cover t text: 

C O N V E R S I O N 

to Lowercase 

to U p p e r c a s e 

to U p p e r c a s e at 
the b e g i n n i n g of 
words 

to U p p e r c a s e at 
the beg inn ing of 
sentences 

K E Y S T R O K E S E Q U E N C E 

COMMAND c, H igh l igh t t ex t , E X E C U T E , 
1 or L, E X E C U T E 

COMMAND c, H i g h l i g h t tex t , E X E C U T E , 
u or U, E X E C U T E 

COMMAND c, H igh l igh t tex t , E X E C U T E , 
w or W, E X E C U T E 

COMMAND c, H igh l igh t tex t , E X E C U T E , 
s or S, E X E C U T E 
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SUGGESTIONS 
When you conver t text to cap i ta l le t ters at the beg inn ing of sentences , the f i r s t 
h igh l igh t ed word is also conver t ed if the h igh l igh t ing begins on the f i r s t l e t te r of 
t ha t word , even if the word does not begin a sentence. 

T h e selected text can be a combina t i on of uppercase and lowercase le t ters , a n d it 
may con t a in n o n a l p h a b e t i c cha rac te r s . All a l phabe t i c c h a r a c t e r s in the selected 
text are c o n v e r t e d ; n o n a l p h a b e t i c cha rac t e r s and screen symbols ( l ike R e t u r n s or 
Centers ) a re not changed . 

You can select tex t f o r case convers ion by h igh l igh t ing both f o r w a r d and 
b a c k w a r d . 

N E X T LESSON Lesson 13, "Using Special Ed i t i ng Fea tures" in this 
lesson you will l ea rn how to use the Bookmark f e a t u r e to m a r k 
loca t ions in your documen t ; how to use the Work page as a no tepad ; 
how to put n o n - p r i n t i n g Notes in your documen t ; how to res tore a 
page; and how to access and use U N I X ope ra t i ng system c o m m a n d s 
f r o m a WORD E R A document . 
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LESSON 13 
USING SPECIAL EDITING FEATURES 

LESSON TIME 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON 

How to use Bookmarks 
How to use the Work page 
How to use and print Notes 
How to restore a page 
How to use UNIX commands from a document 

INTRODUCTION 
T h e special ed i t i ng f e a t u r e s you will learn in this lesson are va luab le p roduc t i on 
tools. Us ing Bookmarks , you can mark up to 10 locat ions in your d o c u m e n t , then 
qu ick ly move f r o m Bookmark to Bookmark . You can use the Work page to type 
ins t ruc t ions , leave r eminde r s , or s tore ex t ra text . The Note f e a t u r e s lets you 
typed m a r k e d "notes" in your documen t , then p r in t the documen t wi th or w i t h o u t 
the noted text . You can access and use v i r tua l ly any U N I X ope ra t ing system 
c o m m a n d wi th the C O M M A N D ! and C O M M A N D | f u n c t i o n s . 

EXERCISE 13.1 Setting and Returning to Bookmarks 

PRELIMINARY STEPS You should be on Page 1 of the document 
brochure to begin this exercise. 

You use a Bookmark to mark a posi t ion in your d o c u m e n t whi le you ' re ed i t ing . 
You can leave t h a t posi t ion, go somewhere else in the d o c u m e n t , and then qu ick ly 
r e t u r n to the m a r k e d posi t ion. You can crea te up to 10 Bookmarks in a 
documen t . B o o k m a r k s are invis ib le and are removed when you end the ed i t ing 
session. 
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To set a Bookmark on Page 1 of "brochure": 

Move t he Cursor to the R e t u r n symbol at the end of the 
phrase " M U L T I P L E COLUMNS" on page 1 of 
"brochure" 

Press COMMAND 

Press NOTE 

You have just c r ea t ed Bookmark 0 

To r e t u r n to Bookmark 0: 

Move the Cursor to Page 5 

Press GO TO PAGE 

Press NOTE 

T h e Cursor r e t u r n s to Bookmark 0 

If you w a n t to use more than one Bookmark , you must spec i fy a n u m b e r when 
you set the Bookmark . You can have up to ten Bookmarks in a d o c u m e n t , 
n u m b e r e d f r o m 0 to 9. 

Move the Cursor to Page 4 

Move the Cursor to any posi t ion you choose on Page 4 

Press COMMAND 

Type 1 

Press NOTE 

You have just c rea ted Bookmark 1 
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To r e t u r n to Bookmark 1: 

Move the Cursor to Page 2 

Press GO TO PAGE 

Type 1 

Press NOTE 

T h e Cursor r e t u r n s to Bookmark 1 

Bookmarks can be h e l p f u l when you are copying or moving text w i th in your 
document . For example , suppose you need to move a p a r a g r a p h f r o m Page 54 to 
Page 12. You can put a Bookmark on Page 12 at the exact locat ion where you 
w a n t the text f r o m Page 54 to be inser ted . Then you can go to Page 54, move the 
text , and press G O T O P A G E N O T E to r e tu rn to the correct locat ion on Page 12. 

You can c o n t i n u e to the next exercise, or press C A N C E L , then press E X E C U T E 
to r e t u r n to the Main menu. 

Each new d o c u m e n t you c rea te has a Work page tha t you can use in many 
ways. (The Work page is also cal led "Page W.") You can use the work page as a 
sc ra tch pad f o r notes or r eminders , as a place to put ins t ruc t ions , as a t e m p o r a r y 
s torage page f o r text , or as a s torage page f o r s t a n d a r d p a r a g r a p h s you w a n t to 
copy t h r o u g h o u t your document . 

Page W is a c o n v e n i e n t place to leave ins t ruc t ions if several people in your o f f i c e 
are all using the same documen t . In this exercise you' l l use the Work page to 
leave ma i l i ng i n f o r m a t i o n f o r the p r in t ed b rochure . 

EXERCISE 13.2 Using the Work Page 

PRELIMINARY STEPS You should be editing the document 
"brochure" to begin this exercise. 
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To type text on Page W: 

Press G O T O P A G E 

Type w 

T h e Cursor moves to Page W 

Type M A I L I N G I N S T R U C T I O N S FOR T H I S 
B R O C H U R E : 

1. Use the large envelope wi th t he r e tu rn address 
2. Enclose your business ca rd , this b rochure , and a 

reply ca rd 
3. Leave in mail p ickup t r ay be fo re 4:00 p.m. 

Press R E T U R N twice at the end of the last l ine 

To r e t u r n to Page 1: 

Press G O T O PAGE 

Type b 

T h e Curso r moves to the beg inn ing of the documen t ( top of Page 1). 

C o n t i n u e to Exerc i se 13.3, "Using Res tore Page." 

EXERCISE 13.3 Using Restore Page 

P R E L I M I N A R Y S T E P S You should have just completed Exercise 
13.2, and the Cursor should be on Page 1 of "brochure" to begin this 
exercise. 

If you dec ide you don ' t w a n t to save the ed i t ing changes you have made on a 
page, you can use the Restore Page f e a t u r e to restore the page to its o r ig ina l 
cond i t ion . 
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In this exerc ise you a re going to restore Page W of "brochure" to its o r ig ina l 
cond i t ion (b lank) b e f o r e you p e r f o r m e d Exercise 13.2 and typed the list of 
ins t ruc t ions . 

N O T E If you have saved "brochure" since you comple ted Exerc ise 
13.2, you have saved the ins t ruc t ions on Page W, and using Res tore 
Page will not res tore Page W to a b lank condi t ion . If this is the case, 
t u rn o f f Autosave (press STOP, then press C A N C E L ) and type a f e w 
l ines of tex t on Page W b e f o r e you p e r f o r m this exercise. 

T h e Cursor should be on Page 1 of "brochure." To res tore Page W: 

Move the Cursor to Page W 

Press COMMAND 

Type r 

Press EXECUTE 

Page W is res tored to its o r ig ina l b l ank condi t ion . If you w a n t the ins t ruc t ion list 
on Page W, you will need to re type it. 

If you w a n t to res tore a page, you must do so b e f o r e you end your c u r r e n t ed i t ing 
session. Once you save your documen t and r e t u r n to the Main menu , all 
changes a re saved. 

Press C A N C E L , then press E X E C U T E to r e tu rn to the Main menu. 

In the nex t exerc ise you will l ea rn how to add n o n - p r i n t i n g notes to your 
"supplies" documen t . 
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EXERCISE 13.4 Using and Printing Notes 

PRELIMINARY STEPS You should be on Page 1 of the document 
supplies to begin this exercise. 

You use the Note symbol l ike paren theses to enclose any text you would l ike to 
inc lude in your d o c u m e n t , bu t would not l ike to pr in t . 

For example , if you wan t to ind ica te tha t someone should get a copy of a le t te r 
w i t h o u t the "cc" showing on the or ig ina l , enclose the name in Note symbols. 
Then , w h e n you p r i n t the le t ter , p r in t the f i r s t copy on l e t t e rhead , s p e c i f y i n g 
e i the r Unjustified or Justified on the Print Document menu. T h e "noted" 
text in the d o c u m e n t will not p r in t . When you p r in t the second copy, s p e c i f y 
With notes on the Print Document menu, and the "noted" text will p r in t . 
When you select With notes, your text p r in t s u n j u s t i f i e d . 

Befo re you type "noted" text , press NOTE. The Note symbol is d i sp layed as two 
exc l ama t ion poin ts when you press the Note key. Type the text , and then press 
N O T E or R E T U R N . T h e noted text must be enclosed by two Note symbols, or a 
Note symbol and a R e t u r n . 

To begin this exercise , your Cursor should be on Page 1 of "supplies." 

Press GO TO PAGE 

Press DOWN 

The Cursor moves to the bot tom of Page 1. 

Press INSERT 

Press RETURN twice 

Press NOTE 
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Type Mary, call J o e at A m a l g a m a t e d and fol low up on 
th is order in f ive days . 

Press N O T E 

Press R E T U R N twice 

Press E X E C U T E 

To p r in t "supplies" w i t h notes: 

Press CANCEL 

Press F O R M A T 

T h e Print Document menu is d i sp layed 

Move the Marke r to Format 

Press DOWN twice to select With notes 

Press E X E C U T E 

Your d o c u m e n t will p r in t wi th the noted text. If you w a n t to p r in t the d o c u m e n t 
w i t h o u t notes, select Justified, or Unjustified. 

SUGGESTIONS 
When you r e t u r n to a Bookmark , the Cursor tr ies to r e t u r n as closely as possible 
to the exact page, l ine, and posi t ion n u m b e r of the Bookmark . If you have 
de le ted or moved text since you set the Bookmark the l ine and posi t ion n u m b e r 
the Cursor r e t u r n s to may not be the same as the o r ig ina l Bookmark . For 
example , if you set a Bookmark on Line 6, then delete Lines 3 t h rough 25, the 
r e t u r n i n g Cursor can only go to Line 2, the last r e m a i n i n g l ine on the page. 

You can copy or move text to or f r o m the Work page, bu t you canno t use page 
b reaks on the Work page. If you copy or move text con t a in ing page b reaks to the 
Work page, they a re a u t o m a t i c a l l y de le ted . 
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You canno t p r i n t the Work page i t se l f , but if you w a n t to p r in t its contents , you 
can copy or move text f r o m Page W to a n u m b e r e d page, p r in t t ha t page, and 
then dele te the text or move it back to Page W. 

When you use Res to re Page, the pages b e f o r e and a f t e r the res tored page are not 
a f f e c t e d . You must res tore each page i nd iv idua l ly . Res tore Page will not res tore 
changed f o r m a t l ines, but it will res tore the Work page, header , f oo t e r , and 
f o o t n o t e pages. 

N E X T LESSON Lesson 14, "Using the Search and Rep lace Features ," 
in Lesson 14 you will learn how to use one of the most p o w e r f u l 
f e a t u r e s of WORD E R A , search ing and replac ing . 
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LESSON 14 
USING THE SEARCH AND REPLACE FEATURES 

LESSON TIME 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON 

How to use Search 
How to use Global Search and Replace 
How to use Wildcard Characters in a Search string 

INTRODUCTION 
You use the Search f u n c t i o n to f i n d words and phrases in your documen t . Search 
is more a c c u r a t e and f a s t e r t h a n a visual scan of the documen t . For example , if 
you are m a k i n g revis ions f r o m a heav i ly -ed i t ed ha rd copy of your documen t you 
can use Search to t ake you qu ick ly to each revis ion. 

The Global Search a n d Rep lace f e a t u r e can p e r f o r m up to ten separa te search and 
replace f u n c t i o n s in one pass t h rough your document . You can use Global Search 
and Rep lace and v e r i f y each rep lacement , or you can make the r ep lacement s 
au toma t i ca l l y . 

EXERCISE 14.1 Using Search 

PRELIMINARY STEPS You should be on Page 1 of the document 
"ltr.smith" to begin this exercise. 

In this exerc ise you are going to change all occur rences of the name "Smith" in 
"l tr .smith" to "Smythe." 

To change the spel l ing, you need to f i n d every occur rence of the name and re type 
it cor rec t ly . R a t h e r t h a n t rus t a visual scan of the documen t , you can use Search 
to f i n d each occu r rence of the name "Smith." 
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T h e Cursor should be on Page 1 of "Itr.smith" to begin this exerc ise 

Press S E A R C H 

Type Smi th 

Press E X E C U T E 

T h e text you type f o r the Search f u n c t i o n is cal led a "string." A search s t r ing can 
consist of one w o r d or several , up to 36 charac te r s . 

Not ice t h a t the search s t r ing at the top of the screen changed f r o m Smith to 
smi th w h e n the f i r s t occu r rence of the name was f o u n d . T h e search f u n c t i o n is 
"case-insensi t ive," w h i c h means tha t any uppercase or lowercase vers ion of "smith" 
will be f o u n d . 

To search f o r t he exac t case, p recede the s t r ing wi th an equal sign (=). For 
example , to search f o r the exact cap i t a l i za t ion of "Smith," you would type 
"=Smith." 

To cance l the Search f u n c t i o n : 

T h e Search f u n c t i o n is cancel led and you can now rep lace "Smith" wi th "Smythe." 

Since "Smythe" is longer t han "Smith," you will have to replace it r a t h e r t h a n 
ove r type it. Or , you can type "Smyth" then inser t the "e" at the end. 

Press CANCEL 

Replace "Smi th" wi th "Smythe ii 

To f i n d o the r occur rences of "Smith": 

Press S E A R C H 

Press E X E C U T E 
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Not icc tha t the second t ime you press S E A R C H you don ' t have to type "Smith" 
again . Search will s tore the last word or phrase en te red , un t i l you ove r type the 
search s t r ing. 

Using the Rep lace f u n c t i o n wi th the Search f u n c t i o n is a qu ick me thod you can 
use to f i n d and rep lace text . When Search f i n d s the next "Smith": 

Press R E P L A C E 

Press E X E C U T E 

Type S m y t h e 

Press E X E C U T E 

R e p e a t the S E A R C H and R E P L A C E p rocedure un t i l the message "Text not f o u n d " 
is d i sp layed . 

Press E X E C U T E to con t inue 

When you have rep laced all the occur rences of "Smith" wi th "Smythe," press 
C A N C E L , then press E X E C U T E to r e t u r n to the Main menu. 

In the next exerc ise you will learn how to use the Global Search and Replace 
f u n c t i o n to search and replace text au tomat i ca l ly . 

EXERCISE 14.2 Using Global Search and Replace 

P R E L I M I N A R Y S T E P S You should be on Page 1 of the document 
"brochure" to begin this exercise. 

T h e Global Search and Replace f u n c t i o n is the fas tes t me thod you can use to 
rep lace words or phrases tha t occur more than once in your documen t . You can 
search f o r and rep lace up to ten 30-charac te r words or phrases at the same t ime. 
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In th is exerc ise you will use the Global Search and Rep lace f u n c t i o n to 
a u t o m a t i c a l l y replace all occur rences of "Word Era" wi th "WORD ERA." 

To begin this exercise , the cursor should be at the top of Page 1 in "brochure." 

Press SHIFT/REPLACE 

T h e "Global Search and Replace" screen is d isp layed. 

Type =Word Era 

Press EXECUTE 

Type WORD ERA 

Press EXECUTE 

You use the case-sensi t ive equal sign b e f o r e "Word Era," because you only w a n t to 
rep lace the vers ion wi th tha t cap i t a l i za t ion . If you typed "word era," all vers ions 
would be rep laced wi th WORD ERA. 

You could c o n t i n u e to en ter n ine more rep lacement s tr ings. When you en te r the 
t en th , the system begins the search. To s tar t the search f o r less t h a n ten items: 

Press EXECUTE 

When the f i r s t occu r rence of "Word Era" is f o u n d , you have three choices: 

You can press E X E C U T E to replace the s t r ing. 

You can press S E A R C H to bypass tha t s t r ing and look f o r the next 
occur rence . 

You can press S H I F T / R E P L A C E to s tar t a u t o m a t i c Global Search and 
Rep lace . 

Press SHIFT/REPLACE 
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While Global Search and Rep lace is processing, the messages "Searching" and 
"Rea r rang ing" a re d i sp layed at the bot tom center of your ed i t ing screen. When all 
occur rences of the s t r ing have been replaced, the Cursor remains at the locat ion 
of the last r ep lacemen t . 

Press C O M M A N D , press R E T U R N , then press E X E C U T E to save your changcs. 

In the nex t exerc ise you will learn how to use wildcard characters in your 
search s t r ings. 

EXERCISE 14.3 Using Wildcard Characters with 
Search and Global Search and Replace 

P R E L I M I N A R Y S T E P S You should be at the Main menu to begin 
this exercise. 

You can use wildcard characters wi th the Search and Global Search and 
Rep lace f u n c t i o n s if you w a n t to search fo r more than one spell ing of a word , or 
if you do not know the exact spel l ing of the word you are sea rch ing fo r . 

I f , f o r example , you t h i n k you may have misspelled "Genera tor" in the d o c u m e n t 
"brochure," you can use the w i l d c a r d cha rac t e r "?" to search f o r e i ther "Gencra ter" 
or "Generator ." T h e "?" matches a single cha rac te r . 

Since you w a n t to f i n d all occur rences of the word , you do not need to use a 
case-sensi t ive search s t r ing. 

T h e Cursor should be on Page 1 of "brochure" to begin this exercise. 

Press S E A R C H 

Type generat?r 

Press E X E C U T E 
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If you f i n d an occu r rence of the word tha t is misspel led, cancel the search and 
correc t the word , then begin the search again f r o m your present loca t ion in the 
d o c u m e n t 

When you f i n d cor rec t spell ings, press S E A R C H or E X E C U T E to bypass the word 
and c o n t i n u e the search 

C o n t i n u e un t i l the "Text not f o u n d " message is d i sp layed . 

Press E X E C U T E 

If you w a n t to search f o r a word in which more than one c h a r a c t e r may va ry , use 
the w i l d c a r d c h a r a c t e r "*". Using the * can also save typ ing t ime, because you 
can subs t i t u t e the * f o r many of the cha rac t e r s in the midd le of a long word in a 
search s t r ing. 

You may press C O M M A N D , press R E T U R N , then press E X E C U T E to save your 
changes , or press C A N C E L , then press E X E C U T E to r e t u r n to the Main menu . 

SUGGESTIONS 
The Search f u n c t i o n has some add i t i ona l f e a t u r e s tha t a re not covered in the 
exercises. Search a lways s ta r t s its search f r o m the cursor posi t ion f o r w a r d , unless 
you s p e c i f y o therwise . You can search b a c k w a r d f r o m the cursor locat ion by 
press ing C O M M A N D , then pressing SEARCH. 

To s ta r t the search f r o m the beg inn ing of the documen t , press S H I F T / S E A R C H . 

As you know f r o m Exerc ise 14.1, Search holds the last text en te red un t i l you 
ove r type it w i t h new text . You can add to the exis t ing text at the beg inn ing of a 
new search by press ing I N S E R T to preserve the exis t ing text , and then typ ing the 
new text and press ing E X E C U T E . You can also add cha rac t e r s to the end of 
your search text at any t ime d u r i n g a search by typ ing the new charac te r s . 
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In a d d i t i o n to a l p h a b e t i c and n u m e r i c charac te r s , you can also search f o r screen 
symbols, such as R e t u r n , Cente r , and Tab. 

N E X T L E S S O N Lesson 15, "Using E N D O F E D I T options," in this 
lesson you will l ea rn how to use the END OF EDIT op t ions 
RETURN, COPY, DELETE, and FORMAT. 
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LESSON 15 
USING END OF EDIT OPTIONS 

L E S S O N TIME 30 minutes 

WHAT Y O U WILL LEARN IN T H I S LESSON 

How to use the END OF EDIT Options, RETURN, COPY, DELETE, 
and FORMAT 

INTRODUCTION 
When you have f i n i s h e d most of the exercises in this course, you have pressed 
C A N C E L and E X E C U T E to end your ed i t ing session and save the changes you 
made in your documen t . In this lesson you ' l l learn how to use the RETURN, 
COPY, DELETE, a n d FORMAT op t ions on the END OF EDIT Options 
menu. 

EXERCISE 15.1 Using the END OF EDIT Options, 
RETURN and COPY 

P R E L I M I N A R Y S T E P S Your Cursor should be on Page I of 
"supplies" to begin this exercise. 

U S I N G T H E R E T U R N O P T I O N 

If you a c c i d e n t a l l y press C A N C E L d u r i n g an ed i t ing session, the END OF 
EDIT op t ion RETURN a l lows you to r e t u r n to the ed i t ing screen w i t h o u t 
ex i t ing f r o m your documen t . 
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T h e Cursor should be on Page 1 of "supplies" to begin this exercise. 

Press CANCEL 

T h e END OF EDIT Options menu is d i sp layed . 

Press RETURN 

T h e Cursor r e t u r n s to the ed i t ing screen. 

U S I N G THE COPY OPTION 

When you use the COPY Op t ion you can save two vers ions of your documen t : 

1. T h e o r ig ina l vers ion b e f o r e you began the ed i t ing session, and 

2. the vers ion you are c u r r e n t l y edi t ing , i nc lud ing all changes you m a d e 
d u r i n g the c u r r e n t ed i t ing session. 

To u n d e r s t a n d how the COPY Opt ion works you will need to make a change to 
"supplies." 

Move the Cursor to the R e t u r n symbol immed ia t e ly 
below the "Carbon Ribbons" l ine in the table 

Press INSERT 

Type Laser Printer Cartridges 

Press TAB 

Type 2 

Press DEC TAB 

Type 100.00 
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Press RETURN 

Press EXECUTE 

To save a copy of the o r ig ina l vers ion of "supplies": 

Press CANCEL 

Press COPY 

Type supplies2 

Press EXECUTE 

You are asked to assign a new name to the or ig ina l vers ion, because you can not 
have two d o c u m e n t s wi th the same name on the system at the same t ime. 

T h e Main menu is d i sp layed 

Edi t "supplies2," you can see tha t it is the or ig ina l vers ion w i t h o u t the a d d i t i o n of 
the "Laser P r i n t e r Car t r idges" line. Press C A N C E L , then press E X E C U T E to 
r e t u r n to the Main menu . 

Ed i t "supplies2," the l ine you added was saved. 

Press C A N C E L , then press E X E C U T E to r e t u r n to the Main menu 

In the nex t exerc ise you will learn how to use the END OF EDIT opt ions , 
DELETE and FORMAT. 
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EXERCISE 15.2 Using the END OF EDIT Options 
DELETE and FORMAT 

PRELIMINARY STEPS You must be at the Main menu to begin 
this exercise 

USING THE DELETE OPTION 

T h e r e a re two ways you can use the END OF EDIT op t ion DELETE. F r o m 
the d o c u m e n t ed i t i ng screen you can press C A N C E L , then press D E L E T E to erase 
any changes you may have made d u r i n g the ed i t ing session. 

If you jus t w a n t to look at a d o c u m e n t w i thou t m a k i n g changes , you can edi t it 
us ing Edit Old Document, or the shor tcu t code edd. When you are f i n i s h e d , 
press C A N C E L , then press D E L E T E to bypass the "wr i t ing pages" process. When 
you have large documen t s of 50 or more pages, the "wr i t ing pages" process can 
t ake a bi t of t ime, press ing D E L E T E quick ly r e tu rn s you to the menu . 

To t ry the DELETE op t ion you should be at the Main menu: 

Edit the document "supplies" 

Press CANCEL 

Press DELETE 

T h e p rompts , "Press E X E C U T E to erase changes" "CANCEL to cont inue ," give you 
the o p p o r t u n i t y to change your mind if you have made changes and don ' t w a n t to 
erase them. 

Press EXECUTE 

If you press C A N C E L , the p rompts a re no longer d i sp layed , and you can make 
a n o t h e r choice of END OF EDIT opt ions . 
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USING THE FORMAT OPTION 

You have a l r e a d y used the FORMAT opt ion in prev ious lessons, because it is 
so c o n v e n i e n t to p r i n t f r o m the END OF EDIT Options menu. 

To use the FORMAT op t ion f r o m a documen t ed i t ing screen, press C A N C E L , 
then press FORMAT. Your ed i t ing changes are saved and the Print 
Document menu is d i sp layed . Make any changes to the Print Document menu 
and press E X E C U T E to send the documen t to the p r in t e r . 

If you dec ide you do not w a n t to p r in t the documen t a f t e r all , and you press 
C A N C E L f r o m the Print Document menu, the ed i t ing changes are still saved. 

SUGGESTIONS 
If you have saved your d o c u m e n t d u r i n g ed i t ing , using the D E L E T E Opt ion 
res tores your d o c u m e n t to its last saved cond i t ion , not to its o r ig ina l cond i t ion . 
If you press C O P Y to save a copy of the or ig ina l d o c u m e n t , you will get a copy 
of the d o c u m e n t as it exis ted the last t ime the changes were saved. 

U S I N G THE AUTOSAVE COPY METHOD 

If you need to save several vers ions of your documen t whi le you a re ed i t ing , you 
migh t f i n d the Autosave Copy me thod more conven ien t t h a n the COPY 
Opt ion . 

To use the Autosave Copy, press STOP, then press COPY, type the new 
d o c u m e n t n a m e and press E X E C U T E twice (once to copy the d o c u m e n t , a n d once 
to reset Autosave) . 

N E X T LESSON Lesson 16, "Using the Math Func t ion , " in Lesson 16 
you will l ea rn how to p e r f o r m ca lcu la t ions on n u m b e r s in your 
d o c u m e n t and en te r the results. 
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LESSON 16 
USING THE MATH FUNCTION 

LESSON TIME 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON 

How to multiply numbers and insert the result in your document 
How to add a column of numbers and insert the sum 

INTRODUCTION 
While you are e d i t i n g a d o c u m e n t , you can use the Math f u n c t i o n to p e r f o r m 
m a t h e m a t i c a l ca l cu la t ions in th ree ways: 

Us ing n u m b e r s a l r eady typed in the documen t 

Us ing n u m b e r s you type in f r o m the keyboa rd 

Us ing a c o m b i n a t i o n of the two methods: number s in a d o c u m e n t and 
n u m b e r s en t e r ed f r o m the keyboa rd 

You can use the Math f u n c t i o n to add , sub t rac t , mu l t ip ly , d iv ide , and t ake 
percentages . You can then en te r the resul ts of a ca l cu la t ion in your d o c u m e n t at 
the loca t ion you choose. 

T h e Math symbols you use f o r ca l cu la t ing are: 

+ A d d i t i o n * Mul t ip l i ca t ion % Percen t 
S u b t r a c t i o n / Divis ion 

EXERCISE 16.1 Multiplying Numbers 

PRELIMINARY STEPS You should be on Page 1 of your 
document "supplies" to begin this exercise. 
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T h e lesson gives you a brief i n t r o d u c t i o n to the WORD E R A Math f u n c t i o n . The 
"MATH" section of the WORD E R A R e f e r e n c e m a n u a l p rov ides de ta i l ed 
i n f o r m a t i o n abou t Math and ins t ruc t ions on how to use all Math f ea tu re s . 

Move the Cursor to the f i r s t l ine in the table (beg inn ing 
"Cont inuous paper ...") 

Press G O T O P A G E 

Press T A B 

To s ta r t Math mode: 

Press COMMAND 

Type m 

T h e message "Cur ren t resul t : 0" is d i sp layed at the top r igh t of your ed i t i ng 
screen. As you p e r f o r m ca lcu la t ions , the n u m b e r will change to r e f l e c t the 
c u r r e n t resul t . 

You are now in Ma th mode. While you are Math mode, you can use all the 
Cursor m o v e m e n t f u n c t i o n s and all the Search f u n c t i o n s . 

To en te r the "Quant i ty" : 

Press + 

T h e c u r r e n t resul t d i sp lay changes to "Curren t result : 2." 

To mul t ip ly "Price Per Un i t " t imes "Quant i ty": 

Press G O T O P A G E 

Press DEC T A B 

Type 
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The n u m b e r 20.00 is mul t ip l i ed by 2 and the c u r r e n t resul t d isp lay changcs to 
"Cur ren t resul t : 40.00." 

To en te r the resul t in the " T O T A L PRICE" column: 

Press R I G H T to move the Cursor to the R e t u r n symbol 
f o l l owing the number "20.00" 

Press DEC TAB 

You can p recede a resul t n u m b e r by a Tab , Dec Tab , Inden t , R i g h t - F l u s h Tab , or 
Center . When you type the symbol , it is d i sp layed in the bot tom cente r of the 
ed i t ing screen un t i l you enter the result in your text. 

Press I N S E R T to insert the c u r r e n t resul t 

T h e c u r r e n t resul t of 40.00 is p receded by a Decimal T a b and inser ted in the 
" T O T A L PRICE" co lumn. 

Be fo re you can ca l cu la t e the next line, you must clear the c u r r e n t resul t . 

Press DELETE to clear the c u r r e n t result 

You press the Dele te key to c lear the c u r r e n t result a n d r ema in in Math mode. 
You press the Cance l key to c lear the cu r r cn t result and exi t f r o m Math mode. 
You press the Execu t e key to save the c u r r e n t result and exit f r o m Math mode. 
If you press the Execu t e key, the next t ime you enter Math mode (du r ing the 
same ed i t i ng session), the c u r r e n t result you saved is d i sp layed . 

To ca l cu la t e t he second l ine: (Your Cursor should still be on the R e t u r n symbol 
at the end of the f i r s t line.) 

Press G O T O P A G E 

Press T A B 
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T h e Cursor moves to the second i tem u n d e r " Q U A N T I T Y " (4 boxes) 

Press + 

Press G O T O P A G E 

Press DEC T A B 

Type 

Press R I G H T 

Press DEC T A B 

Press I N S E R T 

T h e c u r r e n t resul t "240.00" is inser ted . 

Press DELETE to clear the c u r r e n t resul t 

To ca lcu la te the t h i rd line: 

Press G O T O P A G E 

Press T A B 

Press + 

Press G O T O P A G E 

Press DEC T A B 

Type * 

Press R I G H T 

Press DEC T A B 

Press I N S E R T 

T h e c u r r e n t resul t "288.00" is inser ted . 

Press DELETE to clear the c u r r e n t resul t 

Sel f-Paced WORD ERA 1 2 5 



USING THE MATH FUNCTION 

LESSON 16 

To ca lcu la te the f o u r t h line: 

Press G O T O P A G E 

Press T A B 

Press + 

Press G O T O P A G E 

Press DEC T A B 

Type • 

Press R I G H T 

Press DEC T A B 

Press I N S E R T 

T h e c u r r e n t resul t "200.00" is inser ted . 

Press DELETE to clear the c u r r e n t resul t 

Press CANCEL to exit Math mode 

In the nex t exerc ise you will l ea rn how to add a co lumn of numbers . 

You can c o n t i n u e to the next exercise , or press C A N C E L , then press E X E C U T E 
to r e t u r n to the Main menu . 

EXERCISE 16.2 Adding a Column of Numbers in 
Your Document 

P R E L I M I N A R Y S T E P S You should be on Page 1 of "supplies." 
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In th is Exerc i se you a re going to a d d the co lumn of n u m b e r s in the " T O T A L 
PRICE" co lumn a n d en te r the resul t f o l l owing "TOTAL." If you a re not in Math 
mode, press C O M M A N D , then type "m" to en te r Math mode. 

To a d d the " T O T A L PRICE" column: 

Move t he Cursor to the f i r s t n u m b e r in the co lumn 
(40.00) 

You can p lace the Cursor at any posi t ion w i t h i n the n u m b e r "field." It can be on 
the b e g i n n i n g screen symbol (such as a Dec imal Tab , or Tab) , on the f i r s t d ig i t , 
or on the last d ig i t (it c anno t be on the R e t u r n or o ther screen symbol f o l l o w i n g 
the number ) . 

Press + 

Press DOWN 

Press + 

Press DOWN 

Press + 

Press DOWN 

Press + 

Press DOWN 

Each n u m b e r is a d d e d to the c u r r e n t result . T h e n u m b e r r ema ins in reverse v ideo 
un t i l you en te r or c lear the c u r r e n t result . 

To en te r the c u r r e n t resul t : 

Move t he Cursor to the R e t u r n symbol f o l l o w i n g 
"TOTAL" 

Press DEC T A B 
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Press I N S E R T 

Press D E L E T E to clear the c u r r e n t resul t 

Press CANCEL to exit Math mode 

U S I N G M A T H IN K E Y B O A R D MODE 

You can use the Ma th f u n c t i o n as a keyboard ca lcu la to r . To use Math in 
k e y b o a r d mode, you press C O M M A N D m to en ter Math mode. Press N O T E to 
en te r k e y b o a r d i n p u t mode. Any n u m b e r s you type a re d i sp layed in the 
u p p e r - r i g h t co rne r of the screen. T y p e a n u m b e r and press +, -, or the R e t u r n 
key to en te r the n u m b e r in the c u r r e n t result . En te r a n o t h e r n u m b e r a n d type 
the symbol f o r the m a t h e m a t i c a l ope ra t ion you w a n t to p e r f o r m . Press + or the 
R e t u r n key to a d d the n u m b e r to the c u r r e n t result . Repea t this s tep as many 
t imes as necessary . 

To en te r the resul t f r o m K e y b o a r d mode in your text , press the Execu te key to 
save the c u r r e n t resul t and exi t f r o m K e y b o a r d mode. Posi t ion your Cursor and 
press the Inser t key to inser t the c u r r e n t result . Press C A N C E L to exi t Ma th 
mode. 

You can press C O M M A N D , press R E T U R N , then press E X E C U T E to save your 
changes a n d c o n t i n u e to Lesson 17, "Sort ing Text," or you can press C A N C E L , 
then press E X E C U T E to r e t u r n to the Main menu. 

Th is lesson has g iven you an overv iew of the WORD E R A Math f u n c t i o n . R e f e r 
to the WORD E R A R e f e r e n c e m a n u a l f o r a f u l l desc r ip t ion and de t a i l ed 
i n f o r m a t i o n abou t Math . 

SUGGESTIONS 

N E X T L E S S O N Lesson 17, "Sorting Text," in this lesson you will 
l ea rn how to sort text w i t h i n your documen t . 
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LESSON 17 
SORTING TEXT 

LESSON TIME 30 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to sort text in your document 
How to sort text by fields 

INTRODUCTION 
You can use the WORD E R A Sort f u n c t i o n to a lphabe t i ca l ly or n u m e r i c a l l y sort 
v i r t u a l l y any text in your document . You can sort lists, t a b u l a r da t a , p a r a g r a p h s , 
or pages. 

You can sort in a scend ing order (a-z), or in descend ing order (z-a). 

In the exercises in this lesson you will l ea rn how to sort both a lphabe t i c a l l y and 
numer i ca l l y . 

EXERCISE 17.1 Sorting Text Alphabetically 

PRELIMINARY STEPS You should be on Page I of "Supplies" 

In this exerc ise you a re going to use the Sort f u n c t i o n to sort the list of 
b a c k - o r d e r e d i tems on the "BACK O R D E R R E P O R T " on Page 2 of "supplies." 
You a re going to sort the list in a scend ing order . 

All records to be sor ted must be on the same page. (A record is any text t ha t 
ends w i t h a R e t u r n symbol.) A co lumn b reak is the same as a page b reak , so you 
must de le te the co lumn b reak be tween co lumn 1 and co lumn 2 b e f o r e you can sort 
the list. 
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Move the Cursor to Page 2 of "supplies" 

Move the Cursor to the f i r s t i tem in the back -o rde r list 
"shipping car tons" 

Press GO TO PAGE 

Press S U B S C R I P T 

T h e Cursor moves to the co lumn break . 

Press DELETE 

Press EXECUTE 

T h e co lumn b reak is de le ted and the two columns are jo ined . 

Press GO TO PAGE 

Press SUPERSCRIPT ( S H I F T / S U B S C R I P T ) 

T h e Cursor moves to the top of the co lumn 

Press COMMAND 

Press MERGE 

T h e c o m b i n a t i o n C O M M A N D M E R G E sorts text in a scend ing order (a-z). T h e 
c o m b i n a t i o n C O M M A N D S H I F T / M E R G E sorts text in descend ing o rde r (z-a). 

Press GO TO PAGE 

Press S U B S C R I P T 

T h e list of i tems is h igh l igh t ed to the co lumn break . You h igh l igh t text f o r 
sor t ing by us ing the same me thods you use f o r o ther f u n c t i o n s tha t r e q u i r e 
h igh l igh t ing . 
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Press E X E C U T E 

The text is sor ted in ascend ing order . 

To re- inser t the co lumn break : 

Move t he Cursor up to Line 54 

Press P A G E 

The co lumn b reak is inser ted and the text wraps to co lumn 2. 

You can press C O M M A N D , press R E T U R N , then press E X E C U T E to save your 
changes a n d c o n t i n u e to the next exercise, or you can press C A N C E L , then press 
E X E C U T E to r e t u r n to the Main menu. 

You wil l l ea rn how to sort numer i ca l ly by f i e ld s in the next exercise. 

EXERCISE 17.2 Sorting Text Numerically by Fields 

P R E L I M I N A R Y S T E P S You should be on Page 1 of "supplies" to 
begin this exercise. 

In th is exerc ise you a re going to sort the table by "PRICE P E R U N I T " f i e l d in 
descend ing order . 

For the purpose of sor t ing , each l ine in the table is a record. A record is any 
text t h a t ends w i t h a R e t u r n symbol. Fields a re con t a ined w i t h i n records . 
Each f i e l d mus t be p receded by a delimiter. The f i e l d de l imi te r can be: the 
l e f t m a r g i n ; a Tab , an I n d e n t , a R igh t -F lu sh Tab , a Dec imal Tab , or a R e t u r n 
symbol . 

For example , the en t i r e f i r s t l ine in the table is a record. The f i r s t field 
(Con t inuous pape r 8 -1 /2x11) is delimited by the l e f t marg in ; the second f i e ld 
(2 boxes) is de l imi t ed by a Tab ; and the t h i rd and f o u r t h f i e ld s (20.00) and 
(40.00) a re de l imi t ed by Decimal Tabs. 
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To sort the table on the t h i rd f i e ld : 

Move t he Cursor to the f i r s t i tem u n d e r "PRICE PER 
U N I T " (20.00) 

You can put the cursor a n y w h e r e in the numer i c f i e ld as long as it is not on a 
R e t u r n symbol . 

Press COMMAND 

Press S H I F T / M E R G E 

Press DOWN to h igh l igh t all r ecords ( the area f r o m the 
beg inn ing of the l ine to the cursor is not h igh l igh ted ) 

Press E X E C U T E 

T h e tab le is sor ted by the "PRICE PER UNIT" f i e ld in descend ing order , f r o m 
100.00 to 20.00. 

Press CANCEL 

Press E X E C U T E to r e tu rn to the Main menu. 

SUGGESTIONS 
In this lesson you have been i n t r o d u c e d to the Sort f u n c t i o n . To learn about 
case-sensi t ive and case- insens i t ive sor t ing and o ther f e a t u r e s in the Sort f u n c t i o n , 
r e f e r to the "SORT" topic in the WORD ERA Reference manua l . 

N E X T LESSON Lesson 18, "Creat ing and Us ing Pro to type 
Documents ." 
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LESSON 18 
CREATING AND USING 

PROTOTYPE DOCUMENTS 

LESSON TIME 25 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to create and use prototype documents 

INTRODUCTION 
When you c rea t ed the th ree document s , "Itr.smith," "brochure," a n d "supplies," you 
were asked to en te r a prototype. Eve ry d o c u m e n t you c rea te must have a 
p r o t o t y p e documen t . Since the exercises did not use a special p ro to type 
d o c u m e n t , the system d e f a u l t e d to the s t a n d a r d system p ro to type "0000." 

Each t ime you c rea te a new d o c u m e n t , you can use your own p ro to type d o c u m e n t 
to s p e c i f y f o r m a t l ines, text length , heade r and foo t e r text , work page text (if 
any) , a n d Print Document menu d e f a u l t s , f o r your new documen t . 

You can c rea te your own s t a n d a r d p ro to type d o c u m e n t f o r each of your l ibrar ies . 
For example , you migh t have a weekly repor t t ha t has a f o r m a t l ine of 250 
cha rac te r s . You could c rea te the p ro to type documen t "proto.rpt" in your "Repor t" 
l ib ra ry . T h e "proto.rpt" would have a f o r m a t l ine wi th the r igh t m a r g i n set at 
250, a p p r o p r i a t e t ab stops, heade r and foo t e r pages, work page i n f o r m a t i o n , and 
Print Document menu opt ions set f o r p r i n t i n g your repor t documen t . 

In a d d i t i o n to a s t a n d a r d p ro to type documen t , you can also use any d o c u m e n t on 
your system as a p ro to type documen t . Since you can use any d o c u m e n t as a 
p ro to type , the re is no l imit to the n u m b e r of p ro to type documen t s you can have 
on your system. 

If you use severa l a l t e r n a t e f o r m a t lines, you can make them immed ia t e ly 
ava i l ab l e f o r use in your new d o c u m e n t by pu t t i ng them in your p ro to type 
documen t . 
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The only text t h a t is t r a n s f e r r e d f r o m the p ro to type d o c u m e n t to your new 
d o c u m e n t is on the heade r , foo te r , and work pages. 

In this lesson you will learn how to c rea te and use a p ro to type d o c u m e n t fo r your 
own work . Choose a f o r m a t you use f r e q u e n t l y , l ike a le t te r , repor t , or memo, 
and c rea te a p ro to type documen t f o r t ha t f o r m a t by f o l l o w i n g the i n s t ruc t ions in 
Exerc ise 18.1. 

EXERCISE 18.1 Creating and Using a Prototype Document 

When you name your p ro to type documen t , give it an a p p r o p r i a t e n a m e f o r the 
f o r m a t you 've chosen, such as "proto.ltr," "proto.rpt," or "proto.memo." 

You can descr ibe the p ro to type more f u l l y in the "Comments" l ine of the 
Document Summary, f o r example , "Proto type fo r weekly eng inee r ing report ." 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

Move the Cursor to Create New Document 

Press EXECUTE 

Type the prototype document name you have chosen 

Press EXECUTE 

Press EXECUTE to accept the s t a n d a r d d e f a u l t 
P ro to type 0000 

Type all the lines in the Document Summary 

Press EXECUTE 
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Edit Format line 1 and set the tab stops and right margin 
to your specif ications 

Change the vertical line spacing and text length setting if 
necessary 

If you need a l t e r n a t e f o r m a t lines, you can c rea te them in your p ro to type 
d o c u m e n t and they will be ca r r i ed over to any d o c u m e n t you c rea te using the 
p ro to type . 

To c rea te an a l t e r n a t e f o r m a t l ine in your p ro to type documen t : 

Press RETURN 

You need the R e t u r n symbol to separa te F o r m a t Line 1 in your p ro to type 
d o c u m e n t f r o m a l t e r n a t e F o r m a t L ine 2. If you do not put the R e t u r n symbol 
be tween the two f o r m a t l ines, F o r m a t Line 1 will be o v e r w r i t t e n by the a l t e r n a t e 
f o r m a t l ine. 

Press 

Press 

Change 

Press 

INSERT 

FORMAT 

Format line 2, setting the tab stops and right margin 
to your specif icat ions 

EXECUTE twice to comple te the inser t 

Any text you type on the heade r , foo te r , and work pages is t r a n s f e r r e d to your 
new d o c u m e n t , sav ing you typ ing t ime. Foo tno te r e f e r e n c e s and f o o t n o t e pages 
are not t r a n s f e r r e d f r o m the p ro to type documen t . 

Of course , if you are not us ing headers , foo te r s , or i n s t ruc t ions on the work page, 
leave these pages b lank . 

To set the H e a d e r , Foo te r , a n d Work pages: 

Press G O T O P A G E 
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Type h 

Type your header 

Press G O T O P A G E 

Type f 

Type your footer 

Press G O T O P A G E 

Type w 

Type your information on the work page 

Press CANCEL 

Press F O R M A T to d isp lay the Print Document menu 

You set your p ro to type p r i n t i n g d e f a u l t s by chang ing the op t ions on the 
p ro to type d o c u m e n t p r in t menu , and then sending the p ro to type d o c u m e n t to the 
p r in t e r . All the documen t s you crea te using this p ro to type will have the p r i n t i n g 
d e f a u l t s of the p ro to type document . 

Change the Print Document menu options to the s t a n d a r d s 
you have chosen 

Press E X E C U T E to set the P r in t D o c u m e n t menu 
s t a n d a r d s 

You a re r e t u r n e d to the Main menu. 

SUGGESTIONS 
Now you can c rea te your documen t s wi th the f o r m a t you have chosen, using your 
new p ro to type documen t . R e m e m b e r , you can save t ime by using pro to types , 
because you can use any documen t on the system as a p ro to type d o c u m e n t , in 
a d d i t i o n to using your special proto types . 
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In Exerc i se 18.1, you placed an a l t e r n a t e f o r m a t l ine in your p ro to type document . 
To use t h a t f o r m a t l ine whi le you a re ed i t ing a d o c u m e n t c rea ted wi th your 
p ro to type , inser t a copy of the f o r m a t line. 

To he lp you r e m e m b e r the n u m b e r s of your a l t e r n a t e f o r m a t lines, you can copy 
each one by n u m b e r on the work page of your p ro to type d o c u m e n t (don ' t fo rge t 
to pu t a R e t u r n symbol be tween each f o r m a t line). Since your p ro to type work 
page is copied to your new d o c u m e n t , you can r e f e r to the work page to f i n d out 
how many , a n d w h i c h f o r m a t l ines you have in your new documen t . 

N E X T L E S S O N Lesson 19, "Using the P r i n t e r Cont ro l Menu." 
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LESSON 19 
USING THE PRINTER CONTROL MENU 

LESSON TIME 30 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to print a single sheet 
How to check the job printing status 
How to cancel a print job 
How to change the printing order 
How to suspend and restart printing 

INTRODUCTION 
You can use the Printer Control menu to moni tor the c u r r e n t s ta tus of the 
documen t s you a re p r in t i ng . F rom this menu, you can stop and res ta r t p r in t jobs, 
cancel jobs you a re c u r r e n t l y p r in t ing , and change the p r i n t i n g sequence of jobs. 

The Printer Control menu d isp lays the fo l lowing i n f o r m a t i o n f o r all p r in t jobs 
you have queued : 

Job N a m e (documen t t i t le) 

Sta tus ( cu r r en t p r i n t i n g s ta tus of job) 

Ope ra to r ( the ope ra to r name on the Document Summary ) 

Type ( type of f i le , usual ly "document") 

Leng th ( n u m b e r of cha rac t e r s in the document ) 

Copies ( n u m b e r of or ig ina ls spec i f i ed ) 

T i t l e ( documen t t i t le on the Document Summary ) 

T h e Printer Control menu also al lows you to control s ingle-sheet p r in t ing . This 
f e a t u r e is especial ly u s e f u l if you need to p r in t one d o c u m e n t on several 
d i f f e r e n t types of paper . Exercise 19.1 shows you how to p r in t single sheets. 
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EXERCISE 19.1 Printing Single Sheets 

P R E L I M I N A R Y S T E P S You should be at the WORD ERA menu 
to begin this exercise. 

For this exercise , you will p r in t your "supplies" d o c u m e n t on single sheets. Th i s 
me thod is u s e f u l f o r f o r m s wi th mul t ip l e -ca rbon sets. If you use a s t a n d a r d 
p r i n t e d f o r m , you can type the i n f o r m a t i o n in the a p p r o p r i a t e posi t ions in your 
d o c u m e n t , then p r i n t on the fo rm. You will l ea rn more about f o r m s in Lesson 27, 
"Using Fo rms Processing." 

To p r i n t on s ingle sheets: 

Move the Marker to Print Document 

Press E X E C U T E 

Type supplies 

Press E X E C U T E 

Move the Marker to the Feed op t ion 

Select the Sheet option 

Move the Marker to the Paper opt ion 

Select the Std option 

Press E X E C U T E 

T h e Printer Control menu is d i sp layed 

Inser t a sheet of pape r in the p r in t e r . 

When the message "suspended — wa i t i ng f o r new page" is d i sp layed: 

Sel f-Paced WORD ERA 1 3 9 



USING THE PRINTER CONTROL MENU 

LESSON 19 

Press GO TO PAGE 

The f i r s t page is p r in t ed . 

When the p r i n t e r stops and the message "suspended — w a i t i n g f o r new page" is 
d i sp layed: 

Inser t a the second sheet of paper . 

T h e second page is p r in t ed . 

Press C A N C E L to r e t u r n to the Main menu 

In the nex t exercise you will learn how to control your p r in t jobs. 

EXERCISE 19.2 Controlling Print Jobs From 
the Printer Control Menu 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

CANCELLING A PRINT JOB 

If you send a d o c u m e n t to the p r in t e r and change your mind , use the P r in t e r 
Cont ro l m e n u to cancel the p r i n t job. Fol low the in s t ruc t ions in the r ight co lumn 
to s t a r t and cancel p r i n t i n g f o r your documen t "brochure." 

Press GO TO PAGE 

Move the Marker to Print Document 

Press EXECUTE 
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Type brochure 

Press EXECUTE twice 

To cancel the p r i n t job: 

Move the Marker to Printer Control 

Press EXECUTE 

T h e M a r k e r is on "brochure" 

Press DELETE 

Press EXECUTE 

T h e p r i n t job is cancel led . 

Press CANCEL to r e t u r n to the Main menu 

When the p r i n t job is cance led f r o m the Printer Control menu , the p r in t e r will 
usua l ly p r in t a n o t h e r half page, then the message "**** P R I N T I N G C A N C E L E D 
BY O P E R A T O R ***•" is p r in t ed . This message tells you tha t cance l l a t ion was a 
de l i be ra t e ac t ion and not caused by a system or p r in t e r m a l f u n c t i o n . 

S U S P E N D I N G AND RESTARTING A PRINT JOB 

You may w a n t to suspend and res ta r t a p r in t job to change to a d i f f e r e n t p r in t 
wheel , or stop the p r in t e r in the event of a paper jam. 

Move the Marker to Print Document 

Press EXECUTE 

Type brochure 

Press EXECUTE twice 
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To suspend the p r i n t job: 

Move the Marker to Printer Control 

Press E X E C U T E 

The M a r k e r is on "brochure" 

Press S T O P 

T h e message "suspended — w a i t i n g f o r opera to r i n t e rven t ion" is d i sp layed 

T h e "Back up how m a n y pages?" message, which appea r s when you press 
G O T O P A G E to res ta r t a suspended job, al lows you to s p e c i f y the n u m b e r of 
pages to back up a n d resume p r in t ing . For example , if Pages 3 and 4 were 
p r i n t e d c rooked a n d you s topped p r i n t i n g on Page 5, you could s p e c i f y "2" as the 
n u m b e r of pages to back up. P r i n t i n g would then resume f r o m Page 3. 

To res ta r t the p r i n t job: 

Press G O T O P A G E 

Press E X E C U T E 

T h e p r i n t job is resumed. 

T O C H A N G E T H E P R I N T I N G O R D E R OF J O B S 

You can change the p r i n t i n g order of your p r in t jobs f r o m the Printer Control 
menu. Th i s is a h a n d y f e a t u r e to use when you have several documen t s queued 
to p r in t a n d d iscover you need the last documen t p r i n t e d b e f o r e the f i r s t one. 

Send documents "brochure," "ltr.smith," and "supplies" to 
the printer, in that order 

Move the Marker to Printer Control 

Press E X E C U T E 
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T h e M a r k e r is on b rochure . 

Press DOWN twice to move the M a r k e r to "supplies' 

Press MOVE 

Move t he M a r k e r to "Itr.smith M 

Press E X E C U T E 

T h e d o c u m e n t "supplies" is moved ahead of the d o c u m e n t "Itr .smith" in the p r i n t 
queue . 

If you work in an o f f i c e where several users a re send ing documen t s to the same 
p r in t e r , you should n o t i f y them tha t you a re chang ing the p r in t o rder . 

If you have more t h a n one p r in t e r , use N E X T SCRN or P R E V S C R N f r o m the 
Printer Control m e n u to look at the p r in t queue f o r each p r in t e r . 

Use U P and DOWN to move the cursor f r o m job to job in the p r i n t queue . 

You can access the Printer Control menu f r o m the WORD E R A m e n u or any 
ac t i v i t y m e n u by us ing the shor tcu t code pre. To use the shor t cu t code, press 
C O M M A N D a n d type pre. 

You can also access the Printer Control menu whi le you are ed i t i ng a 
d o c u m e n t by press ing C O M M A N D and then typ ing q or Q. Press C A N C E L 
to r e t u r n to the documen t . 

SUGGESTIONS 

N E X T LESSON Lesson 15, "Using the Index Menu.' II 
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LESSON 20 
USING THE INDEX MENU 

LESSON TIME 30 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to perform various activities from the Index menu 

INTRODUCTION 
You can p r o b a b l y p e r f o r m more ac t iv i t i es f r o m the Index menu t h a n f r o m any 
o ther menu . In a d d i t i o n to accessing a list of all the documen t s in your l i b r a ry , 
you can r ename , dele te , copy, edi t , and f i l e documen t s f r o m the Document 
Index screen. 

In this lesson you ' l l l ea rn how to p e r f o r m all the Index menu ac t iv i t i es except 
f i l ing . Lesson 21 shows you how to p e r f o r m d o c u m e n t f i l i n g ac t iv i t i es f r o m both 
the Filing m e n u a n d the Index menu. 

EXERCISE 20.1 Looking at a List of Your Documents 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

A f t e r you select Index f r o m the Main menu , the Document Index menu is 
d i sp layed . You can select d i f f e r e n t types of d o c u m e n t l ist ings. You can d isp lay 
the list on the screen, send it to the p r in t e r , or do both. You can look at a 
d o c u m e n t l i s t ing of your c u r r e n t l i b ra ry , or a d o c u m e n t l is t ing f r o m an inser ted 
d i ske t t e ( a rch ive d isket te) . 
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Move the Marker to Index 

Press E X E C U T E 

T h e Document Index m e n u is d i sp layed 

Use the R e t u r n key to move the Marke r be tween select ions, such as moving f r o m 
Type of Index to Index To. Use UP and DOWN to move be tween opt ions , 
such as mov ing f r o m Short format to Operator. 

T h e Short format op t ion d isp lays the names of all the documen t s in your 
l i b r a r y in a l p h a b e t i c a l o rder . To see a Short format l is t ing: 

Move the Marker to Short format 

Press E X E C U T E 

T h e Document Index screen is d i sp layed in short f o r m a t . 

All the d o c u m e n t s you have c rea ted in this course are d i sp layed a lphabe t i c a l l y by 
d o c u m e n t name. T h e d o c u m e n t named "0000" is the s t a n d a r d p ro to type d o c u m e n t 
tha t was a u t o m a t i c a l l y c rea ted when you c rea ted your f i r s t d o c u m e n t , "Itr.smith." 

Press CANCEL to r e tu rn to the Document Index m e n u 

T h e Operator op t ion d isp lays all documen t s in your l i b r a ry tha t have the 
spec i f i ed ope ra to r ' s n a m e on the Document Summary. 

Press DOWN to select Operator 

Press E X E C U T E 

Type Your name 

Press E X E C U T E 

All of your d o c u m e n t s are d isp layed if you typed your name as "Opera tor" on the 
Document Summary of each document . 
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T h e ope ra to r l i s t ing also d i sp lays all i n f o r m a t i o n on the Document Summary, 
as well as the s torage size of the documen t in "bytes." A by te is roughly 
equ iva l en t to a c h a r a c t e r . 

Press CANCEL to r e t u r n to the Document Index menu 

The Author op t ion d isp lays all documen t s in your l i b r a ry t h a t have the 
spec i f i ed a u t h o r ' s n a m e on the Documen t Summary . 

Press DOWN twice to select Author 

Press E X E C U T E 

Type Your name 

Press E X E C U T E 

All the d o c u m e n t s you c rea ted wi th your name as "Author" a re d i sp layed . 

Press CANCEL to r e t u r n to the Document Index menu 

T h e Long format op t ion shows all documen t s in your l i b r a ry in a de ta i l ed 
l is t ing. 

Move 

Press 

Press 

Press 

the Marke r to Long format 

E X E C U T E 

UP, DOWN, NEXT SCRN, or P R E V SCRN to move 
the Marke r t h rough the long l is t ing. 

CANCEL to r e t u r n to the Document Index menu 
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To see how you can look at the Document Index screen and p r in t it at the 
same t ime: 

Move t he Marke r to Short format 

Move the M a r k e r to Both u n d e r Index To. 

Press E X E C U T E 

Press CANCEL 

Press F O R M A T when the Index Printing Options 
menu is d i sp layed to p r in t the l ist ing. 

Press any key to r e t u r n to the Document Index m e n u 

T h e Archive diskette op t ion is covered in Lesson 21, "Using the F i l ing Menu," 
and the Sub l ib ra r i e s op t ion is covered in Lesson 22, "Using the Superv i sory 
F u n c t i o n s Menu." 

Press CANCEL to r e t u r n to the Main menu 

EXERCISE 20.2 Performing Activities 
From the Document Index Screen 

P R E L I M I N A R Y S T E P S You should be at the Main menu to 
begin th is exercise . 

In th is exerc ise you ' l l l ea rn how to use the Document Index by t r y ing all the 
ac t iv i t i e s you can p e r f o r m f r o m the Document Index screen. 

Since you selected the Index f r o m the Main menu in the last exercise, this 
t ime you use the shor tcu t code ixs to bypass the Document Index menu and 
go d i rec t ly to the Document Index screen. 
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Press COMMAND 

Type ixs 

T h e Document Index screen is d i sp layed in short f o r m a t wi th the M a r k e r on 
the f i r s t documen t . You move the Marke r to a d o c u m e n t n a m e by press ing the 
Up, Down , L e f t , a n d R i g h t a r rows , or by typ ing the f i r s t c h a r a c t e r of the 
d o c u m e n t name. 

Press R I G H T 

T h e M a r k e r moves to the f i r s t d o c u m e n t on the r igh t 

Type s 

T h e M a r k e r moves to "supplies" 

Type b 

T h e M a r k e r moves to b r o c h u r e 

R E N A M I N G A D O C U M E N T 

You can r e n a m e a d o c u m e n t f r o m the l ist ing. Since you changed the name 
"Smith" to "Smythe," you should change the document name "ltr .smith" to 
"ltr .smythe." When you r ename a documen t , you change only the name; the 
D o c u m e n t S u m m a r y and con ten t s r ema in the same. 

Move the Marker to "l tr .smith 

Press MOVE 

Type ltr.smythe 

Press EXECUTE 
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DELETING DOCUMENTS 

When you de le te a d o c u m e n t f r o m the l is t ing, the d o c u m e n t is p e r m a n e n t l y 
de le ted f r o m the system disk. 

Since you no longer need "supplies2," ( the copy of "supplies" you m a d e in Lesson 
15) you can de le te it f r o m the system disk. 

Move the Marker to "supplies2" 

Press DELETE 

Press EXECUTE 

COPYING DOCUMENTS 

It is easy to m a k e a n o t h e r copy of a d o c u m e n t f r o m the l is t ing. 

Move the Marker to "brochure 

Press COPY 

Type brochure2 

Press EXECUTE 

U S I N G THE NOTE KEY 

T h e shor t f o r m a t l is t ing is a qu ick way to look at all of your documen t s by name 
only. If you w a n t to see a "long f o r m a t " l i s t ing f o r an i n d i v i d u a l d o c u m e n t f r o m 
the shor t l i s t ing, use the Note key. 

Move the Marker to any d o c u m e n t name 

Press NOTE 

Press any key to r e tu rn to the l is t ing 
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E D I T I N G D O C U M E N T S 

D o c u m e n t e d i t i n g is one of the most u s e f u l ac t iv i t i es you can p e r f o r m f r o m the 
l is t ing. When you edi t a d o c u m e n t f r o m the l is t ing, you a re r e t u r n e d to the 
l is t ing w h e n you end the ed i t i ng session. 

Move t he Marke r to "supplies" 

Press G O T O P A G E 

You bypass the Document Summary and go d i rec t ly to the f i r s t page of the 
documen t . 

Press CANCEL 

Press E X E C U T E to r e t u r n to the l is t ing 

P R I N T I N G F R O M T H E INDEX 

You can p r i n t the Document Index f r o m the screen by press ing the F o r m a t key 
a n d se lec t ing the a p p r o p r i a t e opt ion . 

Press F O R M A T 

You can also p r i n t a d o c u m e n t f r o m the l ist ing. You bypass the Print 
Document menu , and the d o c u m e n t p r in t s accord ing to the se t t ings saved f r o m 
the last t ime you p r i n t e d the document . 

Move t he Marke r to "l tr .smythe" 

Press S H I F T / F O R M A T 

T h e d o c u m e n t is sent d i rec t ly to the p r in t e r and you r e m a i n on the Document 
Index screen. 
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S A V I N G D O C U M E N T NAMES 

A n o t h e r h e l p f u l f e a t u r e is the ab i l i ty to save a d o c u m e n t n a m e on the l is t ing. 
A f t e r you save a name a n d go to a n o t h e r menu , the saved name is d i sp layed when 
you select a d o c u m e n t ac t iv i ty (saving you typ ing t ime). 

Press t he M a r k e r to "brochure" 

Press E X E C U T E 

T h e d o c u m e n t n a m e is h igh l igh ted . 

Press CANCEL to r e t u r n to the Main menu 

Move t he Marke r to Edit Old Document 

Press E X E C U T E 

T h e d o c u m e n t name "brochure" has been saved and is d i sp layed 

Press CANCEL 

If you w a n t to p r i n t more than one documen t , you can use the Execu te key to 
save the n a m e of each one f r o m the Documen t Index screen. T h e n , ins tead of 
s end ing each d o c u m e n t to the p r in t e r i nd iv idua l l y , you can send them all at once. 

Press COMMAND 

Type ixs 

Move the Marke r to "brochure" 

Press E X E C U T E 

Move t he M a r k e r to " l t r .smythe 

Press E X E C U T E 

Press COMMAND 

Press S H I F T / F O R M A T 
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Press CANCEL to r e t u r n to the Main menu 

To p r i n t all the d o c u m e n t s shown on a l is t ing w i t h o u t sav ing the name of each 
one, press MODE, then press S H I F T / F O R M A T . 

A C C E S S I N G T H E INDEX F R O M A D O C U M E N T E D I T I N G S C R E E N 

A n o t h e r ac t i v i t y you ' l l f i n d u s e f u l is accessing the Document Index screen 
f r o m your e d i t i n g screen. 

Edit "brochure" 

You can be on any page of the d o c u m e n t 

Press COMMAND 

Type i 

T h e Document Index screen is d i sp layed in short f o r m a t . You can p e r f o r m 
any ac t iv i ty you w a n t f r o m the l is t ing, i nc lud ing ed i t i ng a n o t h e r documen t . 

Press CANCEL to r e t u r n to the ed i t i ng screen 

Press CANCEL 

Press D E L E T E 

Press E X E C U T E to r e t u r n to the Main menu 

SUGGESTIONS 
To use the o ther op t ions on the Index Printing Options menu: press D E L E T E 
to cance l the p r i n t reques t ; press COPY and type a new d o c u m e n t name to copy 
the index l i s t ing to a documen t . A new d o c u m e n t c o n t a i n i n g the D o c u m e n t Index 
l is t ing is c rea ted . 
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You l ea rned how to access the shor t f o r m a t l is t ing f r o m the ed i t i ng screen by 
press ing C O M M A N D and then typ ing i. You can also view the long f o r m a t 
l is t ing by press ing C O M M A N D and typ ing I. 

You can p e r f o r m va r ious f i l i n g ac t iv i t i es f r o m the Document Index screen. 
These ac t iv i t i e s a re covered in Lesson 16, "Using the F i l ing Menu." 

N E X T L E S S O N Lesson 16, "Using the F i l ing Menu." 
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USING THE FILING MENU 

LESSON TIME 45 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to format an archive diskette 
How to assign an archive diskette name 
How to remove an archive diskette 
How to perform archiving activities from the Filing menu and the 
Document Index screen 
How to print the archive diskette index 

INTRODUCTION 
T h e Filing menu o f f e r s you two types of ac t iv i t ies : d o c u m e n t h a n d l i n g on the 
system disk and d o c u m e n t f i l i n g to and f r o m a d i ske t te ( a rch ive d isket te) . 

In Lesson 20, you p e r f o r m e d the documen t hand l i ng ac t iv i t i es Copy document, 
Delete document, a n d Rename document f r o m the Document Index 
screen. Since these ac t iv i t i es are v i r t ua l ly the same when p e r f o r m e d f r o m the 
Filing menu , they are not r epea ted as exercises in this lesson. T r y each of 
t hem f r o m the Filing menu as a d d i t i o n a l exercises if you l ike; the p rompts and 
messages easi ly gu ide you t h r o u g h the ac t iv i t ies . 

Just as you a lways keep an ex t r a paper copy of your i m p o r t a n t document s , you 
need to keep an ex t r a copy of your i m p o r t a n t e lec t ron ic documents . Use the 
a r ch ive d i ske t t e to back up your work f r o m the system disk on a da i ly or weekly 
basis. You can also use the a r ch ive d i ske t te to s tore documen t s you w a n t to save 
but do not need on the system disk. 

Befo re you begin th is exercise , be sure you have the cor rec t type of d i ske t t e f o r 
your system. Consu l t your ope ra t ing system manua l s if you are not sure w h i c h 
type of d i ske t t e to use. 
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Exerc ise 21.1 shows you how to f o r m a t an a r ch ive d i ske t t e f r o m the Filing 
menu. 

EXERCISE 21.1 Formatting an Archive Diskette 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise. 

Not all c o m p u t e r systems can use the same type of d isket te . R e f e r to your system 
m a n u a l f o r i n f o r m a t i o n abou t accep tab le d iske t tes b e f o r e you p e r f o r m any of the 
exercises in th is lesson. 

To use WORD E R A f i l i n g ac t iv i t i es you must have a d i ske t t e t h a t has been 
f o r m a t t e d on your system. 

You wil l need a new, u n f o r m a t t e d d i ske t te f o r this exercise. If you choose to 
r e - f o r m a t a d i ske t t e tha t has a l r eady been used, the f o r m a t t i n g process will 
des t roy any d o c u m e n t s on the d iske t te . A screen p rompt r eminds you of this 
b e f o r e you begin f o r m a t t i n g . 

Move the Marker to Filing 

Press EXECUTE 

Move the Marker to Format archive diskette 

Press EXECUTE 

Insert your archive diskette in the diskette drive 

Close the diskette drive 

Press EXECUTE twice 

Do not r emove the a r ch ive d i ske t t e f r o m the d r ive un t i l the message "Forma t t ed , 
r emove d i ske t t e f r o m dr ive" is d i sp layed . A beep will sound if you a t t e m p t to 
remove the a r c h i v e d i ske t t e d u r i n g any f i l i ng ac t iv i ty . 
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Press E X E C U T E , then remove the a r ch ive d i ske t t e 

When your d i ske t t e is f o r m a t t e d , you can p e r f o r m f i l i ng ac t iv i t ies . 

A S S I G N I N G A NAME T O Y O U R A R C H I V E D I S K E T T E 

Ass igning names to your d i ske t tes helps to organize your work . For example , you 
may w a n t to f i l e all le t ters on one d iske t te , all legal documen t s on a n o t h e r , and 
all r epor t s on a t h i r d . You could name these d iske t tes "letters," "legal," and 
"reports," respec t ive ly . 

Move the Marker to Assign archive diskette name 

Press E X E C U T E 

Insert your formatted archive diskette and close the 
diskette drive 

Press E X E C U T E twice 

Type exercises 

Press E X E C U T E 

A f t e r you assign the n a m e "exercises" to your a r ch ive d i ske t te , the message 
"Disket te inser ted" is d i sp layed . 

You can c o n t i n u e to Exerc ise 21.2 or r e t u r n to the Main menu . 

If you choose to r e t u r n to the WORD E R A menu ins tead of p e r f o r m i n g Exerc ise 
21.2, you must f i r s t r emove your a r ch ive disket te . 

Move the Cursor to Remove archive diskette 

Press E X E C U T E 
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Open the d i ske t t e d r i ve and remove your d isket te . 

Press EXECUTE to con t inue 

Be sure to label your d i ske t te , using only a fe l t or nylon t ip pen. Write wi th 
min ima l p ressure so you do not damage the disket te . Label your d i ske t t e w i th the 
d i ske t t e name, the names of the f i l es it conta ins , the da te , or any o ther 
i n f o r m a t i o n you wish. 

EXERCISE 21.2 Copying and Moving Documents 
to the Archive Diskette 

PRELIMINARY STEPS You should have just completed Exercise 
21.1 and be at the Filing menu 

When you copy a d o c u m e n t to the a r ch ive d iske t te , the d o c u m e n t you are copying 
is cal led the source documen t . T h e source documen t r ema ins on the system 
disk. T h e copy is p laced on the a r ch ive d isket te . 

When you copy the source documen t to an a rch ive d iske t te , you a rc asked f o r the 
destination d o c u m e n t name. The menu a lways displays the same name f o r the 
source d o c u m e n t and the des t ina t ion document . If you wan t to keep the same 
name f o r the copy, press E X E C U T E . If you wan t to change it, ove r type the name 
wi th a d i f f e r e n t name. You will then have two copies of the same d o c u m e n t 
wi th d i f f e r e n t names. 

To copy a d o c u m e n t to the a r ch ive disket te : 

If you have r emoved your a r ch ive d iske t te , inser t it and press E X E C U T E twice. 

Move the Marker to Copy to archive 

Press EXECUTE 
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Type b rochure 

Press E X E C U T E 

T h e n a m e "brochure" is d i sp layed . 

Press E X E C U T E 

The d o c u m e n t "brochure" is copied to the a r ch ive d iske t te . 

When you move a d o c u m e n t to the a r ch ive d iske t te , it is r emoved f r o m the system 
disk and placed on the a r ch ive d isket te . 

To move a d o c u m e n t to the a r ch ive d isket te : 

Move t he Marke r to Move to archive 

Press E X E C U T E 

Type b rochure2 

Press E X E C U T E 

T h e name "brochure2" is d i sp layed . 

Press E X E C U T E 

T h e d o c u m e n t "brochure2" is moved to the a r ch ive d iske t te . 

P E R F O R M I N G F I L I N G A C T I V I T I E S 
F R O M T H E D O C U M E N T INDEX SCREEN 

You can qu i ck ly p e r f o r m f i l i n g ac t iv i t i es f r o m the Document Index screen. To 
copy "l t r .smythe" a n d "supplies" to the a r ch ive d iske t te : 

Press COMMAND 

Type ixs 
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T h e Document Index screen is d isp layed. Not ice tha t "brochure2" is not l is ted, 
because you moved it to the a r ch ive disket te . 

Move t he Marke r to "l tr .smythe" 

Press S H I F T / C O P Y 

Press E X E C U T E 

T h e d o c u m e n t "l t r .smythe" is copied to the a r ch ive d iske t te . 

You can p e r f o r m multiple filing ac t iv i t i es f r o m the Document Index screen 
us ing a m e t h o d s imi la r to the one you used to send mul t ip l e documen t s to the 
p r i n t e r in Lesson 20. 

To save the names of two documen t s and copy them both to the a r c h i v e d iske t te : 

Move t he Marke r to "supplies" 

Press E X E C U T E 

Move t he Marke r to "brochure 

Press E X E C U T E 

Press COMMAND 

Press S H I F T / C O P Y 

T h e "Press E X E C U T E to ove rwr i t e or En te r ano the r name" p rompt lets you know 
tha t a d o c u m e n t by the same name a l r eady exists on the a r ch ive d iske t te . 

Press E X E C U T E to ove rwr i t e the copy of "brochure" 
a l r eady on the a r ch ive d i ske t t e 

If you w a n t to move the documen t s ins tead of copy them, press S H I F T / M O V E 
ins tead of S H I F T / C O P Y . 
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If you are o v e r w r i t i n g many documen t s in a mul t ip le copy or move, you can 
bypass the o v e r w r i t e p rompt and au toma t i ca l l y ove rwr i t e each one by pressing 
S H I F T / E X E C U T E the f i r s t t ime the p rompt is d i sp layed . 

You can copy or move all documen t s on the Document Index screen to the 
a r ch ive d i ske t t e by pressing MODE and then S H I F T / C O P Y or S H I F T / M O V E . 

Press CANCEL to r e tu rn to the Filing menu 

Befo re you r e t u r n to the Main menu , remove your a r ch ive disket te . You can 
remove the d i ske t t e by using the shor tcu t code rad f r o m any menu. 

Press COMMAND 

Type r ad 

R e m o v e your a r c h i v e d i ske t t e f r o m the d i ske t te dr ive . 

Press E X E C U T E to con t inue 

Press CANCEL to r e tu rn to the Main menu 

EXERCISE 21.3 Retrieving Documents from the Archive 
Diskette 

P R E L I M I N A R Y STEPS You should be at the WORD ERA menu to 
begin this exercise. 

P e r f o r m i n g f i l i n g ac t iv i t i e s f r o m the Archive Document Index is the qu ickes t 
way to r e t r i eve d o c u m e n t s f r o m the a rch ive d i ske t t e and copy or move them to 
the system disk. You can also delete , copy, or r ename a d o c u m e n t on the a r ch ive 
d i ske t t e f r o m the Archive Document Index. 
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You can select the Retrieve from archive opt ion on the Filing menu to copy 
documen t s f r o m the a r ch ive d iske t te , bu t you must know the exact name of the 
d o c u m e n t you w a n t to re t r ieve . Us ing the Archive Document Index is qu i cke r , 
because the names of all the documen t s on the a r ch ive d i ske t te a re d i sp layed . 

To r e t r i eve d o c u m e n t s f r o m the Archive Document Index: 

Move t he M a r k e r to Index 

Press E X E C U T E 

Press R E T U R N twice to move the M a r k e r to Index 
From 

Press DOWN to select Archive diskette 

Press E X E C U T E 

Inser t your a r c h i v e d i ske t t e and close the d i ske t t e dr ive . 

Press E X E C U T E 

Press E X E C U T E when the a r ch ive d i ske t t e n a m e is 
d i sp layed 

You can p e r f o r m any d o c u m e n t hand l i ng or f i l i ng ac t iv i ty f r o m the Archive 
Document Index t h a t you p e r f o r m e d f r o m the Current library Document 
Index screen. 

Move the Marke r to "brochure2" 

Press S H I F T / M O V E 

T h e n a m e "brochure2" is d i sp layed . 

Press E X E C U T E 

The d o c u m e n t "brochure2" is moved to the system disk. 

Press CANCEL to r e t u r n to the Document Index menu 
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Press COMMAND 

Type r ad 

Remove your a r c h i v e d i ske t te f r o m the d i ske t te dr ive . 

Press E X E C U T E to con t inue 

Your a r c h i v e d i ske t t e is au toma t i ca l l y removed when you press C A N C E L f r o m 
the Document Index screen, or when you press C A N C E L f r o m the Main 
menu. 

You can p r i n t a Document Index f r o m your a rch ive d i ske t te by select ing 
Index f r o m the Main menu , and then select ing Index to Printer and 
Index from Archive diskette. Fol low the screen p rompts to inser t your d i ske t te 
and p r i n t the Archive Document Index. 

Be sure to s tore your a r ch ive d isket tes in a clean place tha t is mode ra t e in 
t e m p e r a t u r e and f r e e f r o m dus t , grease, and smoke. If you wan t to be ce r t a in 
tha t your f i l e s wil l not be copied over, place a wr i t e -p ro tec t t ab over the notch on 
the u p p e r - r i g h t side of the d isket te . 

When you have comple ted your f i l i ng ac t iv i t ies , a lways be sure to remove your 
a r ch ive d i ske t t e by select ing Remove archive diskette f r o m the Filing menu 
or us ing the shor t cu t code rad . 

SUGGESTIONS 

N E X T LESSON Lesson 17, "Using the Superv isory F u n c t i o n s Menu. 
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LESSON 22 
USING THE SUPERVISORY FUNCTIONS MENU 

LESSON TIME 30 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to use pathnames 
How to make a library 
How to change libraries 
How to remove libraries 
How to list libraries from the index 
How to copy and move documents between libraries 
How to assign a document password 
How to use the describe bin feeder option 

INTRODUCTION 
Your user accoun t on your system is also your personal l i b r a ry in WORD E R A . It 
is cal led your home library. If you are f a m i l i a r wi th U N I X terms, you will 
recognize this as your home directory. 

Your home l i b r a r y is d i sp layed on the Main menu fo l l owing the message 
"Crea t ion l i b r a r y is." 

All l i b ra r i e s and documen t s have pathnames. A p a t h n a m e f o r a d o c u m e n t 
shows your home l i b ra ry , the name of the l ib ra ry the d o c u m e n t c u r r e n t l y resides 
in, a n d the d o c u m e n t name. T h e fo l lowing examples show p a t h n a m e s f o r two of 
the documen t s you c rea ted in prev ious lessons. (On some systems, user accoun t s 
res ide in the "usr" l ibrary . ) 

/u /yourname/Itr . smythe 

/u /yourname/brochure 
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All of the d o c u m e n t s you have c rea ted so f a r in this course res ide in your home 
l ib ra ry . 

You can o rgan ize your documen t s in to ca tegor ies by c rea t ing l ib ra r ies and 
sub l ib ra r i e s u n d e r your home l ib ra ry . For example , you could c rea te a l i b r a ry 
cal led "Letters." You would c rea te all your le t ter documen t s in the "Letters" 
l ib ra ry . 

P a t h n a m e s f o r d o c u m e n t s c rea ted in the "Letters" l i b r a ry would look l ike the 
fo l l owing examples : 

/u /yourname/Letters /I tr . smith 
/u /yourname/Letters / l tr . jones 
/u /yourname/Let ters /1 tr.br own 

Beginn ing your l i b r a r y names wi th a cap i ta l le t ter is a h e l p f u l me thod of 
d i s t i ngu i sh ing be tween a l i b r a ry name and a d o c u m e n t name; however , you can 
use any c o m b i n a t i o n of lowercase and uppercase let ters you want . 

Set t ing up l ib ra r i e s by ca tegor ies l ike "Letters," "Reports," or "Memos" is one 
me thod of d o c u m e n t o rgan iza t ion . Ano the r way to o rgan ize l ib ra r i es is by 
d iv is ions w i t h i n your company ; f o r example , you might have l ib ra r i es cal led 
"Admin," "Engineer ing ," or "Marketing." You can f u r t h e r o rgan ize a l i b r a ry by 
c r ea t i ng sub l ib ra r ies . For example , the "Market ing" l ib ra ry might have two 
sub l ib ra r i e s , "M.Letters" and "M.Brochures." The l i b r a r y / d o c u m e n t s t r u c t u r e is 
very f l ex ib l e , and you can set it up to f i t any type of o r g a n i z a t i o n a l 
r equ i r emen t s . 

In this lesson you wil l learn how to use the Superv isory F u n c t i o n s menu to make 
l ib ra r ies , change l ib rar ies , and remove (delete) l ibrar ies . You will also learn how 
to copy a n d move documen t s be tween l ibrar ies . 

Note f o r U N I X users: T h e terms library and directory a re synonymous , as 
are the t e rms document and file. 

You wil l l ea rn how to use the Assign password op t ion on the Superv i sory 
F u n c t i o n s menu to assign a password to your d o c u m e n t "supplies." 
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Exerc ise 22.4 tells you how to use the Describe Bin Feeder opt ion. 

EXERCISE 22.1 Making and Using a New Library 

PRELIMINARY STEPS You should be at the WORD ERA menu 
to begin this exercise. 

In th is exerc ise you are going to make a new l ib ra ry cal led "Admin" and use the 
Change library op t ion on the Supervisory Functions menu to change 
l ibrar ies . 

MAKING A NEW LIBRARY 

Move the M a r k e r to Supervisory Functions 

Press E X E C U T E 

Move t h e Marke r to Make library 

Press E X E C U T E 

When you select Make library, the f u l l p a t h n a m e of your c u r r e n t Creation 
library is d i sp layed . You can e i ther move the Cursor to the end of the 
p a t h n a m e and type /Iibraryname or over type the exis t ing text wi th the new 
l i b r a ry name. If you ove r type exis t ing text, you do not need to precede the 
l i b r a r y n a m e w i t h a slash. 

Move the Cursor to the end of your home l i b r a ry name 

Type /Admin 

Press EXECUTE 
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C H A N G I N G L I B R A R I E S 

To change to your new "Admin" l ib ra ry : 

Move the Cursor to Change library 

Press EXECUTE 

Your c u r r e n t l i b r a r y p a t h n a m e is d i sp layed fo l l owing the message "Change 
l i b r a ry to." 

Move the Cursor to the end of the p a t h n a m e 

Type /Admin 

Press EXECUTE 

T h e f u l l p a t h n a m e is d i sp layed fo l lowing the message "Cur ren t l i b r a r y is." Note 
tha t the " / A d m i n " is apended to the p a t h n a m e of your home l ib ra ry . 

Press CANCEL to r e t u r n to the Main m e n u 

MOVING DOCUMENTS BETWEEN LIBRARIES 

To move a d o c u m e n t f r o m one l i b r a ry to ano the r , you can use the Rename 
document op t ion on the Filing menu , the shor tcu t code ren f r o m any 
menu , or press MOVE f r o m the Document Index screen. 

In this exerc ise you a re going to use the Rename document op t ion on the 
Filing m e n u to move your "supplies" documen t f r o m your home l i b r a ry to the 
new "Admin" l i b ra ry . 

Move 

Press 

Move 

Press 

the Cursor to Filing 

EXECUTE 

the Cursor to Rename document 

EXECUTE 
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Since you are in a d i f f e r e n t l i b r a ry f r o m the d o c u m e n t you wan t to move, you 
must give the f u l l c u r r e n t p a t h n a m e f o r Old document name. 

Type /u /yourname/suppl ies 

Press E X E C U T E 

You are a l r eady in the "Admin" l ib ra ry , so you only need to give the d o c u m e n t 
name (suppl ies) r a t h e r than the f u l l new p a t h n a m e 
( / u / y o u r n a m e / A d m i n / s u p p l i e s ) f o r New document name. 

Type supplies 

Press E X E C U T E 

Press CANCEL to r e t u r n to the Main menu 

C O P Y I N G D O C U M E N T S BETWEEN L I B R A R I E S 

You can copy documen t s f r o m l ib ra ry to l ib ra ry by us ing the Copy document 
option on the Filing menu , the shor tcu t code cpy f r o m any menu , or press 
COPY f r o m the Document Index screen. 

U S I N G T H E S H O R T C U T CODE chl T O C H A N G E L I B R A R I E S 

You will r ema in in the c u r r e n t l i b ra ry unt i l you change l ibrar ies , or leave WORD 
E R A . The nex t t ime you enter WORD E R A , you will be in your home l ib ra ry . 

You can use the shor t cu t code chl f r o m any menu to change l ibrar ies . To 
change f r o m the "Admin" l i b r a ry to your home l ib ra ry . 

Press COMMAND 

Type chl 
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Move the Cursor to the end of / u / y o u r n a m c , and over type 
/ A d m i n wi th spaces 

Press E X E C U T E 

The p a t h n a m e of your home l i b r a r y is d isp layed. 

In the nex t exerc ise you will learn how to d isp lay a list of your l i b ra r i e s and how 
to change l i b ra r i e s f r o m the Sub l ib ra r i e s Index. 

EXERCISE 22.2 Using the Sublibraries Index 

P R E L I M I N A R Y S T E P S You should have completed Exercise 22.1 
and be at the WORD ERA menu to begin this exercise. 

T h e Sublibraries op t ion on the Document Index menu gives you a l is t ing of 
all the l ib ra r i e s u n d e r your home l ib ra ry . 

To d isp lay the Sublibraries Index: 

Move the Marker to Index 

Press E X E C U T E 

Move the Marker to Sublibraries 

Press E X E C U T E 

Your home l i b r a r y is d i sp layed at the top of the screen. All l ib ra r i es ava i l ab le to 
you a re d i sp l ayed u n d e r the home l ib ra ry . Use the Up and Down a r r o w s to move 
the Cursor f r o m l i b r a r y to l ib ra ry . 

Not ice t h a t /u is d i sp layed , s ince you are a member of the user g roup on your 
system. F r o m the Sublibraries Index, you can change l ib ra r i es to /u , and 
then change to a n o t h e r user 's home l ib ra ry . 
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You can change l ib ra r i e s qu ick ly by p lac ing the Cursor on the l i b r a r y of your 
choice a n d press ing the Go To Page key. 

Move the Cursor to "Admin" 

Press GO TO PAGE 

T h e Library name changes to /u /yourname/Admin. 

Press C A N C E L 

Press EXECUTE to d i sp lay the Document Index 
screen f o r "Admin" 

T h e d o c u m e n t "supplies" is l isted. 

Press CANCEL to r e t u r n to the Document Index menu 

To change back to your home l ib ra ry : 

Move the Marker to Sublibraries 

Press EXECUTE 

Press GO TO PAGE 

T h e Library name changes to /u/yourname. 

You can also list the con ten t s of a l i b ra ry w i thou t chang ing to tha t l i b ra ry . To 
d isp lay the con ten t s of "Admin" whi le in your home l ib ra ry : (The Sublibraries 
Index screen should still be d i sp layed , if it is not , select Sublibraries f r o m the 
Document Index m e n u and press the Execu te key.) 

Move the Marker to "Admin" 

Press EXECUTE 

T h e con ten t s of "Admin" are l isted. 
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If you w a n t to print the listing of documents in your sublibrary, press 
F O R M A T and fo l low the screen prompts . 

Press CANCEL three times to r e t u r n to the Main 
menu 

R E M O V I N G A L I B R A R Y 

You can remove a l i b r a ry when you no longer need it by us ing the Remove 
library op t ion on the Supervisory Functions menu. If the re a re any 
documen t s c u r r e n t l y res id ing in the l i b r a r y you w a n t to remove, you must f i r s t 
move them to your home l i b r a r y or to ano the r l i b r a ry or de le te them. T h e n you 
must change to a n o t h e r l i b r a ry , s ince you canno t be in the l i b r a ry you wan t to 
remove. 

Move the Marker to Supervisory Functions 

Press E X E C U T E 

Move the Marker to Remove library 

Press E X E C U T E 

Type / u / y our name/Admin 

Press E X E C U T E 

T h e message "Can ' t delete" is d i sp layed because the d o c u m e n t "supplies" still 
res ides in "Admin." 

You must move "supplies" back to your home l i b r a ry b e f o r e you can remove 
"Admin." 

Press CANCEL to cancel the Remove library f u n c t i o n 

Press COMMAND 

Type ren ( the shor tcu t code f o r Rename document) 
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Type /u /yourname/Admin/suppl ies 

Press EXECUTE 

Type /u /yourname/suppl ies 

Press EXECUTE 

Move the Marker to Remove library 

Press EXECUTE 

Type /u /yourname/Admin 

Press EXECUTE 

Press CANCEL to r e t u r n to the Main menu 

You moved your "supplies" d o c u m e n t back to your home l i b r a ry and removed 
your "Admin" l ib ra ry . Use the Document Index to v e r i f y these ac t ions by 
l is t ing your sub l ib ra r i e s . Note tha t "Admin" is no longer d i sp layed . Then d isp lay 
the Document Index screen f o r your home l ib ra ry ; note tha t "supplies" now 
resides in " / u / y o u r n a m e . " 

In the next exerc ise you will learn how to assign, use, and remove a d o c u m e n t 
password . 

EXERCISE 22.3 Using Document Passwords 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise 

You use the Assign Password f u n c t i o n to password protect c o n f i d e n t i a l or 
c lass i f i ed documen t s . When you assign a password to a documen t , only you, or 
someone who knows your password can access the document . In this exercise you 
are going to assign a password to your documen t "supplies." 
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To assign a password to "supplies": 

Move the Marker to Supervisory Functions 

Press E X E C U T E 

Move the Marker to Assign password 

Press E X E C U T E 

Type supplies 

Press E X E C U T E 

Type your password 

A password can have up to e ight charac te rs . The password does not d isp lay when 
you type it. Be sure to choose a password tha t is easy f o r you to r emember . If 
you f o r g e t the password f o r a documen t , you canno t access the document . 

Press E X E C U T E 

Type your password again 

Press E X E C U T E 

If the f i r s t and second passwords you type are the same, the password is saved, 
a n d the messages "Password assigned" a n d "Press E X E C U T E to con t inue" a re 
d i sp layed . 

Press E X E C U T E to clear the messages. 

When you begin any f u n c t i o n (such as ed i t ing , p r i n t i ng , or a r c h i v i n g ) tha t uses a 
pas sword -p ro t ec t ed d o c u m e n t , you are p rompted f o r the password . To con t inue 
wi th the f u n c t i o n , you must type the correct password and press R E T U R N or 
E X E C U T E . 

If you l ike, you can t ry ed i t ing "supplies" and en t e r ing the password b e f o r e you 
f i n i s h th is exercise . 
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The n a m e of a password-p ro tec ted documen t is p receded by "#" on the D o c u m e n t 
Index screen. Password-p ro tec t ed glossaries are p receded by "*#". 

CHANGING A PASSWORD 

Move the Marker to Supervisory Functions 

Press EXECUTE 

Move the Marker to Assign password 

Press EXECUTE 

Type supplies 

Press EXECUTE 

Type your old password 

Press EXECUTE 

Type your new password 

Press EXECUTE 

Type your new password again 

Press EXECUTE 

T h e messages "Password assigned" and "Press E X E C U T E to con t inue" are 
d i sp layed . 

Press EXECUTE to clear the messages. 

REMOVING A PASSWORD 

To remove the password f r o m "supplies": 

Move the Marker to Supervisory Functions. 

Press EXECUTE 
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Move the Marker to Assign password 

Press E X E C U T E 

Type supplies 

Press E X E C U T E 

Type your old password 

Press E X E C U T E 

Press E X E C U T E in response to the "Enter new password" 
p rompt . 

Press E X E C U T E in response to the "Retype new 
password" prompt . 

T h e messages "Password removed" a n d "Press E X E C U T E to cont inue" a re 
d i sp layed . 

Press E X E C U T E to clear the messages. 

EXERCISE 22.4 Using the Describe Bin Feeder Option 

P R E L I M I N A R Y S T E P S None 

You must use the Describe Bin Feeder opt ion on the Supervisory Functions 
menu if you r p r i n t e r is equ ipped wi th a sheet f e e d e r . T h e Describe Bin 
Feeder op t ion d e f i n e s the size of paper you wan t to use in each bin. T h e 
d e f a u l t size f o r bo th bins is 8-1/2" by 11" paper . 

You will need to k n o w which bin is bin 1 and wh ich is b in 2 if your p r in t e r has 
a d u a l - b i n sheet f e e d e r . R e f e r to your p r in t e r ins t ruc t ions . 

To use the op t ion , select Describe Bin Feeder f r o m the Supervisory 
Functions menu . 
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Ente r the n u m b e r of the p r in t e r w i th the bin f eede r . Be sure you have comple ted 
the logical i n s t a l l a t ion of the p r in t e r f r o m the ope ra t ing system menu , and have 
d e f i n e d the p r i n t e r number . 

Press EXECUTE 

Use the d e f a u l t se t t ing or en te r the a p p r o p r i a t e paper size f o r each bin. 

Press EXECUTE 

Once you have en t e r ed the paper sizes f o r the bins, these set t ings r ema in in e f f e c t 
un t i l you change them. To change the set t ings at any t ime, fo l low the p rocedures 
ou t l i ned above. 

SUGGESTIONS 
As you c rea te l ib ra r i e s and sub l ib ra r ies , keep in mind the c la r i ty a n d cons is tency 
of your o r g a n i z a t i o n a l method . If you c rea te too many levels of sub l ib ra r i e s , you 
can become lost in the maze. It migh t be h e l p f u l to d r a w a c h a r t of your l i b r a r y 
o r g a n i z a t i o n b e f o r e you begin c rea t ing l ibrar ies . Don ' t be a f r a i d to change your 
mind . If a p a r t i c u l a r o r g a n i z a t i o n isn' t work ing , you can a lways move your 
d o c u m e n t s and remove l ib rar ies , as you have learned in this lesson. 

You can copy or move documen t s f r o m a n o t h e r user 's l i b r a ry by using the f u l l 
p a t h n a m e f o r the user 's document . For example , if you w a n t to copy the 
d o c u m e n t r epor t f r o m the l i b r a ry of user b a r b a r a , you would select Copy 
document f r o m the Filing menu , a n d then type the fo l l owing in response to 
the p rompts : 

Source document name: /u /barbara/Engineering/report 

Destination document name: /u /yourname/Admin/report 
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The "source" d o c u m e n t is the documen t you are copying f r o m ; the "des t ina t ion" 
d o c u m e n t is the d o c u m e n t you are copying to. In this example , the name of the 
d o c u m e n t "report" was not changed . If you do not w a n t two documen t s on the 
system n a m e d "report ," you can change the name of the des t ina t ion document . 

N E X T LESSON Lesson 23, "Using H y p h e n a t i o n and Pagina t ion ." 
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LESSON 23 
HYPHENATING AND PAGINATING 

YOUR DOCUMENT 

L E S S O N TIME 45 minutes 

W H A T Y O U WILL LEARN IN T H I S LESSON 

How to interactively hyphenate and paginate your document 
How to use Standard, Required, and Optional Hyphens 
How to use an Exception Dictionary for Hyphenation 

INTRODUCTION 
Using the Hyphenation and Pagination f e a t u r e is a great t imesaver , especia l ly 
if you have l eng thy documents . You can choose to h y p h e n a t e your d o c u m e n t , 
p a g i n a t e your d o c u m e n t , or p e r f o r m both f u n c t i o n s s imul taneous ly . 

You can use your Excep t ion D i c t i o n a r y to s p e c i f y words you do not w a n t 
h y p h e n a t e d or to s p e c i f y exact locat ions to h y p h e n a t e words. 

In th is lesson you will learn how to in t e rac t ive ly h y p h e n a t e words and p a g i n a t e 
your d o c u m e n t "brochure." A l though "brochure" con ta ins foo tno tes , you can 
p a g i n a t e it us ing the Hyphenation and Pagination f e a t u r e to p r in t it w i t h o u t 
foo tno tes . 

As you will l ea rn in Lesson 24, you can also use the Footnote Processing 
f e a t u r e to c rea te a pag ina t ed o u t p u t documen t wi th foo tnotes . . 

You will l ea rn how to add syl lable points f o r h y p h e n a t i o n to your Excep t ion 
D i c t i o n a r y . You will also learn about the th ree types of hyphens you can use 
wh i l e you a re ed i t i ng your documen t . 
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EXERCISE 23.1 Hyphenating and Paginating Interactively 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise 

To interactively hyphenate and paginate "brochure": 

Move the Marker to Document Processing Tools 

Press EXECUTE 

Move the Marker to Hyphenation and Pagination 

Press EXECUTE 

Type brochure 

Press EXECUTE 

T h e Hyphenation and Pagination screen is d i sp layed . The opt ions on the menu 
are b r i e f l y desc r ibed below: 

Perform: Hyphenation 
Pagination 
Both 

You can select Hyphenation only, Pagination only, or select Both to 
p e r f o r m h y p h e n a t i o n and p a g i n a t i o n s imul taneous ly . 

Hot zone length 3 _ 
Text Length 5 4 _ 

T h e Hot zone length i nd ica tes the a m o u n t of space ava i l ab le be tween the end 
of a l ine a n d the r igh t marg in where a word can be h y p h e n a t e d . If you w a n t 
only long words h y p h e n a t e d , set a longer hot zone length of 7 or h igher . The 
h igher se t t ings p rov ide i n f r e q u e n t h y p h e n a t i o n . T h e d e f a u l t of 3 p rov ides 
f r e q u e n t h y p h e n a t i o n . 
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T h e Text length n u m b e r is the c u r r e n t text length se t t ing in your documen t . 
You can change th is any text length you w a n t , o v e r r i d i n g the d o c u m e n t text 
l eng th se t t ing . 

T h e Process from page and through page op t ions al low you to select a r ange 
of pages to process. T h e through page opt ion d isp lays the n u m b e r of the last 
page in you r d o c u m e n t (X in the example above). 

Exception Dictionary 

You can use an Excep t ion D i c t i o n a r y to spec i fy syl lable poin ts f o r h y p h e n a t i o n 
by se lec t ing the Yes op t ion . 

Processing 

Interactive 
Automatic 
Background 

When you select Background processing the H y p h e n a t i o n a n d P a g i n a t i o n 
opt ions you h a v e choosen are p e r f o r m e d au toma t i ca l ly . When you b a c k g r o u n d 
process your d o c u m e n t you are r e t u r n e d to the Document Processing Tools 
m e n u i m m e d i a t e l y (whi le the d o c u m e n t is processing) and can then p e r f o r m o ther 
word process ing ac t iv i t ies . When you au toma t i ca l l y process your d o c u m e n t the 
op t ions a re p e r f o r m e d a u t o m a t i c a l l y , but you canno t use your t e r m i n a l f o r o ther 
ac t iv i t i e s un t i l a u t o m a t i c processing is comple ted . 

You use the R e t u r n key a n d the Cursor Ar row keys to move the M a r k e r a n d 
Curso r t h r o u g h the Hyphenation and Pagination menu . 

Process from page 
through page 

1 
X 

No 
Yes 

Sel f-Paced WORD ERA 1 7 9 



HYPHENATING AND PAGINATING YOUR DOCUMENT 

LESSON 23 

To change the Text length opt ion: 

Press R E T U R N twice 

Type 46 

Press E X E C U T E to s tar t h y p h e n a t i o n and p a g i n a t i o n 

N O T E : If your d o c u m e n t has a mul t ip le -co lumn f o r m a t l ine in it (even if 
you are not us ing the f o r m a t l ine or do not have mul t ip l e -co lumn text in 
you r d o c u m e n t ) a Hyphenation and Pagination screen f o r mul t ip l e 
co lumns is d i sp layed . F r o m this screen you can s p e c i f y w r a p p e d and 
b a l a n c e d columns. Since you have no co lumn text in "brochure," press the 
Execu t e key to accept the d e f a u l t s if this screen is d i sp layed . If you w a n t 
to t ry p a g i n a t i n g w r a p p e d and ba lanced columns, pag ina t e your documen t 
"supplies" a n d spec i fy a text length of 12, then select Yes f o r the 
Wrapping a n d Perform balancing options. 

H Y P H E N A T I N G 

When a word is o f f e r e d f o r h y p h e n a t i o n the accep tab le syl lable poin ts a re 
d i sp layed in the lower l e f t of the screen. The Cursor on the word shows you the 
d e f a u l t h y p h e n a t i o n point . You have three choices: 

You can press E X E C U T E to accept the d e f a u l t h y p h e n a t i o n po in t 

You can move the Cursor to ano the r h y p h e n a t i o n poin t in the word , then 
press E X E C U T E to h y p h e n a t e the word . You can only move the Cursor 
w i t h i n the b r igh t zone in the word . 

You can press S E A R C H to bypass the o f f e r e d word and d isp lay the next 
word o f f e r e d f o r h y p h e n a t i o n . 
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P A G I N A T I N G 

T h e Pagination f u n c t i o n wil l never dele te a Required Page Break, it wil l , 
however , de le te all Optional Page Breaks a n d o f f e r new op t iona l page b reak 
loca t ions (based on the Text length you spec i f i ed on the Hyphenation and 
Pagination menu) . 

When a loca t ion f o r an Opt iona l Page Break is o f f e r e d you have th ree choices: 

You can press E X E C U T E to accept the o f f e r e d page b r eak loca t ion 

You can press U P to select a d i f f e r e n t page b r eak loca t ion , then press 
E X E C U T E to set the page b reak 

You can press DOWN to select a d i f f e r e n t page b r eak loca t ion , t hen press 
E X E C U T E to set t he page b r eak 

Continue hyphenating and paginating your document 
"brochure" un t i l the End of Hyphenation and 
Pagination screen is d i sp layed 

Press E X E C U T E to save the changes 

Press CANCEL to r e t u r n to the Main menu 

EXERCISE 23.2 Using Standard, Required, and 
Optional Hyphens 

P R E L I M I N A R Y S T E P S None 

T h i s is a n o n - i n t e r a c t i v e exercise. You can read the f o l l o w i n g i n f o r m a t i o n abou t 
hyphens , t hen t ry t h e m in your document . 
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There a re th ree types of hyphens you can use when you a re ed i t ing your 
document . A hyphen used for compound words is not r emoved when you use 
the H y p h e n a t i o n a n d Pag ina t i on f e a t u r e to h y p h e n a t e your documen t . Words 
c o n t a i n i n g them are selected f o r hyphena t ion . Look at Page 2 of your "brochure" 
document . T h e f i r s t p a r a g r a p h con ta ins th ree examples of compound words using 
hyphens . T h e y a re "h igh-pe r fo rmance , " "on-line," and "document -ed i t ing" 

The second type of h y p h e n is a required hyphen. It is d i sp layed on your 
screen as an i n v e r t e d T. You use a r equ i r ed hyphen when you don ' t w a n t a word 
h y p h e n a t e d d u r i n g the H y p h e n a t i o n process. You type a r equ i r ed h y p h e n by 
pressing C O M M A N D , then typ ing the hyphen . 

For example , on Page 2 of "brochure," the words "Subscript" and "Superscr ipt" in 
the last p a r a g r a p h are the names of f e a t u r e s , so you may not w a n t to h y p h e n a t e 
them. To avo id h y p h e n a t i o n d u r i n g the H y p h e n a t i o n process, place a r e q u i r e d 
h y p h e n i m m e d i a t e l y b e f o r e the word . 

R e q u i r e d h y p h e n s do not p r in t when you p r in t your document . 

T h e t h i r d type of h y p h e n , an optional hyphen, is used when you w a n t to 
spec i fy the only place tha t a word should be b roken d u r i n g the H y p h e n a t i o n and 
P a g i n a t i o n process. You also press COMMAND, then type the hyphen to type an 
op t iona l h y p h e n . You place the op t iona l hyphen at the des i red h y p h e n a t i o n poin t 
w i t h i n the word ins tead of b e f o r e the word . Opt iona l h y p h e n s do not p r in t . 

T h e f o u r t h type of hyphen is inser ted d u r i n g the h y p h e n a t i o n and pag ina t ion 
process; it is cal led a generated hyphen. If you edi t "brochure" a f t e r you use 
Hyphenation, you will see b r igh t , or genera ted , hyphens . A genera ted h y p h e n 
is r emoved w h e n you p e r f o r m any ed i t ing tha t causes the text to wrap . 
G e n e r a t e d h y p h e n s a re also removed if you r e - h y p h e n a t e your documen t . 
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SUGGESTIONS 

ADDING SYLLABLE POINTS TO AN EXCEPTION DICTIONARY 

To use an exception dictionary with Hyphenation and Pagination, you must 
add syllable points to the words. If you enter syllable points in an exception 
dictionary, they do not interfere with the operation of Spelling Tools. 

To preset hyphenation points, enter a pipe sign | for preferred syllable points 
and a tilde sign - for ordinary syllable points. An exception-dict ionary list 
containing syllable points could look like the fo l lowing example: 

countable 
com~put|able 
spec | i~ f i~ca~t ion 
Sac|ra~men~to 

You can mix both regular words and words with spec i f ied syllable points in your 
Exception Dict ionary, and you can use the same Exception Dict ionary with both 
Spelling Tools and Hyphenat ion and Pagination. 

NEXT LESSON Lesson 24, "Using Footnote Processing" 
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LESSON 24 
USING FOOTNOTE PROCESSING 

LESSON TIME 45 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to use Footnote Processing to create an output document with 
footnotes 
How to use the options on the Footnote Processing menu 

INTRODUCTION 
When you p e r f o r m e d Lesson 10, you en te red Footnote References a n d 
Footnote Text in your d o c u m e n t "brochure." Now you can use the Footnote 
Processing f u n c t i o n to c rea te a "brochurcF" ou tpu t d o c u m e n t wi th foo tno tes . 

The Footnote Processing menu o f f e r s you many opt ions f o r f o r m a t t i n g a n d 
n u m b e r i n g foo tno t e s in your document . In Exercise 24.1 you are going to use the 
d e f a u l t opt ions on the Footnote Processing menu. 

A f t e r you have comple ted the exercise and had an o p p o r t u n i t y to see w h a t a 
d o c u m e n t looks l ike when it is p r in t ed wi th foo tno tes , you can read the "Using 
Foo tno te Process ing Opt ions" sect ion of this lesson to learn more abou t each 
opt ion. R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r de ta i l ed i n f o r m a t i o n 
abou t all aspects of f oo tno t i ng . 

O U T P U T DOCUMENTS 

This lesson i n t roduces you to the use of output documents . O u t p u t documen t s 
are a u t o m a t i c a l l y c rea ted when you use the fo l lowing WORD E R A f u n c t i o n s : 
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Document Assembly (see the WORD E R A Records Process ing m a n u a l ) 

Footnote Processing (see Lesson 25 in this m a n u a l ) 

Forms Processing (see Lesson 27 in this m a n u a l ) 

Hyphenation and Pagination when a mul t ip l e -co lumn d o c u m e n t 
c o n t a i n i n g synch ron ized co lumns is pag ina ted (see the WORD E R A 
R e f e r e n c e m a n u a l ) 

Index Generator (see Lesson 26 in this manua l ) 

Records Processing (see the WORD E R A Records Process ing m a n u a l ) 

Table of Contents Generator (see Lesson 25 in th is m a n u a l ) 

With two except ions , all o u t p u t documen t s can be used l ike s t a n d a r d WORD E R A 
documents . You can p e r f o r m any ed i t ing or a r c h i v i n g f u n c t i o n s on all o u t p u t 
d o c u m e n t s except : 

Footnote Processing o u t p u t documen t s 

Hyphenation and Pagination o u t p u t documen t s 

Because so m u c h i n t e r n a l processing is r equ i r ed to r e f o r m a t these two types of 
o u t p u t documen t s , they canno t be processed again . Use them f o r p r i n t i n g only. 

If you w a n t to make changes to a f o o t n o t e d documen t , do not use the o u t p u t 
documen t . F i r s t , de le te the o u t p u t documen t , then edi t the o r ig ina l d o c u m e n t and 
reprocess it. 

EXERCISE 24.1 Using the Footnote Processing menu 

PRELIMINARY STEPS You should be at the Main menu to begin 
this exercise 

Move the Marker to Document Processing Tools 
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Press E X E C U T E 

Move t he Marke r to Footnote Processing 

Press E X E C U T E 

Type brochure 

Press E X E C U T E 

T h e Footnote Processing menu is d i sp layed . In this exercise you a re going to 
use the d e f a u l t op t ions h igh l igh ted by the Markers . R e f e r to the "Using Foo tno te 
Process ing Opt ions" sect ion of this lesson fo r a br ief desc r ip t ion of each opt ion. 

Press E X E C U T E to accept the d e f a u l t opt ions 

Th ree process ing opt ions a re d isp layed: 

Make output document only 
Make output document and print 
Print only 

Press E X E C U T E to Make output document only 

Type b r o c h u r e F 

T h e "F" f o l l o w i n g "brochure" i d e n t i f i e s "brochureF" as a f o o t n o t e processing 
ou tpu t documen t . You don ' t have to use this i d e n t i f i c a t i o n method; however , it is 
a h a n d y way to sepa ra t e f o o t n o t e o u t p u t document s f r o m o ther documen t s in 
your l i b ra ry . 

Press E X E C U T E 

Var ious messages a re b r i e f l y d i sp layed whi le the d o c u m e n t is be ing processed. 
When f o o t n o t e process ing is comple ted the End of Footnote Processing screen is 
d i sp layed . 

Press E X E C U T E to save the changes 
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You may now ed i t your new o u t p u t documen t "brochureF." Note t h a t f o o t n o t e s 1 
and 2 a re at the bo t tom of Page 2, since Page 2 con ta ins Footnote References 1 
and 2. Foo tno te 3 is at the bo t tom of Page 3, which con ta ins Footnote 
Reference 3. 

You may p r i n t "b rochureF" us ing the same p rocedures you use to p r in t a s t a n d a r d 
WORD E R A d o c u m e n t . 

U S I N G FOOTNOTE PROCESSING OPTIONS 

This sect ion p rov ides a br ief desc r ip t ion f o r each opt ion on the Foo tno te 
Process ing menu . T h e opt ions are l is ted in a lphabe t i ca l order . 

For a d d i t i o n a l i n f o r m a t i o n r e f e r to the WORD E R A R e f e r e n c e manua l . 

Followed by 

Used f o r se lec t ing the c h a r a c t e r a n d type of spacing t h a t fo l lows the f o o t n o t e 
text r e f e r e n c e . 

If you w a n t a s ingle c h a r a c t e r such as a per iod (.), slash ( / ) , or r i gh t pa ren thes i s 
()) to fo l low the f o o t n o t e t ex t r e f e r e n c e , en te r this c h a r a c t e r in the Character 
f i e ld . You can en te r any p r i n t a b l e c h a r a c t e r or a space. If you do not w a n t a 
c h a r a c t e r , press R E T U R N or D E L E T E to move the m a r k e r to the next select ion. 
To remove a p rev ious ly en te red cha rac t e r , press D E L E T E . 

Select Nothing if you w a n t the f o o t n o t e text to immed ia t e ly fo l low the 
f o o t n o t e text r e f e r e n c e (or to fo l low a c h a r a c t e r you may have en te red in the 
Character f i e ld ) . 

You can select a n y of the fo l l owing types of spacing to fo l low the f o o t n o t e text 
r e f e r e n c e (or to fo l low a c h a r a c t e r you may have en te red in the Character 
f i e ld ) : 

One or two spaces 
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I n d e n t or Tab—The f i r s t p a r a g r a p h of f o o t n o t e text is p receded by an 
I n d e n t or T a b symbol . The posi t ion of the Inden t or T a b symbol is 
d e t e r m i n e d by the f o r m a t l ine on each f o o t n o t e page. If f o o t n o t e text is 
c o n t i n u e d f r o m one page to the next in the ou tpu t d o c u m e n t , the Inden t or 
T a b symbol is au toma t i ca l l y inc luded at the beg inn ing of the c o n t i n u a t i o n 
text . 

Be sure the f o r m a t l ine you use f o r foo tno te pages has a t ab stop in the 
cor rec t place, and tha t you have a l lowed enough room f o r the m a x i m u m 
n u m b e r of c h a r a c t e r s t ha t can appea r in a f o o t n o t e text r e f e r e n c e . For 
example , the f o o t n o t e text r e f e r e n c e can have three cha rac te r s , a p r e f i x of 
u p to n ine cha rac t e r s , and one cha rac t e r f o l l owing the f o o t n o t e text 
r e f e r e n c e . 

N O T E : If you have more than one p a r a g r a p h of text on a f o o t n o t e 
page, only the f i r s t p a r a g r a p h is au toma t i ca l l y f o r m a t t e d wi th an 
I n d e n t or T a b symbol . If you wan t subsequen t p a r a g r a p h s of f o o t n o t e 
text to be i n d e n t e d or t abbed , you must en ter an I n d e n t or T a b symbol 
on the f o o t n o t e page when you enter the f o o t n o t e text . 

R e t u r n or T w o Returns—If you select Return, the f i r s t l ine of f o o t n o t e 
text begins at the l e f t marg in one line below the f o o t n o t e text r e f e r ence . 
If you select Two Returns, the f i r s t l ine of f o o t n o t e text begins at the 
l e f t m a r g i n two l ines below the foo tno t e text r e f e r ence . 

Minimum number of text lines per page 

Used f o r i n d i c a t i n g the m i n i m u m n u m b e r of text l ines on a page b e f o r e the 
f o o t n o t e s begin. Th i s f i e ld is sk ipped if you have selected Endnotes in the 
Placement sect ion. 

T h e d e f a u l t m i n i m u m n u m b e r of l ines is 1/3 of the text length set t ing. For 
example , if the text length is set at 54, the m i n i m u m n u m b e r of text l ines per 
page is 18. T h e r e m a i n i n g 2 / 3 of the text length (36 lines, in this example ) is 
a l loca ted f o r the sepa ra to r l ine and the spaces above and below it, f o o t n o t e text 
r e f e r e n c e s and f o o t n o t e text , and space (if any) be tween foo tno tes . 
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If a page has f e w e r t h a n 36 l ines of f oo tno t e text and f o r m a t t i n g , more text is 
placed on the page. If a page has no foo tno tes , the en t i r e page is used f o r text . 

If you w a n t to have f e w e r f o o t n o t e l ines per page, you can set the Minimum 
number of text lines per page to a la rger n u m b e r ( fo r example , 40). If the re a re 
more l ines of f o o t n o t e text t han will f i t on the page, the foo tno t e s r e f e r e n c e d on 
tha t page are c o n t i n u e d on the next page. 

Placement 

Used f o r se lec t ing w h e r e to posi t ion the foo tno te s in the o u t p u t documen t . 

If you choose Footnotes, the foo tno t e s are pos i t ioned at the bo t tom of the page 
on w h i c h the f o o t n o t e r e f e r e n c e s appear . 

If the re a re too m a n y foo tno t e s to f i t on the bot tom of t h a t page, the f o o t n o t e s 
a re c o n t i n u e d to the fo l l owing page (or pages, if necessary) . T h e f o o t n o t e text 
r e f e r e n c e f o r any f o o t n o t e t h a t ca r r i e s over f r o m a p rev ious page is r epea t ed , 
f o l l owed by the word "Cont inued" and then the rest of the f o o t n o t e text on the 
next l ine. 

If you choose Endnotes, the foo tno te s are posi t ioned at the end of the 
d o c u m e n t , b e g i n n i n g at the top of a new page fo l lowing the last page of text . 

No sepa ra to r l ine is c r ea t ed , and the text length se t t ing in the d o c u m e n t is used 
to s p e c i f y the n u m b e r of l ines per page. T h e Separator line and Minimum 
number of text lines per page sections. 

Preceded by 

Used f o r choos ing a T a b , Inden t , or no th ing to p recede the f o o t n o t e text 
r e f e r e n c e . 

T h e pos i t ion of the T a b or Inden t symbol is d e t e r m i n e d by the f o r m a t l ine on the 
f o o t n o t e page. Be sure the f o o t n o t e page f o r m a t l ine has a t ab stop in the correct 
pos i t ion . 
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If you have selected T a b or Inden t and a f o o t n o t e is c o n t i n u e d to the next page 
(or pages), the f o o t n o t e text r e f e r e n c e is r epea ted , p receded by the T a b or Inden t 
symbol. 

Process from page/thru page 

Fields f o r s p e c i f y i n g the f i r s t and last page of your d o c u m e n t to process. 

You can process an en t i r e documen t , or s p e c i f y a range of pages to process. If 
you s p e c i f y a r ange of pages, the f o o t n o t e r e f e rences in the source d o c u m e n t are 
N O T r e n u m b e r e d . T h e f o o t n o t e r e f e r e n c e s on the spec i f i ed pages in the ou tpu t 
d o c u m e n t are r e n u m b e r e d s t a r t i ng wi th the cha rac t e r you s p e c i f y in the 
Sequence sect ion on the Foo tno te Processing menu. 

If you select Endnotes in the Placement section of the menu , the endno tes 
begin on a page fo l l owing the last page you selected f o r processing. Any 
subsequen t unprocessed pages of the document fo l low the endnotes . 

Foo tno te r e f e r e n c e s on any unprocessed pages in the o u t p u t d o c u m e n t have the 
same n u m b e r as in the source documen t , a re super sc r ip ted , and are changed 
a u t o m a t i c a l l y to a t h r ee - cha rac t e r f o r m a t ( for example , f o o t n o t e r e f e r e n c e 5 is 
changed to 005). 

Processing 

Used f o r choosing to p e r f o r m the process in a u t o m a t i c or b a c k g r o u n d mode. 

In automatic mode, messages a re d i sp layed on the screen showing w h i c h 
d o c u m e n t a n d page a re be ing processed. When processing is comple ted , press 
E X E C U T E to save the changes or D E L E T E to erase the changes . You canno t use 
your t e r m i n a l f o r o ther f u n c t i o n s un t i l a u t o m a t i c process ing is comple ted . 

In background mode , your t e rmina l is f r e e fo r o ther work . Howeve r , the re is 
no visible i n d i c a t i o n of when the process is complete . If you can edi t the ou tpu t 
d o c u m e n t you c rea t ed , the process has comple ted . 
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Separator line 

Used f o r i n d i c a t i n g the type of sepa ra to r l ine you w a n t be tween the text page 
and the foo tno tes , and the spac ing above and below the l ine. 

Th i s sect ion is sk ipped if you have selected Endnotes in the Placement 
sect ion. 

T h e select ions you can make in this sect ion are: 

Charac te r—You can en te r any p r i n t a b l e c h a r a c t e r in this f i e ld . Th is 
c h a r a c t e r is r epea ted across the page as m a n y t imes as you s p e c i f y in the 
Length f i e l d . T h e d e f a u l t c h a r a c t e r is a h y p h e n (-). If you do not w a n t 
a s epa ra to r l ine, press D E L E T E when the cursor is on the Character 
f i e l d . 

Length—Enter the n u m b e r of t imes you w a n t to repea t the c h a r a c t e r you 
e n t e r e d in the Character f i e ld . If you en te red a space in t he 
Character f i e l d , any en t ry in the Length f i e ld is ignored and one 
R e t u r n is p laced in the o u t p u t d o c u m e n t in place of a s epa ra to r l ine. 

N O T E : If you en te r a length tha t is longer t h a n the f o r m a t l ine on 
the f o o t n o t e page, the sepa ra to r l ine wraps to the nex t l ine. 

L ines before—Enter the n u m b e r of b l ank lines you w a n t to add b e f o r e the 
s e p a r a t o r l ine. 

•Lines a f t e r—Ente r the n u m b e r of b lank lines you w a n t be tween the 
s epa ra to r l ine and f i r s t f o o t n o t e text r e f e r e n c e on the page. 

Sequence 

Used f o r s p e c i f y i n g the n u m b e r i n g sequence of the foo tno t e s in your o u t p u t 
d o c u m e n t . 

P r e f i x Use this f i e l d to en te r a p r e f i x of up to n ine 
cha rac t e r s . Th i s p r e f i x precedes each f o o t n o t e r e f e r e n c e a n d f o o t n o t e text 
r e f e r e n c e . You can use a p r e f i x wi th any of the f o u r sequence opt ions . 
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If you do not wan t to use a p r e f i x , press R E T U R N to leave the f i e ld 
b lank and move the m a r k e r to the next opt ion. 

1,2,3,... s t a r t i ng wi th 1 Select this opt ion to n u m b e r the foo tno te s 
sequen t i a l ly , beg inn ing wi th the number you spec i fy . 

a,b,c,... s t a r t i ng wi th a Select this opt ion to le t ter the foo tno t e s 
sequen t i a l ly , beg inn ing wi th the let ter you spec i fy . When "z" is r eached , 
the sequence con t inues wi th "aa", "bb",..."zz", "aaa", "bbb",..."zzz". When "zzz" 
is r eached , the sequence begins again wi th "a". 

A,B,C,... s t a r t i n g wi th A Select this opt ion to le t te r the foo tno t e s 
sequen t i a l ly , beg inn ing wi th the le t ter you spec i fy . When "Z" is r eached , 
the sequence con t inues wi th "AA", "BB",..."ZZ", "AAA", "BBB",..."ZZZ". 
When "ZZZ" is r eached , the sequence begins aga in w i t h "A". 

*,**,***,*,... —each page Select this opt ion to m a r k foo tno t e s w i t h one, two, 
or t h ree as te r i sks (*), beg inn ing wi th one as ter isk . If you have more t h a n 
th ree f o o t n o t e s per page, the as ter isks repea t in a one, two, t h ree pa t t e rn . 
Th is select ion is best used when you have th ree or f e w e r foo tno t e s per 
page, and select Footnotes in the Processing sect ion. 

Spacing between footnotes 

Used f o r se lect ing the spacing be tween foo tno te s in the o u t p u t documen t . 

For example , you may w a n t your foo tno t e text to p r in t s ingle-space wi th a space 
a n d one-hal f be tween foo tno tes . You use a s ingle-space f o r m a t l ine on the 
f o o t n o t e pages, a n d select W f r o m the Spacing between footnotes sect ion. 
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T h e spac ing select ions you can make are: 

0 f o r Zero 
Q f o r Q u a r t e r 
H f o r Ha l f 
1 f o r Single 
W f o r Space and one-hal f 
2 f o r Double 
3 f o r T r i p l e 

T h e spac ing select ions i nd ica t e the n u m b e r of space be tween f o o t n o t e s when the 
f o r m a t l ine on the f o o t n o t e page is set to single spacing. If the spac ing is set to 
any o the r va lue , the spac ing be tween foo tno te s will be p r o p o r t i o n a t e l y increased . 

Superscripted 

Used f o r choos ing w h e t h e r to supersc r ip t the f o o t n o t e text r e fe rences . Foo tno te 
r e f e r e n c e s a re a lways supe r sc r ip t ed in the ou tpu t documen t . 

If you select Yes, f o o t n o t e text r e f e r ences are supe r sc r ip t ed . 

If you select No, f o o t n o t e text r e f e r ences are not supe r sc r ip t ed . 

Underlined 

A sec t ion on the Foo tno te Processing menu f o r se lect ing w h e t h e r f o o t n o t e 
r e f e r e n c e s a n d f o o t n o t e text r e f e r ences in the o u t p u t d o c u m e n t a re u n d e r l i n e d . 

If you select In neither, ne i the r the f o o t n o t e r e f e r e n c e s nor the f o o t n o t e 
text r e f e r e n c e s a re u n d e r l i n e d . 

If you select In footnote, only the f o o t n o t e text r e f e r e n c e or e n d n o t e 
text r e f e r e n c e is u n d e r l i n e d . 

If you select In document, only the f o o t n o t e r e f e r e n c e s in t he t ex t a r e 
u n d e r l i n e d . 

If you select In both, bo th f o o t n o t e r e f e r e n c e s a n d f o o t n o t e text 
r e f e r e n c e s are u n d e r l i n e d . 
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SUGGESTIONS 
R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r a d d i t i o n a l i n f o r m a t i o n abou t 
Foo tno te R e f e r e n c e s a n d Foo tno te Processing. 

N E X T L E S S O N Lesson 25, "Using the Tab le of Con ten t s 
Gene ra to r " 
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LESSON 25 
USING THE TABLE OF CONTENTS GENERATOR 

L E S S O N TIME 30 minutes 

WHAT Y O U WILL LEARN IN T H I S LESSON 

How to use Table of Contents markers in your document 
How to use the Table of Contents Generator to produce a table of 
contents 

INTRODUCTION 
You use the Table of Contents Generator to au toma t i ca l l y c rea te a t ab le of 
con ten t s f o r a documen t . T h e Table of Contents Generator can r a p i d l y process 
a la rge d o c u m e n t , n u m b e r head ings and subhead ings , and place dot l eader l ines or 
spaces be tween head ings and page numbers . You can have up to six levels of 
h e a d i n g s in you r t ab le of contents . 

In this lesson, you will use the Table of Contents Generator to p roduce a t ab le 
of con ten t s f o r your d o c u m e n t "brochure." 

T h e p r o c e d u r e f o r p r o d u c i n g a table of con ten t s is: 

1. You place special "table of con ten t s markers" b e f o r e the head ings in 
the documen t . 

2. You use the Table of Contents Generator menu to s p e c i f y h e a d i n g 
f o r m a t and o u t p u t documen t name f o r the table of contents . 

3. T h e Table of Contents Generator c rea tes an o u t p u t d o c u m e n t w h i c h 
con ta in s the table of con ten t s f o r your documen t . 
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4. When the table of conten ts ou tpu t d o c u m e n t is comple ted , you can edi t 
it or copy its con ten t s in to the f r o n t pa r t of your o r ig ina l document . 

EXERCISE 25.1 How to use the Table of Contents 
Generator 

For this exerc ise you will inser t tab le of conten ts ma rke r s f o r two levels of 
head ings . 

C h a p t e r level head ings a re m a r k e d by the combina t ion : 

M E R G E N O T E c S H I F T / M E R G E 

Sublevel 1 head ings a re m a r k e d by the combina t ion : 

T A B M E R G E N O T E S H I F T / M E R G E 

Subsequen t sublevels , up to six, a re i d e n t i f i e d by the n u m b e r of Tabs p reced ing 
the sublevel m a r k e r . For example , you would precede the m a r k e r f o r sublevel 2 
by two Tabs . 

To inser t the c h a p t e r markers : 

P R E L I M I N A R Y S T E P S You should be on Page 1 of your 
document "brochure" to begin this exercise. 

Move t he Cursor to the head ing on Page 1 of "b rochure 
w h i c h begins "AN I N T R O D U C T I O N T O ..." it 

Press I N S E R T 

Type <!!c> (MERGE NOTE c S H I F T / M E R G E ) 

Press E X E C U T E 
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Insert chapter markers before the fol lowing headings in 
"brochure": 

"THE WORD ERA T E X T E D I T O R " 
"TEXT E D I T I N G T O O L S " 
" D O C U M E N T P R O C E S S I N G T O O L S " 
"TEXT H A N D L I N G T O O L S " 

When you have f i n i s h e d inse r t ing the chap te r markers , you can inser t sublevel 1 
m a r k e r s b e f o r e the sublevel headings . 

To inser t the sublevel 1 marker s : 

Move the Cursor to Page 2 

Move the Cursor to the "MULTIPLE COLUMNS" h e a d i n g 

Press I N S E R T 

Press T A B 

Type <!!> (MERGE N O T E S H I F T / M E R G E ) 

Press E X E C U T E 

Insert sublevel 1 markers before the fol lowing headings in 
"brochure": 

"WINDOWING" 
"GLOSSARY" 

When you process your d o c u m e n t to c rea te a tab le of conten ts , the Table of 
Contents Generator p icks up all words fo l lowing a m a r k e r to the nex t R e t u r n or 
to the 50th c h a r a c t e r posi t ion. 

A f t e r you have coded the d o c u m e n t wi th all the markers : 

Press CANCEL 

Press E X E C U T E to r e t u r n to the Main menu 
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To use the Table of Contents Generator: 

Move the Marker to Document Processing Tools 

Press EXECUTE 

Move the Marker to Table of Contents Generator 

Press EXECUTE 

The Table of Contents Generator menu is d isp layed. You move the M a r k e r 
and Cursor t h r o u g h the menu by using the R e t u r n and Cursor A r r o w keys. 

T h e Input document is the d o c u m e n t you have coded wi th table of con ten t s 
markers . 

Type brochure 

Press RETURN 

You may give the o u t p u t d o c u m e n t any name you wish. For this exercise , use 
"brochureT" to i n d i c a t e tha t the documen t is a table of con ten t s o u t p u t document . 

Type brochureT 

Press RETURN 

T h e M a r k e r moves to the Flush left opt ion u n d e r Begin entries. Fo l lowing 
is a br ief desc r ip t ion of tab le of con ten t s menu options: 

Begin entries 

Used f o r choosing how the l e f t marg in of your table of con ten t s is f o r m a t t e d . 

Flush left causes all en t r ies to be placed at the l e f t marg in . 
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Indented causes each en t ry to be preceded by the n u m b e r of tabs i nd i ca t ed in 
the coded i n p u t documen t . 

Press DOWN to select Indented 

Press R E T U R N to move to the next op t ion 

Fill entries with 

Used f o r choos ing w h e t h e r to f i l l the space be tween the ends of the head ings a n d 
the page n u m b e r s wi th b lank spaces or wi th per iods (dot leaders) . 

Press DOWN to select Periods 

Press R E T U R N to move to the nex t op t ion 

Number each entry 

Used f o r choos ing w h e t h e r or not to have the system a u t o m a t i c a l l y n u m b e r the 
en t r i e s in the o u t p u t documen t . 

If you select yes, the Table of Contents Generator assigns n u m b e r s to each 
h e a d i n g in the o u t p u t d o c u m e n t in the f o r m a t 1, 1.1, 1.1.1, 2, 2.1, 2.1.1, a n d so on. 

If you select no, the h e a d i n g is i nc luded in the o u t p u t d o c u m e n t as it appea r s 
in the i n p u t d o c u m e n t a n d is not p receded by a sys tem-genera ted n u m b e r . 

Press DOWN to select no 

Press E X E C U T E to begin gene ra t ing a t ab le of con ten t s 

T h e Table of Contents Generator r eads the codes f o r each head ing , i n t e rp r e t s 
the level of the h e a d i n g by coun t i ng tabs, reads and stores the page n u m b e r , and 
c rea tes the tab le of con ten t s in the o u t p u t document . 

Sel f-Paced WORD ERA 1 9 9 



USING THE TABLE OF CONTENTS GENERATOR 

LESSON 25 

Your o u t p u t d o c u m e n t "brochureT" is c rea ted , and con ta ins the table of con ten t s 
f o r "brochure." 

Press CANCEL to r e tu rn to the Main menu 

SUGGESTIONS 
The o u t p u t d o c u m e n t c rea ted by the Table of Contents Generator has the 
fo l l owing f o r m a t t i n g : 

It has a special f o r m a t l ine wi th a r ight marg in of 75 and tab stops at 
pos i t ions 8, 16, 24, 32, 40, 48, 56, 64, and 72. The t ab stop at posi t ion 72 is 
used w i t h a dec imal tab to r i g h t - j u s t i f y the page numbers . 

A R e t u r n is p laced be tween each line. 

T h e t i t le "TABLE O F C O N T E N T S " and co lumn head ings " C H A P T E R " and 
"PAGE" are au toma t i ca l l y placed on the heade r page of the o u t p u t 
documen t . 

No page b reaks are p laced in the ou tpu t d o c u m e n t by the Table of 
Contents Generator. You can edi t the ou tpu t d o c u m e n t to inser t page 
b reaks you r se l f , or you can pag ina t e the o u t p u t d o c u m e n t wi th 
Hyphenation and Pagination. 

Each sublevel h e a d i n g m a r k e r <!!> must be preceded by at least one tab. 

Do not i nc lude tabs or inden t s w i th in the body of a head ing . They i n t e r f e r e wi th 
the spacing of the table of contents . 

N E X T L E S S O N Lesson 26, "Using the Index Genera tor . " 
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LESSON 26 
USING THE INDEX GENERATOR 

LESSON TIME 25 minutes 

WHAT YOU WILL LEARN IN THIS LESSON 

How to create an index word list document 
How to use the Index Generator menu 

INTRODUCTION 

You use the Index Generator to c rea te an index f o r a documen t . T h e Index 
Generator checks your d o c u m e n t aga ins t a word list d o c u m e n t you have c rea ted . 
It t hen c rea tes an o u t p u t d o c u m e n t con t a in ing an a lphabe t i ca l list of the te rms on 
the word list a n d the page n u m b e r s where these terms a p p e a r in your text 
documen t . 

EXERCISE 26.1 How to use the Index Generator 
To use the Index Generator you must f i r s t c rea te a word list documen t . 

Create a word list document, using your document 
"brochure" as a source for the words. Follow the 
general guidelines below when you create and type 
words in the word list document 

T h e word list d o c u m e n t is a s t a n d a r d d o c u m e n t where you type all the words and 
phrases you w a n t the Index Generator to look f o r in a n o t h e r documen t . 

You do not have to type these words and phrases in a l phabe t i c a l o rder ; the 
Index Generator a u t o m a t i c a l l y a lphabe t i zes the en t r ies in the word list 
d o c u m e n t w h e n it p roduces the o u t p u t document . 
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Each word or ph rase must be typed at the l e f t marg in on a separa te l ine and end 
wi th a R e t u r n . If a single word is l isted twice in the word list d o c u m e n t , it wil l 
appea r only once in the o u t p u t document . If there a re no r e f e r e n c e s in the 
d o c u m e n t to a word list en t ry , tha t en t ry will appea r in the index wi th no page 
n u m b e r s fo l lowing . 

You may use the same word to begin separa te phrases , f o r example: 

call e r ror f u n c t i o n in glossary 
call en t ry f u n c t i o n 
call f u n c t i o n 
call 

T h e Index Generator f i n d s each of these ent r ies as a s epa ra t e i tem if it occurs 
in the text of the i n p u t document . Phrases tha t s ta r t wi th the same word must 
a lways be l is ted in o rde r of length , beg inn ing wi th the longest phrase . If the 
phrases are the same length , it does not ma t t e r which phrase is l isted f i r s t . The 
Index Generator wil l sort the phrases a lphabe t i ca l ly , regardless of length . 

Some examples of words and phrases you might l ike to i nc lude in your word list 
d o c u m e n t f o r "brochure" are: 

text editor 
on-line HELP 
function keys 
decimal point alignment 
Superscript 
Subscript 
horizontal 
vertical 
windows 
multiple columns 

When you have comple ted the word list documen t , fo l low the d i r ec t ions below to 
gene ra te an index f o r "brochure." 

Move the Cursor to Document Processing Tools 

Press EXECUTE 
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Move the Cursor to Index Generator 

Press EXECUTE 

Type brochure f o r Input document 

Press RETURN 

Type your word list document name 

Press RETURN 

Type any output document name you would like to use 

Press EXECUTE 

When process ing is comple ted , press C A N C E L to r e t u r n to the Main menu . 

Ed i t your new o u t p u t documen t . T h e t i t le " INDEX" is a u t o m a t i c a l l y cen te red at 
the top of t he f i r s t page of the o u t p u t document . T h e o u t p u t d o c u m e n t con ta ins 
no page breaks ; you may inser t them yourse l f , or use Hyphenation and 
Pagination. 

SUGGESTIONS 
T h e Index Generator r e f e r e n c e s page numbers as they appea r in the f i r s t s t a tus 
l ine of the text d o c u m e n t , so be sure these page n u m b e r s are the same as the page 
n u m b e r s when the d o c u m e n t is p r in t ed . Any page n u m b e r i n g f o r m a t o ther t h a n 
w h a t appea r s in the f i r s t s t a tus l ine, f o r ins tance on the foo t e r page, is ignored . 

N E X T L E S S O N Lesson 27, "Forms Processing" 

Self-Paced WORD ERA 2 0 3 



LESSON 27 

USING FORMS PROCESSING 

LESSON TIME 1 hour 

WHAT YOU WILL LEARN IN THIS LESSON 

How to follow general guideline instructions 
How to create a form template document 
How to use Forms Processing to produce completed forms 

OVERVIEW 
Thi s is your last lesson in th is book. In prev ious lessons you have fo l l owed 
s tep-by-s tep i n s t ruc t i ons to p e r f o r m many word processing ac t iv i t ies . In this 
lesson, you get to "do it yourself ." 

In a d d i t i o n to us ing th is lesson to learn Forms Processing, you can use it as a 
lesson in r e a d i n g a n d u n d e r s t a n d i n g genera l gu ide l ine type of ins t ruc t ions . 

As you become a WORD E R A exper t , you will w a n t to learn the WORD E R A 
Glossary Functions a n d Records Processing f e a tu re s . A l though both the 
m a n u a l s f o r these f e a t u r e s con ta in many examples a n d procedures , they also 
present the i n f o r m a t i o n in r e f e r e n c e and gu ide l ine f o r m a t . Th i s lesson will 
i n t r o d u c e you to a more genera l type of ins t ruc t ion manua l . 

HOW TO USE FORMS PROCESSING 
Forms Processing is a select ion on the Document Processing Tools menu . To 
use Forms Processing, you must f i r s t c rea te a f o r m documen t . 
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T h e f o r m d o c u m e n t serves as a t empla te f o r p r o d u c i n g f i l l ed - in fo rms . Once you 
h a v e c rea t ed the f o r m t empla t e documen t , Forms Processing makes a copy of 
it. You en te r d a t a in to this copy. T h e cursor skips over the f i x e d en t r ies in the 
f o r m t empla t e documen t . It appea r s only in the f i e ld s c o n t a i n i n g the special 
c h a r a c t e r s w h i c h i nd i ca t e w h e r e d a t a is to be en t e r ed a n d w h a t t ype of 
i n f o r m a t i o n is a l lowed in each f i e ld . 

Creating a Form Template Document 
Crea t e a new d o c u m e n t using the Create New Document select ion f r o m the 
WORD E R A Main menu . 

To des igna te a f i e l d t h a t will con ta in only n u m e r i c cha rac te r s , f i l l the f i e l d to 
the a p p r o p r i a t e l eng th wi th open quote symbols ('). You can en te r n u m b e r s a n d 
the f o l l o w i n g c h a r a c t e r s in a n u m e r i c f i e ld : 

+ - , . # @ $ % < > ( ) [ ] { } = * / £ 

A genera l f i e l d is one tha t can con ta in a lphabe t i c c h a r a c t e r s or a c o m b i n a t i o n of 
a l p h a b e t i c a n d n u m e r i c cha rac te r s . To des igna te a genera l f i e l d , f i l l the f i e l d to 
the a p p r o p r i a t e l eng th wi th care t symbols (A). 

A s imple f o r m d o c u m e n t could look l ike this: 

A A A A A A A A A A A A A A A A A A A A A A 

A A A A A A A A A A A A A A A A A A A A A 

A A A A A A A A A A A A A A A A A A A A A 

Ktltttltt 

Be sure to check tha t the se t t ings on the Print Document screen are cor rec t f o r 
the f o r m t emp la t e documen t . T h e p r i n t i n g opt ions f r o m the End of Form 
Options m e n u a u t o m a t i c a l l y use these Print Document set t ings. 

Name: 
Address : 

Te lephone : 
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Filling in the Form 
To f i l l in the f o r m fo l low these steps: 

1. Select Forms Processing f r o m the Document Processing Tools menu , 
or use the shor tcu t code f p r . The cursor appea r s in the f i r s t ava i l ab le 
pos i t ion of the f i r s t f i e ld , and the p rompt "Enter da ta" or "Enter numbers" 
appea r s as a p p r o p r i a t e . The c u r r e n t f i e ld is i nd ica t ed by a bold 
under score . 

2. T y p e the d a t a in the f i e ld . You can move the cursor w i t h i n the f i e ld wi th 
the Cursor keys or the Backspace key. 

If you w a n t to copy the i n f o r m a t i o n f r o m the prev ious f i e ld of the same 
type , press COPY. 

Inser t , de le te , and most o ther f u n c t i o n keys will not work d u r i n g Forms 
Processing. 

You canno t add text emphas is to the i n f o r m a t i o n you en te r in the f i e lds 
d u r i n g Forms Processing. If you w a n t to emphas ize ce r t a in f i e lds , you 
must add emphas i s to the f o r m templa te documen t , or edi t the o u t p u t 
d o c u m e n t to add emphas is a f t e r the f o r m has been f i l l ed in. 

You can move be tween f i e lds by pressing P R E V SCRN to move to the 
p rev ious f i e l d or N E X T SCRN to move to the next f i e ld . In this way, you 
can move the cursor to a previously f i l l ed - in f i e ld and make cor rec t ions or 
add i t ions . 

3. When you have f i l l ed in a f i e ld , you have two options: 

You can press R E T U R N to move to the next f i e ld and a u t o m a t i c a l l y 
f i l l the f i e l d to the end wi th spaces. 

You can press D E L E T E to dele te any u n f i l l e d spaces be tween the last 
c h a r a c t e r a n d the end of the f i e ld . 
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If you press D E L E T E , the de le ted spaces a re f i l l ed w i t h care t symbols 
(A), so you can tell by looking at the f o r m which f i e l d s will be 
sho r t ened . If you dec ide you do not w a n t to d r o p the spaces f r o m a 
f i e l d , you can r e t u r n to the f i e l d a n d type over the care t symbols wi th 
spaces. 

If you t ry to en te r i n f o r m a t i o n a f t e r the f i e ld is f u l l , the message "End of f i e l d 
reached" is d i sp layed . You can move the cursor w i th in the da t a you have a l r eady 
en t e r ed in the f i e l d , or you can press R E T U R N , N E X T SCRN, or D E L E T E to 
move to the nex t f i e ld . You can also press P R E V S C R N to move to the p rev ious 
f i e l d . 

When you have en t e r ed da t a in the last f i e ld and pressed R E T U R N , N E X T 
S C R N , or D E L E T E , the message "End of f o r m reached" is d i sp layed . If the f o r m 
is f i l l e d in co r rec t ly , press C A N C E L f o r the End of F o r m Opt ions menu . Press ing 
R E T U R N , N E X T SCRN, P R E V SCRN, or D E L E T E r e t u r n s you to the f i r s t f i e l d 
of the f o r m . 

Using the End of Form Options Menu 
T h e End of Form Options menu has two par ts . T h e select ions on the f i r s t 
screen a re s imi la r to the select ion f r o m the END OF EDIT Options menu. 
F r o m this screen you can press one of the f u n c t i o n keys i nd i ca t ed below: 

Press E X E C U T E to c rea te a new f i le . En te r a d o c u m e n t name f o r the 
newly c rea t ed f o r m , and press R E T U R N or E X E C U T E . 

Press R E T U R N to r e t u r n to the f o r m processing screen. When you r e t u r n 
to the f o r m , the bold u n d e r l i n e i nd i ca t ing the c u r r e n t f i e ld is not 
d i sp layed un t i l you press a f u n c t i o n key. 

Press D E L E T E to d i scard the f i l l ed - in fo rm. T h e f o r m tha t is de le ted is 
the copy of the f o r m t empla t e documen t gene ra t ed by Forms Processing. 
T h e o r ig ina l f o r m t empla t e d o c u m e n t r ema ins ava i l ab le f o r f u r t h e r f o r m s 
process ing. 
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Press F O R M A T to save a copy of the f i l l ed - in f o r m and send it d i rec t ly to 
the p r in t e r . Type a name f o r the documen t and press R E T U R N or 
E X E C U T E . T h e d o c u m e n t is then au toma t i ca l l y sent to the p r i n t e r , using 
the p r i n t i n g d e f a u l t s f o r the f o r m templa te document . 

Press G O T O P A G E to show a d d i t i o n a l End of Form Options menu 
select ions. 

A d d i t i o n a l End of Form Options a re descr ibed below: 

Press 1 to save a copy of the f i l l ed - in f o r m in a separa te d o c u m e n t and 
presen t a new f o r m . Type the name f o r the f o r m and press R E T U R N or 
E X E C U T E . 

Press 2 to save a copy of the f i l l ed - in f o r m a n d present a new f o r m as a 
new page in the same document . You do not assign a name to the 
d o c u m e n t at th is t ime. A f t e r you have en te red as many f o r m s in the 
d o c u m e n t as you w a n t , select an opt ion tha t assigns a d o c u m e n t name, such 
as E X E C U T E or F O R M A T . 

Press 3 to send the f o r m to the p r in t e r w i t h o u t sav ing it, and present a 
new f o r m to be f i l l ed in. This opt ion does N O T save a copy of the f o r m 
t h a t is p r i n t e d . A f t e r it is p r i n t e d , the t e m p o r a r y f i l e is a u t o m a t i c a l l y 
de le ted f r o m the system. 

Press 4 to save a copy of the f o r m in a separa te d o c u m e n t , send tha t 
d o c u m e n t to the p r i n t e r , and present a new f o r m to be f i l l ed in. 

Press 5 to send the f o r m to the p r in t e r w i t h o u t saving it. Th i s opt ion 
does N O T save a copy of the f o r m tha t is p r in t ed . A f t e r it is p r in t ed , the 
t e m p o r a r y f i l e is au toma t i ca l l y de le ted f r o m the system. 

Any key f r o m e i the r of the End of Form Options menus can be used, 
regard less of w h e t h e r or not t ha t par t of the End of Form Options menu is 
d i sp layed on the screen. 
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For example , if you know tha t you w a n t to c rea te several f o r m s in the same 
d o c u m e n t , you can press C A N C E L to end the f o r m , then type 2 to save the 
f o r m and present a new f o r m in the same document . It is not necessary to press 
G O T O P A G E to d i sp lay the More End of Form Options menu b e f o r e you 
type 2. 

A d d i t i o n a l l y , you can use the opt ions in combina t ion wi th one ano the r . When 
you a re c r e a t i n g a n u m b e r of f o r m s in the same documen t , you can press 
E X E C U T E to assign a d o c u m e n t name and save the f i l e a f t e r you have comple ted 
the last f o r m . Ins tead of press ing E X E C U T E , you could press F O R M A T to assign 
a d o c u m e n t n a m e a n d send the d o c u m e n t to the p r in te r . 

SUGGESTIONS 
To d i sp lay a list of keys t h a t can be used wi th C O M M A N D d u r i n g Forms 
Process ing a n d the f u n c t i o n tha t each key invokes: 

1. Press C O M M A N D , then type "?". 

2. To step t h r o u g h the list, press the Cursor Up or D o w n keys, P R E V SCRN 
or N E X T S C R N , the f i r s t le t ter of the i tem, or the key you w a n t he lp fo r . 
When two le t ters are shown separa ted by a slash ( / ) , you can use e i the r 
one. 

3. If you w a n t to use the f u n c t i o n tha t is c u r r e n t l y d i sp layed , press 
E X E C U T E . To r e t u r n to the ed i t ing screen, press C A N C E L twice. 
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CONGRATULATIONS 
You h a v e comple ted all the lessons in th is se l f -paced l ea rn ing course. 

You are now r e a d y to learn Glossary Functions and Records Processing, two 
WORD E R A f e a t u r e s you can use to a u t o m a t e m a n y word processing tasks. R e f e r 
to the WORD E R A Glossary F u n c t i o n s m a n u a l and the WORD E R A Records 
Process ing m a n u a l f o r comple te in s t ruc t ions on how to use both of these f e a t u r e s . 
T h e Records Processing m a n u a l also con ta ins i n f o r m a t i o n on Document 
Assembly, a f e a t u r e not covered in this book. 

R e f e r to the WORD E R A R e f e r e n c e m a n u a l f o r a d d i t i o n a l i n f o r m a t i o n abou t 
WORD E R A f e a t u r e s and f u n c t i o n s . 
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