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Preface 

T h e WGS/Word Processor User's Guide d e s c r i b e s h o w to use W G S / W o r d 
P r o c e s s o r a n d p r o v i d e s r e f e r e n c e ma te r i a l a b o u t its f e a t u r e s . 

If you have n o t u s e d a w o r d p r o c e s s o r b e f o r e , o r if you wan t to fami l ia r ize 
yourse l f with the W G S / W o r d P r o c e s s o r , r e a d C h a p t e r 2, "Basics ," which 
d e s c r i b e s h o w to use the W G S / D e s k t o p M a n a g e r ; h o w to c r ea t e , save, and 
exit f r o m a d o c u m e n t ; h o w to m o v e the c u r s o r t h r o u g h a d o c u m e n t ; and 
h o w to get h e l p f u l on l ine i n f o r m a t i o n a b o u t W G S / W o r d P r o c e s s o r . 

T h e res t of th is guide , C h a p t e r 3 t h r o u g h C h a p t e r 8, se rves as a r e f e r e n c e 
to edi t ing, f o r m a t t i n g , and p r in t ing W G S / W o r d P r o c e s s o r d o c u m e n t s . 
T w o a p p e n d i x e s p r o v i d e the fo l lowing i n f o r m a t i o n : A p p e n d i x A t r ans la te s 
v i r tua l keys to spec i f i c keys fo r d i f f e r e n t k e y b o a r d s ; A p p e n d i x B d e s c r i b e s 
h o w to en t e r t he W G S / W o r d P r o c e s s o r f r o m t h e C T I X shel l . 
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Conventions 

T h i s guide uses the fo l lowing c o n v e n t i o n s . 

• C o m m a n d n a m e s a p p e a r in b o l d f a c e , as fo l lows: 

Use the Review c o m m a n d to p r e p a r e a d o c u m e n t for p r in t ing . 

• Vi r tua l kev n a m e s a re used in this guide , so ce r t a in kevs listed mav 
not be p r o v i d e d on vour k e v b o a r d . F o r e x a m p l e , the guide uses the 
key n a m e Enter; your k e y b o a r d may not p rov ide an Enter key, but a 
C o key in s t ead . A p p e n d i x A in this guide p rov ide s k e y b o a r d tables 
to he lp you f ind the a p p r o p r i a t e key or k e y s t r o k e s e q u e n c e for your 
t e rmina l . 

• Key n a m e s a p p e a r in b o l d f a c e , as fo l lows : 

P ress Enter 

• Key c o m b i n a t i o n s , in which vou mus t p re s s o n e kev and hold it 
d o w n whi le vou p r e s s a s econd kev, a re shown as fo l lows: 

Shi f t -Home 

• F u n c t i o n keys p rov ide m a n y of the W G S / W o r d P r o c e s s o r 
c o m m a n d s . M o s t k e y b o a r d s p rov ide f u n c t i o n keys labe led F I 
t h r o u g h F10 or h igher . T h e f u n c t i o n kevs are usuallv loca ted ac ros s 
the t op o r a long the s ides of the k e y b o a r d . W h e n a c o m m a n d is 
avai lable f r o m a f u n c t i o n kev, a label a p p e a r s at the b o t t o m (if the 
s c r e e n . Y o u p re s s the func t ion kev c o r r e s p o n d i n g to the func t ion 
kev label for that c o m m a n d . 

In this guide we r e f e r to the f u n c t i o n kevs bv the kev n u m b e r and 
then the a s soc ia t ed c o m m a n d n a m e in p a r e n t h e s e s , fo r e x a m p l e , 

1 i ( M o r e ) 
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1 
Introducing WGS/Word Processor 

W o r k g r o u p So lu t ions ( W ( i S ) / W o r d P r o c e s s o r he lps you c r e a t e r e p o r t s , 
l e t te rs , m e m o s , and o t h e r d o c u m e n t s quickly and easily. U s e W G S / W o r d 
P r o c e s s o r to edit d o c u m e n t s , f ind and r ep lace text wi thin d o c u m e n t s , 
assign text f o r m a t t i n g a n d specia l c h a r a c t e r s to text , c h e c k the spell ing 
within d o c u m e n t s , and p r e p a r e the d o c u m e n t layout for pr in t ing . 

W G S / W o r d P r o c e s s o r uses the s a m e type of m e n u s and f o r m s as the 
D e s k t o p M a n a g e r . R e f e r to "Using D e s k t o p M a n a g e r . " in C h a p t e r 2, 
"Basics ," fo r a br ief d i scuss ion of the bas ic D e s k t o p M a n a g e r f ea tu re s . 

Organization 

T h i s guide is a r e f e r e n c e m a n u a l for W G S / W o r d P r o c e s s o r . It a s s u m e s 
that you k n o w how to use the D e s k t o p w i n d o w s , m e n u s , and f o r m s . T h e 
D e s k t o p M a n a g e r is d i s cus sed br ie f ly in C h a p t e r 2 of this gu ide ; see the 
WGS/Desktop Manager User's Guide for m o r e deta i l s . 

T h i s guide is d iv ided in to the fo l lowing c h a p t e r s : 

T h i s c h a p t e r , " In t roduc ing the W G S / W o r d P r o c e s s o r , " i n t r o d u c e s the 
W G S / W o r d P r o c e s s o r . 

C h a p t e r 2, "Basics ," shows h o w to c r e a t e , save , and exit f r o m a 
W G S / W o r d P r o c e s s o r d o c u m e n t ; how to m o v e the cu r so r and scroll 
t h r o u g h a d o c u m e n t ; h o w to use the W G S / W o r d P r o c e s s o r Commands 
m e n u ; and how to get H e l p i n f o r m a t i o n abou t W G S / W o r d P r o c e e s s o r . 
T h i s c h a p t e r a lso br ie f ly s u m m a r i z e s the bas ic D e s k t o p M a n a g e r f ea tu res . 
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C h a p t e r 3 , "Fdit ine. T e x t , " exp la in s h o w to c r e a t e ami edi t a W G S / W o r d 
P r o c e s s o r d o c u m e n t . T h i s c h a p t e r a l so d e s c r i b e s the T h e s a u r u s a n d 
Spel l ing C h e c k c o m m a n d s . 

C h a p t e r 4, " F o r m a t t i n g Text," d e s c r i b e s h o w to f o r m a t text in a 
d o c u m e n t , i nc lud ing h o w to set m a r g i n s a n d t a b s , c e n t e r a n d i nden t tex t , 
h y p h e n a t e w o r d s , and a d d a n d r e m o v e c h a r a c t e r a t t r i b u t e s ( l ike 
b o l d f a c e ) . 

C h a p t e r 5, " F o r m a l l n m D o c u m e n t Panes , " s h o w s you h o w to t o r m a t p a g e s 
in a d o c u m e n t . F o r m a t t i n g p a g e s i n c l u d e s se t t ing p a p e r he igh t , se t t ing t o p 
a n d b o t t o m m a r g i n s a n d left ma rg in o f f s e t , se t t ing h o r i z o n t a l s p a c i n g 
( p i t c h ) , n u m b e r i n g p a c e s , c r e a t i n e h e a d e r s a n d f o o t e r s , a n d c r e a t i n g 
f o o t n o t e s . 

C h a p t e r 6, " C u s t o m i z i n g D o c u m e n t S t a n d a r d s , " d e s c r i b e s how to u se 
W G S / W o r d P r o c e s s o r P r e f e r e n c e s to c u s t o m i z e vour s t a n d a r d l ine 
f o r m a t , page f o r m a t , a n d w i n d o w f o r m a t . 

C h a p t e r 7, " R e v i e w i m : a n d P r in t ing a D o c u m e n t . " s h o w s you how to use 
the Re-view c o m m a n d to p r e p a r e a d o c u m e n t to r p r i n t i n e a n d t h e n h o w to. 
p r in t the d o c u m e n t . 

C h a p t e r " U s i n g the G l o s s a r y a n d M e r g e C o m m a n d s . ' ' e x p l a i n s h o w to 
inser t p h r a s e s f r o m a W G S / W o r d P r o c e s s o r G l o s s a r y file i n to a 
d o c u m e n t , and h o w to m e r g e W G S / W o r d P r o c e s s o r D a t a R e c o r d s f i les 
with d o c u m e n t s . 

A p p e n d i x A c o n t a i n s k e y b o a r d t ab l e s . F a c l i k e y b o a r d t a b l e t r a n s l a t e s 
v i r tua l key n a m e s u s e d in th is <j,uide to e q u i v a l e n t kevs or k e y s t r o k e s f o r a 
s p e c i f i c t e r m i n a l k e y b o a r d . 

A p p e n d i x B d e s c r i b e s h o w to use t h e W G S / W o r d P r o c e s s o r and. 
W C i S / W o r d P r o c e s s o r P r e f e r e n c e s f r o m the C T I X she l l . 
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Related Documentation 

T h e W o r k g r o u p So lu t ions set of user guides d e s c r i b e d be low p r o v i d e s 
add i t iona l i n f o r m a t i o n that you may f ind he lp fu l w h e n you use 
W G S / W o r d P r o c e s s o r . 

WGS/Calendar User's Guide 
WGS/Desktop Manager User's Guide 
WGS/Mail User's Guide 
WGS/Spreadsheet User's Guide 

NOTE: The WGS user's guides document V e r s i o n 2 .0 of the WGS 
software. Further references to these guides do not include the version 
number after the titles; always refer, however, to the Version 2.0 
documentation. 

T h e WGS/Calendar User's Guide d e sc r ibe s h o w to use the C a l e n d a r to set 
a p p o i n t m e n t s , c r ea t e lists of th ings to d o , a n d set a l a r m s to r e m i n d you of 
a p p o i n t m e n t s . 

T h e WGS!Desktop Manager User's Guide d e s c r i b e s h o w to use the 
D e s k t o p M a n a g e r to acces s m e n u s , w i n d o w s , f o r m s , a n d a p p l i c a t i o n s that 
run on the C T I X svs tem. 

T h e WGS/Mail User's Guide d e s c r i b e s how to s e n d , r ece ive , f o r w a r d , and 
pr in t mail m e s s a g e s using the C T I X sys tem; the guide a lso exp la ins h o w to 
send mail to use r s of r e m o t e c o m p u t e r s . 

T h e WGS/Spreadsheet User's Guide d e s c r i b e s the W G S / S p r e a d s h e e t 
s o f t w a r e that runs on the C I I X sys tem. T h e s o f t w a r e c o m b i n e s the 
capab i l i t i e s and f e a t u r e s of Lo tus 1-2-3 and M u l t i p l a n . 
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2 
Basics 

T h i s c h a p t e r shows you h o w to c r e a t e , save , a n d exit f r o m a W G S / W o r d 
P r o c e s s o r d o c u m e n t ; h o w to m o v e the c u r s o r a n d scrol l t h r o u g h a 
W G S / W o r d P r o c e s s o r d o c u m e n t ; h o w to use the W G S / W o r d P r o c e s s o r 
Commands m e n u ; a n d h o w to get H e l p . 

T h i s c h a p t e r a lso p r o v i d e s a br ief i n t r o d u c t i o n to W G S / D e s k t o p 
M a n a g e r , inc lud ing bas ic i n f o r m a t i o n a b o u t o b j e c t s , w i n d o w s , c o m m a n d s , 
m e n u s , a n d f o r m s . 

NOTE: This guide assumes that the WGS/Desktop Manager software is 
installed on your system. If it is not, you can enter the WGS/Word 
Processor and manage your files from the CTIX shell; refer to Appendix B, 
"Using the WGS/Word Processor from the CTIX Shell," for information. 

Using Desktop Manager 

T h e D e s k t o p M a n a g e r he lps you m a n a g e your f i les a n d w i n d o w s . 
D e s k t o p M a n a g e r w i n d o w s a re always ava i lab le , even whi le you w o r k in a 
W G S / W o r d P r o c e s s o r d o c u m e n t . B e c a u s e you use t h e D e s k t o p M a n a g e r 
to m a n a g e your f i les, you shou ld b e f ami l i a r with h o w the D e s k t o p 
d i r ec to r i e s , w i n d o w s , and c o m m a n d s f u n c t i o n . 

T h e WGS/Desktop Manager User's Guide p r o v i d e s c o m p l e t e de ta i l s a b o u t 
D e s k t o p M a n a g e r f e a t u r e s , inc luding o b j e c t s , w i n d o w s , c o m m a n d s , 
m e n u s , a n d f o r m s , which a re br ief ly d e s c r i b e d b e l o w . 
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Objects 

A n object i.s any type of file you use in the D e s k t o p Manager including a 
W G S / W o r d P roces so r d o c u m e n t , a W G S / S p r e a d s h e e t file, a d i rec tory , a 
da t abase , or any o ther kind of file. 

T h e D e s k t o p d i rec tory is an objec t you will use o f t en , since it is your 
main d i rec tory . T h e D e s k t o p d i rec tory is displayed when you enter the 
D e s k t o p Manage r . 

Windows 

A window is a po r t ion of the sc reen , usually su r rounded by a b o r d e r , that 
con ta ins your w o r k , or i n fo rma t ion necessa ry to p e r f o r m your work . Fo r 
example , a window might conta in the D e s k t o p d i rec tory , or a W G S / W o r d 
P roces so r d o c u m e n t , or the W G S / W o r d P roces so r Commands m e n u . 

U p to 15 windows can be open on the screen at o n e t ime. T h e window 
conta in ing the cursor i.s the current active window. Y o u use the Window 
Manager to manipu la te the open windows: for example , you can shrink 
and enlarge windows , and move windows a r o u n d on the sc reen . You also 
use the Window Manage r to move the cursor be tween open windows , as 
fol lows: 

1. Press Control -z to display the W i n d o w M a n a g e r func t ion key m e n u . 

2. Press F8 (Menu) to display the Active Windows m e n u . 

3. M o v e the cursor to the window that you want to be in and press 
Enter. 

T h e se lec ted window b e c o m e s the cur ren t act ive window. 

Commands 

T h e D e s k t o p Manager p rovides three ways to give c o m m a n d s . You can 

• Select the c o m m a n d f r o m the Commands m e n u , ('['his m e n u , which 
lists most WCiS /Word P rocesso r c o m m a n d s , is descr ibed later in 
this chap te r . ) 
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• Press the func t ion key c o r r e s p o n d i n g to the func t i on key label that 
shows the c o m m a n d . Func t ion keys are desc r ibed later in this 
chap te r . 

• Press the act ion key (such as Move , Copy , or Delete) c o r r e s p o n d i n g 
to the c o m m a n d . 

F o r in fo rma t ion about typing c o m m a n d s on the c o m m a n d line ( the 
advanced c o m m a n d entry m e t h o d ) , r e fe r to the WGS/Desktop Manager 
User's Guide. 

Menus 

T h e W G S / D e s k t o p M a n a g e r s o m e t i m e s displays cho ices (of c o m m a n d s or 
c o m m a n d op t ions) in m e n u s . A menu is a window con ta in ing a list f r o m 
which you can select one or m o r e i tems . F o r example , the W G S / W o r d 
Processo r C o m m a n d s m e n u displays a list of avai lable W o r d P r o c e s s o r 
c o m m a n d s , f r o m which you can select the o n e you want to use . 

T o select an i tem f r o m a m e n u , use the cu r so r keys or press Return to 
m o v e the cursor to the i tem you want to select , and then p ress Enter. 

T o select m o r e than o n e i tem f r o m a m e n u , move the cursor to an i tem 
you want to select and p res s Mark. R e p e a t this fo r each i tem you want to 
select . W h e n you have m a r k e d each i tem you want to select , p ress Enter. 

Forms 

T h e W G S / D e s k t o p M a n a g e r s o m e t i m e s displays a f o r m for you to 
comple t e with requ i red i n f o r m a t i o n (to execute a c o m m a n d , for example ) . 
A form is a window that cons is t s of a reas called f ie lds . 

A field is an area in which you type or select i n f o r m a t i o n abou t the 
c o m m a n d or task you are p e r f o r m i n g . F o r example , one field in the 
Search fo rm reques t s the text to search fo r , and a n o t h e r field r eques t s the 
start ing point for the sea rch . 

T h e r e are two types of f o r m f ields: 

• fill-in fields, which requ i re vou to type i n f o r m a t i o n 

• selection fields, in which you select i n fo rma t ion f r o m a m e n u 
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Most f ie lds p rov ide a m e s s a g e line p r o m p t that ind ica tes w h e t h e r yon 
should type or select the i n f o r m a t i o n fo r the f ield. 

S o m e f o r m s a re d isp layed with defaul t values a l readv filled in; vou can 
accep t the f o r m as it is (by press ing Enter) , or vou can change the values 
b e f o r e vou accept the f o r m . 

T o c o m p l e t e a f o r m (use Return or the cu r so r kevs to m o v e the cu r so r 
b e t w e e n f ields in a f o r m ) : 

• C h a n g e the value of a fill-in field by typing the new value over the 
c u r r e n t va lue . 

• C h a n g e the value of a se lec t ion field by p ress ing the S p a c e b a r to 
cycle t h rough the avai lable se lec t ions until the value you want to use 
a p p e a r s . 

• P ress Enter to accep t the c o m p l e t e d f o r m . 

Creating a Document 

T o c r e a t e a d o c u m e n t : 

1. P r o m the D e s k t o p or a d i r ec to ry , p ress F3 ( C r e a t e ) to display the 
Create m e n u , which c o n t a i n s a list of i t ems vou can c rea t e . 

2. M o v e the cu r so r to WGS/WP Document and p r e s s Enter. 

The Document Name f o r m is d i sp layed . 

3. T y p e a d o c u m e n t n a m e and p re s s Enter. 

NOTE: A document name can be up to 12 characters long, and should be 
a unique name that reflects the contents of the document. You should not 
use blank spaces or the following characters in a document name: ? * ! > 
< = / / " ' . - ; @ I 

T h e d o c u m e n t is o p e n e d on vour s c r e e n . Un le s s you cance l it, it will be 
c r e a t e d in the d i rec to ry f r o m which the C r e a t e m e n u was se lec ted . 
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The Document Window 

W G S / W o r d P r o c e s s o r d o c u m e n t s a re d isp layed within a d o c u m e n t 
w i n d o w (as s h o w n b e l o w ) . 

T i t l e L i n e 
I 

L l r — t 1 1 1 1 1 +--

C u r s o r 

-5 + 6 + 7 R ! 

O v e r t y p e 
I n d i c a t o r 

F o r m a t 
R u l e r 

• l i l i» iHWff i»:»mHTflr t [ | :Mi l : l E j H H H 

. D o c u m e n t 
W i n d o w 

C u r s o r M a r k s w h e r e text a p p e a r s w h e n you type it . W h e n 
a d o c u m e n t is o p e n e d , the c u r s o r a p p e a r s in the 
uppe r - l e f t c o r n e r of t he d o c u m e n t w indow. 

Ti t le l ine Disp lays the d o c u m e n t n a m e a n d the c u r r e n t page 
n u m b e r . If ove r type m o d e is ac t ive , the over type 
m o d e ind i ca to r ( *OT) is d isp layed in the title l ine. 

F o r m a t ru ler Disp lays and sets marg ins , l ine spac ing , t abs , and 
text a l i gnmen t . 
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WGS/Word Processor Commands Menu 

W h e n the c u r s o r is p o s i t i o n e d in a W G S / W o r d P r o c e s s o r d o c u m e n t , vou 
can display the W G S / W o r d P r o c e s s o r Commands m e n u . T h i s m e n u 
p rov ide s a list of c o m m a n d s avai lable at that p o i n t . D e p e n d i n g on the 
o p e r a t i o n you a re p e r f o r m i n g , and the pos i t ion of the c u r s o r , the m e n u 
c o n t a i n s d i f f e r e n t c o m m a n d s . 

T o execu t e a c o m m a n d f r o m the W G S / W o r d P r o c e s s o r Commands m e n u : 

1. Wi th the c u r s o r in a W G S / W o r d P r o c e s s o r d o c u m e n t , p r e s s 
C o m m a n d . 

T h e Commands m e n u is d i sp layed . W h e n the cu r so r is pos i t i oned on 
n o r m a l text in the d o c u m e n t , t he m e n u looks like this: 

M o v e the c u r s o r to the c o m m a n d you want to execu te and p re s s 
Enter. 

M e s s a g e s , f o r m s , o r m e n u s p r o m p t you for any add i t iona l 
i n f o r m a t i o n , and the c o m m a n d is execu ted . 

2 — 6 WCSiWord Processor User's (luide 

Header 
Help 
Indent 
I nse r t f o r n a t t i n g 
Inse r t hard page break 
Inse r t s o f t page break 
Line fo raa t 
Mark 
Merge 
Move 
Paginat ion Block 
Paste 

P r i n t 
Read a F i l e 
Refresh Screen 
Replace 
Review 
Save 
Specia l characters 
Spe l l i ng check 
Ihesaurus 
Text format 
Undo de le te 
V i s i b l e Mode 

Center 
Copy 
Delete 
Display Locat ion 
Ex i t 
Find 
F i l e P r i n t 
Footer 
Footnote 
Glossary Entry 
Go to Page 



Function Key Labels 

W h e n the cursor is in a word p r o c e s s o r d o c u m e n t , f unc t i on key labels 
appea r at the b o t t o m of the sc reen . T h e func t ion key labels change as 
you p e r f o r m d i f fe ren t o p e r a t i o n s . 

Initial Function Key Labels 

T h e initial func t ion kev labels are: 

MORE GO TO I H H D M i m i CENTER TX FMT IMIIMilJ 

F 1 (More) 

F2 ( G o T o ) 

F3 (S Char ) 

F4 ( Indent ) 

F5 (Cen te r ) 

F6 (Tx Fmt ) 

F7 (Cursor ) 

F8 (Paste) 

Displays a secondary set of func t ion key labels . 

Displays the heade r and foo te r func t ion key labels 
and the fol lowing message : 

Which page (b for beginning of document, e for end): 

Displays the Special Characters m e n u , which lists 
special cha rac te r s like hard hyphen and hanging 
inden t . 

I nden t s a pa ragraph to the next tab s top. 

C e n t e r s text on a l ine. 

Displays the Text Formatting m e n u , which lists 
a t t r ibu tes l ike b o l d f a c e and u n d e r s c o r e . 

Displays the page n u m b e r , line n u m b e r , and 
c o l u m n n u m b e r of the cur ren t cu rsor pos i t ion . 

Inse r t s copied or m o v e d text at the cur ren t cu rsor 
pos i t ion . 
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Secondary Function Key Labels 

W h e n you press F1 (More ) , the fol lowing secondary set of func t ion key 
labels is displayed: 

I M M 3 5 ! I I £ ] E Q m Mii«iMi!rMMMii:BMafinii is i 

F1 (More ) Redisplays the initial set of c o m m a n d s and the 
following message : Which c o m m a n d ? 

F2 (Review) Displays the Document Review f o r m . 

F3 (Spell) Star ts the Spelling Check c o m m a n d . 

F4 (Sof t Pg) Inser ts a soft page break and copies the prev ious 
fo rmat ruler to the top of the new page. 

F5 (Ha rd Pg) Inser ts a hard page break and copies the previous 
fo rmat ruler to the top of the new page. 

F6 (Ln F'mt) Inser t s a f o r m a t ruler that is a copy of the 
previous fo rma t ruler . 

F7 (Gloss) Inser ts a glossary entry in the d o c u m e n t . 

Header /Footer Function Key Labels 

W h e n you posi t ion the cursor on a H e a d e r / F o o t e r line in the d o c u m e n t , 
or when you press F2 (Go To) , the following func t ion key labels are dis-
played: 

•!if!i i»:irai?iraii i i i iB!M | i m i J E i M 0 1 i ! i i i U L l i I i l J i 9 1 1 D H B I H 
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F1 ( H e a d e r ) Displays the header window. 

F2 (Even H) Displays the even-pages heade r window 

F3 ( O d d II) Displays the odd-pages heade r window. 

F4 (First H ) Displays the first-page heade r window. 

F5 (Foo te r ) Displays the foo te r window. 

F6 (Even F) Displays the even-pages foo te r window. 

F7 ( O d d 10 Displays the odd-pages foo t e r w indow. 

F8 (First F) Displays the first-page foo t e r window. 

Format Ruler Function Key Labels 

W h e n you pos i t ion the cursor on a f o r m a t ruler l ine, the fol lowing 
func t ion key labels are displayed: 

i r U l i M l U M J i M l l 

F5 (Pg F o r m ) Displays the Page Format f o r m , which shows the 
cur ren t page fo rmat sett ings. Y o u can change the 
page fo rma t settings f r o m the Page Format f o r m . 

F6 (In F o r m ) Cop ies the initial settings f r o m the p r imary f o r m a t 
ruler to the current f o r m a t ru ler . 
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Opening an Existing Document 

W h e n you o p e n an exist ing d o c u m e n t , the cu r so r is pos i t ioned at the t o p 
of the page that was cu r r en t w h e n vou c losed the d o c u m e n t . 

T o o p e n an exis t ing d o c u m e n t : 

1. In the D e s k t o p or a d i r ec to ry , move the cu r so r to the n a m e of the 
d o c u m e n t or to the n a m e of the d i rec tory con ta in ing the d o c u m e n t , 
and p r e s s Knter. 

The se lec ted d o c u m e n t o r d i r ec to ry is o p e n e d . 

2. R e p e a t s tep 1 until the se lec ted d o c u m e n t is o p e n e d . 

Saving a Document 

It is i m p o r t a n t to save a d o c u m e n t f r equen t ly (every 15 m i n u t e s or so) as 
you work on it. W h e n you save a d o c u m e n t , all the edi ts m a d e s ince the 
last save are s t o r ed on d i sk , ensu r ing against loss shou ld a p o w e r fa i lure 
o c c u r . 

You can save a d o c u m e n t in o n e of fou r wavs: 

• With the s a m e n a m e and same file type. T h e cu r r en t ve r s ion of t he 
d o c u m e n t s to red on h a r d disk is upda t ed with the latest c h a n g e s . 
T h e p rev ious vers ion n o longer exists . 

• Wi th the s a m e n a m e and d i f f e r e n t file type. T h e p rev ious vers ion 
of the d o c u m e n t r e m a i n s on h a r d disk; the la test vers ion is s t o r ed 
u n d e r the s a m e n a m e , but in a d i f f e r en t f o r m a t . 

• Wi th a d i f f e r en t n a m e and the s ame file type. T h e p rev ious ve r s ion 
of the d o c u m e n t r e m a i n s on h a r d disk; the latest vers ion is s to red in 
the s a m e f o r m a t , but u n d e r a d i f f e r en t file n a m e . 

• With a d i f f e r en t file n a m e and d i f fe ren t file f o r m a t . T h e p rev ious 
vers ion of the d o c u m e n t r e m a i n s on hard d i sk ; the latest vers ion is 
s to red u n d e r a d i f f e r en t file n a m e and in a d i f f e r e n t f o r m a t . 
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By saving a d o c u m e n t to a d i f f e r e n t file n a m e , you get two ve r s ions of the 
d o c u m e n t : the or ig inal , u n c h a n g e d ve r s ion , u n d e r the original file n a m e ; 
a n d the c u r r e n t , u p d a t e d ve r s ion , u n d e r the new file n a m e . 

By saving a d o c u m e n t as a d i f f e r e n t file tvpe , vou get two ve r s ions of the 
d o c u m e n t , and you can use the da t a in d i f f e r en t ways. Y o u can execu te it 
as a p r o g r a m ; you can use it in a d i f f e r en t app l i ca t ion , like a s p r e a d s h e e t ; 
o r you can use it with a n o t h e r w o r d p r o c e s s o r . 

The f o u r avai lable file types a re 

D o c u m e n t f o r m a t A file f o r m a t that uses f o r m a t t i n g c o d e s speci f ic to 
the W G S / W o r d P r o c e s s o r . 

S t a n d a r d file 
( A S C I I ) f o r m a t 

A p p l i c a t i o n da t a 
f o r m a t ( A D F ) 

D o c u m e n t ex-
c h a n g e f o r m a t 
( D E F ) 

A s t a n d a r d , execu tab le file f o r m a t with no for-
ma t t i ng c o d e s . 

A f o r m a t tha t suppo r t s da ta i n t e r c h a n g e b e t w e e n 
d i f f e r e n t app l i ca t ions . 

A f o r m a t tha t al lows you to use a d o c u m e n t a n d its 
f o r m a t t i n g c o d e s with a n o t h e r w o r d p roce s s ing p ro-
g r a m . 

NOTE: the WGS/Word Processor provides an autosave feature that saves a 
document after a certain number of keystrokes or a set amount of time. 
For details, refer to "Customizing Your Window Format," in Chapter 6, 
"Customizing Document Standards." 

T o save a d o c u m e n t : 

E P re s s C o m m a n d to display the Commands m e n u . 

2. M o v e the c u r s o r to Save, a n d then p re s s Enter to display the Save 
Document f o r m . N o t i c e that the Save Document f o r m a p p e a r s with 
the n a m e and file type of the d o c u m e n t filled in. 
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SAVE DOCUMENT 

Save as: 

F i l e Type Document 

If you want to save the d o c u m e n t u n d e r the s a m e file n a m e and file 
f o r m a t and ove rwr i t e any existing vers ion of the d o c u m e n t on h a r d 
d i sk , skip s tep 3 be low , and con t inue on to s tep 4. 

T o save the d o c u m e n t u n d e r a d i f f e r en t file n a m e , m i n e the c u r s o r 
to the Save As f ie ld , a n d type the file n a m e . 

T o save the d o c u m e n t in a d i f f e ren t file f o r m a t , m o v e the cu r so r the 
File Type f ie ld , and select the file type you want to use . 

P ress Enter. 

If the spec i f i ed file exis ts , you see this C o n f i r m window: 

doc :U a l r e a d y e x i s t s — o v e r w r i t e ? 
Press Linefeed to cont inue Press AX to stop 

M a k e sure that you want to overwr i te the c o n t e n t s of the exist ing file 
b e f o r e you p r e s s Enter to c o m p l e t e the Save c o m m a n d . 

If you d o not want to overwr i te the existing fi le, p r e s s Cance l to 
cance l t he Save c o m m a n d and re tu rn to the d o c u m e n t . 
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Exiting a Document 

W h e n you f inish with a d o c u m e n t a n d a re ready to c lose it, you can save 
o r ignore all the c h a n g e s m a d e s ince the last save . 

T o exit a d o c u m e n t : 

1. P re s s Exit. 

If you have not m a d e any c h a n g e s to it, the d o c u m e n t is c lo sed , a n d 
you a re r e t u r n e d to the d i r ec to ry con ta in ing the d o c u m e n t . 

If you have m a d e c h a n g e s to the d o c u m e n t , you see the Exit 
Document m e n u . 

2. M o v e the c u r s o r to Ee.s' or No. 

If you select Yes, all c h a n g e s m a d e s ince the last save are saved . 

If you select No, all c h a n g e s m a d e s ince the last save a re i gno red . 

If you dec ide that you d o n o t want to exit t he d o c u m e n t , m o v e the 
c u r s o r to Don't Exit. 

3. P ress Enter. 

Opening a Document in Multiple Windows 

Y o u can o p e n a d o c u m e n t in m o r e than o n e w indow. N o t e , h o w e v e r , 
tha t a d o c u m e n t that is o p e n in m o r e than o n e w indow can b e m o d i f i e d in 
only o n e w indow: the w i n d o w in which the d o c u m e n t was originally 
o p e n e d . All o t h e r w i n d o w s tha t con t a in tha t d o c u m e n t a re read-on ly : 
you can copy text f r o m the d o c u m e n t wi th in t h e m , but you c a n n o t m o v e 
or edit text wi thin t h e m . 

Moving the Cursor 

T h e fol lowing list d e s c r i b e s h o w d i f f e r en t keys or c o m m a n d s m o v e the 
c u r s o r a n d the d o c u m e n t wi th in the d o c u m e n t w indow: 

Up M o v e s the cu r so r u p o n e l ine unti l the cu r so r 
r e a c h e s the beg inn ing of the d o c u m e n t . 
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Down 

Forward 

Back 

H o m e 

Next 

Prev ious 

Begin 

End 

Shift-Forward 

Shif t -Back 

Page 

Shif t -Page 

Scroll Up 

Scroll D o w n 

F2 ( G o I . ) I |> 

M o v e s the c u r s o r down o n e l ine until the cu r so r 
r e a c h e s the end of the d o c u m e n t . 

M o v e s the cu r so r o n e c h a r a c t e r to the r ight . 

M o v e s the cu r so r one c h a r a c t e r to the lef t . 
W h e n the c u r s o r r e a c h e s the left edge of the 
d o c u m e n t w i n d o w , the d o c u m e n t scrol ls right in 
the w i n d o w unti l t he cu r so r r e a c h e s the left edge 
of the d o c u m e n t . 

M o v e s the cu r so r to the u p p e r - l e f t c o r n e r of the 
d o c u m e n t window7. 

M o v e s the cu r so r to the beg inn ing of the next 
w o r d . 

M o v e s the cu r so r to the beg inn ing of the 
p rev ious w o r d . 

M o v e s the c u r s o r to the beg inn ing of the 
d o c u m e n t , in the uppe r - l e f t c o r n e r of the 
d o c u m e n t w i n d o w . 

M o v e s the c u r s o r to the end of d o c u m e n t , in the 
lower- lef t c o r n e r of the d o c u m e n t w i n d o w . 

M o v e s text five c h a r a c t e r s to the lef t in the 
d o c u m e n t w indow, scrol l ing the d o c u m e n t . 

M o v e s text f ive c h a r a c t e r s to the right in the 
d o c u m e n t w i n d o w , scrol l ing the d o c u m e n t . 

M o v e s text u p o n e w indow. 

M o v e s text d o w n o n e w i n d o w . 

M o v e s text u p five l ines. 

M o v e s text d o w n five l ines. 

M o v e s the cu r so r to the beg inn ing of the 
d o c u m e n t . 
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F2 ( G o To ) - I )o \vn M o v e s the c u r s o r to the end of the d o c u m e n t . 

F2 ( G o To)-Forvvard M o v e s the cu r so r to the end of the l ine. 

F2 ( G o T o ) - B a c k Moves the cu r so r to the beg inn ing of the l ine. 

F2 ( G o To)-I ) M o v e s the cu r so r to the beg inn ing of the 
d o c u m e n t . 

F2 ( G o T o ) - e M o v e s the cu r so r to the e n d of t h e d o c u m e n t . 

F2 ( G o T o ) - # - E n t e r M o v e s the cu r so r to a spec i f ic page in the 
d o c u m e n t , w h e r e # is the page n u m b e r . 

H e l p i n f o r m a t i o n is avai lable t h r o u g h o u t the W G S / W o r d P r o c e s s o r . U s e 
it any t ime you n e e d m o r e i n f o r m a t i o n abou t a W G S / W o r d P r o c e s s o r 
c o m m a n d . If you are in the p r o c e s s of en te r ing a c o m m a n d , i n f o r m a t i o n 
a b o u t that c o m m a n d is d i sp layed ; o the rwise , you see a gene ra l 
i n f o r m a t i o n display. 

T o look at H e l p i n f o r m a t i o n : 

1. P ress Help . 

Y o u see the H o w to U s e the H e l p Facil i ty w i n d o w , which c o n t a i n s 
gene ra l i n f o r m a t i o n , and the H e l p f u n c t i o n key labe ls . 

Getting Help 

Hon To Use the HELP F a c i l i t y 

Help t e x t i s d isp layed i n a window. I f there i s more 
than one window of t e x t , use the f o l l o w i n g keys to 
d i sp lay more t e x t : 

Arrow keys Displays nex t /p rev ious 3 l i n e s o f Help 
t e x t 

Esc en Displays end of Help t e x t 

4 3 2 . 2 - 9 
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2. Press F1 (Con ten t ) to display the Tab le of C o n t e n t s window, which 
con ta ins a full list of available H e l p in fo rma t ion screens . 

or 

Press F2 (Topics) to display the W o r d P roces so r H e l p Top ic s 
window, which con ta ins a list of general topics covered in H e l p . 

3. T o display in fo rma t ion about an i tem f r o m the Table of C o n t e n t s 
window, move the cursor to the des i red topic , and then press Fnter. 

T o display in fo rma t ion about a topic listed in the W o r d P roces so r 
H e l p T o p i c s window, press the func t ion key co r r e spond ing to the 
des i red topic . 

4. Con t inue press ing func t ion keys to display the H e l p in fo rma t ion you 
need . 

A f t e r viewing the H e l p i n fo rma t ion , press Exit to re turn the cursor to 
whe re it was when you r eques t ed H e l p . 

Moving the Cursor in a Help Window 

Use the cursor keys to scroll through in fo rma t ion in a H e l p window. 

T o see the next screen of i n fo rma t ion in a H e l p window, p ress Page . T o 
see the previous sc reen , p ress Shift-Page. 

Exiting Help 

T o close the H e l p in fo rma t ion window, press Exit. 

T h e d o c u m e n t re turns to the sc reen , and the cursor r e tu rns to the 
posi t ion it was in b e f o r e you r eques t ed H e l p . 
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3 
Editing Text 

T h i s c h a p t e r expla ins how to type and edi t text in a W G S / W o r d P r o c e s s o r 
d o c u m e n t ; h o w to use the Thesaurus c o m m a n d to f ind a synonvm f o r a 
w o r d , and the Spel l ing Check c o m m a n d to c h e c k spel l ing in a d o c u m e n t ; 
and how to m o v e and copy text wi th in and b e t w e e n d o c u m e n t s . 

M a n y W G S / W o r d P r o c e s s o r c o m m a n d s r e q u i r e that you spec i fy a b lock 
of text on wh ich they can o p e r a t e . F o r e x a m p l e , t o use the Delete 
c o m m a n d , vou mus t i nd ica t e the b lock of text you wan t to de le te . T o 
ind ica t e a b lock of text , you m a r k it. This c h a p t e r a lso d e s c r i b e s h o w to 
m a r k a b lock of text . 

Marking and Unmarking Text 

W h e n you want to execu t e a c o m m a n d 011 a b l o c k of text , you m u s t f irst 
mark the text . F o r e x a m p l e , w h e n you execu t e the Delete c o m m a n d , you 
a re p r o m p t e d to spec i fy the text you wan t to de le te . 

Y o u can m a r k text b e f o r e or a f t e r you give a c o m m a n d . 

T o m a r k text b e f o r e you give a c o m m a n d : 

1. Move the c u r s o r to the f i rs t c h a r a c t e r of the text you want to m a r k , 
and p re s s Mark. 

N o t i c e that the c h a r a c t e r is h ighl ighted . 

2. M o v e the c u r s o r to highlight all the text you want to m a r k . 

N o t i c e that the highl ight ing fol lows the c u r s o r . 
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T h e text is m a r k e d and ready to use in a c o m m a n d . 

Llr—t 1 1 1 t + 5 + 6 + R-
Late ly I ' v e been t h i n k i n g about how nice i t i s to l i v e 
i n C a l i f o r n i a . I suppose the sunnier Heather does tha t 
to a person. Anyway, I came across the f o l l ow ing 
excerpt f r o i a d i a r y , [ T O t T r H W M I ^ J t B i C T i l i r T J f f l T l — 
I7BT8TW: i t r e a l l y gives the f e e l i n g of summer l i f e i n 
p l e n t i f u l C a l i f o r n i a . 

-+ 9-

Mar ked 
Text 

L l r — t 1 1 1 1 H 5 + R + 7 + 8 + 9-
fl v i s i t t o a f r u i t ranch 

9th Ju ly 

In the a f ternoon went up to the v ineyard and 
orchard. Found a cherry t ree covered w i th 
f r u i t and decided we »ust «ake j a« . Apples 
and s n a i l pears r i p e , and aany on the ground, 

Mark block 

• T I i M M T m m i i i ; i i » :T inMni i i i i } i>» : i rwTiMn a n n n a i 

T o m a r k text a f t e r you giv e a c o m m a n d : 

1. Pos i t ion the cu r so r on the f irst c h a r a c t e r of the text you want to 
m a r k . 

2. P ress the key or keys a s soc ia t ed with the c o m m a n d you want to 
execu te . 

Y o u are p r o m p t e d to ind ica te the text you want to use with the 
c o m m a n d . 

3. M o v e the cu r so r to m a r k the text you want to use . 

N o t i c e that the highlighting fo l lows the c u r s o r . 

4. P re s s Enter. 

T h e c o m m a n d is execu ted o n the m a r k e d text . 

T o " u n m a r k " m a r k e d text , p r e s s Cance l . 
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Typing Text in a Document 

W h e n you o p e n a W G S / W o r d P r o c e s s o r d o c u m e n t , it is r eady fo r you to 
en t e r text : m o v e the cu r so r to the a p p r o p r i a t e pos i t ion , and type. 

A s vou en t e r text , you d o no t n e e d to p r e s s Return to m o v e the cu r so r to 
the next l ine when you r each the end of a l ine. A s vou tvpe , W G S / W o r d 
P r o c e s s o r uses wordwrap to au tomat i ca l ly m o v e the c u r s o r f r o m the right 
marg in of o n e line to the left marg in of t he next l ine. If you a re tvping a 
w o r d tha t d o e s not fit b e f o r e the right marg in , the en t i re word m o v e s with 
the c u r s o r to the next l ine. 

If you want to end a l ine, p re s s the Return key . T h e cu r so r m o v e s to the 
lef t marg in of the next l ine . 

Correcting Typing Mistakes 

If you m a k e a typing m i s t a k e , you can use the B a c k s p a c e key to c o r r e c t 
it. Press B a c k s p a c e to de l e t e the c h a r a c t e r to the lef t of the c u r s o r . 

Y o u can a lso use the Delete Character key to c o r r e c t typing mi s t akes . 
Press Delete Character to de le te the c h a r a c t e r on wh ich the c u r s o r is 
p o s i t i o n e d . ( O n s o m e t e rmina l s , this key de le tes the c h a r a c t e r 
i m m e d i a t e l y p r ev ious to the c u r s o r . ) See "Dele t ing Tex t , " la ter in this 
c h a p t e r , f o r m o r e i n f o r m a t i o n a b o u t ways to de le te text . 

Inserting and Deleting Blank Lines 

T o inser t a b l ank l ine b e f o r e exist ing text , m o v e the cu r so r to the 
beg inn ing of an exist ing line of text , and p r e s s Return. 

T o inser t a b l ank l ine a f t e r exist ing text , or in the m i d d l e of a p a r a g r a p h , 
p r e s s Return twice: o n c e to m o v e the c u r s o r to the next l ine, and again to 
inser t t he b l a n k l ine. 

T o de le te a b lank l ine, m o v e the cu r so r to the b lank line you wan t to 
de le te and p r e s s Shi f t -Delete Character . The b lank line is de l e t ed . 
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Inserting Text 

W h e n you open a d o c u m e n t , inser t m o d e is act ive. In insert mode, text 
you type is en t e r ed in to the d o c u m e n t with the exist ing text . 

T o inser t text b e t w e e n exist ing w o r d s or l ines of text : 

1. M a k e sure that inser t m o d e is act ive: *OT ( ove r type m o d e ind ica to r ) 
should rial a p p e a r on the title l ine of the d o c u m e n t next to the page 
n u m b e r . 

2. M o v e the c u r s o r to the loca t ion w h e r e you want t he i n s e r t e d text to 
a p p e a r . 

3. T y p e the new text . 

T h e new text is inser ted b e t w e e n the exist ing w o r d s or l ines of text . 

A s you inser t text , if you type quickly , a message p r o m p t s you to p r e s s 
Enter to close the gap . T h e gap r e f e r r e d to is the s p a c e o p e n e d by the 
word p r o c e s s o r so the text can be e n t e r e d as quickly as you type it. W h e n 
the p r o m p t a p p e a r s , c o n t i n u e inser t ing text until you a re f i n i s h e d . W h e n 
you a re f in i shed , p re s s Enter to c lose the o p e n space . 

In the a f t e rnoon went up t o the v ineyard and 
o rchard . Found a cher ry t r e e covered w i t h f r u i t 
and decided He aust Bake j a « . Apples and s a a l l 
pears r i p e , and »any on the ground, nh ich i s so 
hot they f e r a e n t a l a o s t i n n e d i a t e l y Supper 
about 6, and then He Hent t o c a l l on the 
n e i g h b o r s . . . . The o l d lady re f reshed us f r o » a 
c r y s t a l d i s h f u l l o f a p r i c o t s and p e a c h e s . . . . 
They were de T h i s G a p O p e n s 

as we l e f t she gave us a wonder fu l bunch o f a s o u T y p e 
sweet peas and c a r n a t i o n s . I t seened 
e x t r a o r d i n a r y t h a t He were i n C a l i f o r n i a . 
t 1 1 1 1 + 5 + 6 + 7 R 8 + 9 +-

Press LineFeed t o c lose gap 

E I l H f f i i M m f c l i m J I • l i l i » i l « i n n H : l l M W i m i ; H n M I M Q 
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NOTE: You can mark text as c o m m e n t text or inser ted text, and then 
specify how, or even whether, you want the text printed. Marking comment 
text and inserted text helps you keep track of notes, edits, and updates to a 
document. 

D o n ' t c o n f u s e insert ing regular text , descr ibed in this sec t ion , with 
m a r k i n g inse r ted text . See C h a p t e r 4, "Format t ing Text , " for detai ls about 
mark ing c o m m e n t text and inser ted text. 

Deleting Text 

W h e n you dele te text, it is r e m o v e d f r o m the d o c u m e n t . Y o u can de le te 
text one cha rac t e r at a t ime, o n e line at a t ime, or a b lock of text at a 
t ime. 

Y o u can u n d o a de le t ion , replacing the de le ted text in the d o c u m e n t . See 
"Undoing a De le t ion , " later in this c h a p t e r , for m o r e i n f o r m a t i o n . 

Deleting One Character at a Time 

T o dele te o n e cha rac t e r , move the cursor to the cha rac t e r you want to 
de le te and p res s Delete Character. If you p ress Delete Character and 
hold it clown, cha rac te r s con t inue to b e de le ted until you re lease the 
Delete Character key. 

Y o u can use the B a c k s p a c e key to de le te the cha rac t e r to the left of the 
cu r so r . Aga in , if you press B a c k s p a c e and hold it down , cha rac t e r s to 
the left of the cursor con t inue to b e de le ted until you re lease the 
B a c k s p a c e key. 
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Deleting a Block of Text 

T o dele te a b lock of text: 

1. Move the cursor to the beginning of the text you want to de le te , and 
press Delete. 

You see the fol lowing message: 

Delete what? 

2. U s e the cu r so r to m a r k all the text you want to de le te , and then press 
Enter. 

T h e m a r k e d text is de le ted . 

Undoing a Deletion 

Y o u use the Undo delete c o m m a n d to recall lines of text or a b lock of 
text de le ted since the last d o c u m e n t save or exit. T h e recal led text is 
p laced in the d o c u m e n t at the cursor posi t ion at the t ime of the recal l . 

De le t ed text is recal led in the reverse o rde r of dele t ion: the last b lock of 
text de le ted is the first reca l led . 

NOTE: The Undo delete command does not recall characters deleted one 
character at a time with the Delete Character key. Once you delete a 
character with the Delete Character key, it cannot be recalled. 

T o u n d o a de le t ion: 

1. Move the cursor to the locat ion whe re you want to place the recal led 
text. 

2. Press Command to display the Commands m e n u . 

3. Move the cursor to Undo delete and press Enter. 

The last text dele ted is rep laced in vour document at the cur ren t posi t ion 
of the cursor . 
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Overtyping Text 

Y o u can use ove r type m o d e to r ep l ace existing text with text you type. 
W h e n you o p e n a d o c u m e n t , inser t m o d e is ac t ive . T o switch to over type 
m o d e , p r e s s InputMode . Press InputMode to toggle b e t w e e n the two 
m o d e s . 

T o ove r type text : 

1. M o v e t h e c u r s o r to the beg inn ing of the text you want to r ep lace , and 
p r e s s InputMode . 

N o t i c e the ove r type m o d e ind ica to r (*OT) in the title line of the 
d o c u m e n t next to the page n u m b e r . 

2. T y p e the new text . 

T h e new text r ep l aces the exist ing text . 

3. P ress InputMode again to s top the over typ ing and r e t u r n to insert 
m o d e . 

T h e ove r type m o d e ind ica to r is r e m o v e d f r o m the d o c u m e n t title l ine. 
I n se r t m o d e is ac t ive . 

Finding Text 

T h e Find c o m m a n d s e a r c h e s a d o c u m e n t for spec i f ic text of up to 30 
c h a r a c t e r s ( s p a c e s i nc luded ) . T h e c o m m a n d can sea rch the en t i re 
d o c u m e n t , o r it can sea rch f o r w a r d f r o m the c u r r e n t pos i t ion , of the 
c u r s o r d e p e n d i n g on what you spec i fy . 

T h e Find c o m m a n d also p rov ides a s ing le-charac te r s ea rch m o d e , which 
s e a r c h e s f o r a single c h a r a c t e r (such as a pe r iod (.) o r h y p h e n (-)). 

O n c e the Find c o m m a n d f inds the first o c c u r r e n c e of m a t c h i n g text , you 
have t h r e e c h o i c e s . You can 

• f ind the next o c c u r r e n c e 

• s top the sea rch 

• spec i fy new text to find 
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Starting the Search 

T o execute the Find c o m m a n d : 

1. Press C o m m a n d to display the Commands m e n u . 

2. Move the cursor to Find and press Fnter to display the Search f o rm . 

HP Search 

Find 
S t a r t Search a t Present Cursor Locat ion 
Single Character Search Mode Mo 

3. Type the text vou want to f ind, up to 30 c h a r a c t e r s ( spaces inc luded) , 
in the I-'ind f ie ld . 

If vou use lowercase cha rac t e r s , the search ignores case . If vou use 
u p p e r c a s e cha rac t e r s , the search looks for an exact ma tch . 

4. M o v e the cursor to the Start Search At field and select the start ing 
posi t ion vou want to use ( the beginning of the file or the cur ren t 
cu rsor pos i t ion) . 

5. Move the cha rac t e r to the Single Character Search Mode f ield. 
Un le s s you want to search for a single cha rac t e r , m a k e sure this field 
is set to No. S ingle-character search m o d e is desc r ibed later in this 
chap t e r . 

6. Press Fnter to start the sea rch . 

If no m a t c h is f o u n d , you see the following message: 

Tex t not found . 

T h e cursor r e tu rns to its pos i t ion in the d o c u m e n t b e f o r e the sea rch . 

Make sure you typed the text correc t ly . If you typed the text correc t ly 
and it is not found in the sea rch , then it does not exist in vour d o c u m e n t . 
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If a match is f o u n d , it is highlighted in your d o c u m e n t , and you see the 
following func t ion kev labels: 

i r r e f r e f f i y H M M M M M 1 B H I • H H B B B ^ H H 
4 3 2 . 3 - 4 

F1 (Next) F inds the next o c c u r r e n c e of ma tch ing text. C o n t i n u e 
press ing F1 (Next) until you want to s top or begin a new-
search , or until the search is comple t e . 

F2 (Stop) F n d s the search for match ing text . 

F3 (New) Redisplays the Search f o r m to begin a new7 sea rch for 
d i f fe ren t text. 

Searching for Single Characters 

Single-character sea rch m o d e ins t ructs the Find c o m m a n d to search the 
d o c u m e n t for any single cha rac t e r , such as a le t te r , a n u m e r a l , a 
d o c u m e n t f o r m a t cha rac t e r , or a special cha rac t e r . 

T o search fo r a single cha rac t e r : 

1. W h e n the Find c o m m a n d brings up the W P Sea rch f o r m , leave the 
Find field b lank , specify the locat ion f r o m which you want to search 
(presen t cu rsor locat ion or beginning of file), and then m o v e the 
cursor to the Single Character Search Mode f ield. 

HP Search 

Find 
S t a r t Search a t Present Cursor Locat ion 
S ing le Character Search Mode B.I .W 

4 3 2 . 3 - 5 
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I. Select Yes and press I nter. 

You see the following message: 

Enter des i red search cha rac te r or Con t ro l -F to repeat the sea rch 

You also see the following funct ion kev labels: 

MORE I IIENU I B M U I M D I CENTER 

F1 (More) b inds the next match ing charac te r . 

F2 (Menu) Redisplays the Search f o rm . From this point you can turn 
off s ingle-character search mode and start a new search . 

13 (S C h a r ) Displays the Special Characters m e n u f r o m which you can 
select a special cha rac te r to search for . 

F4 ( Inden t ) Searches for the indent fo rma t cha rac t e r . 

F5 (Cen te r ) Sea rches for the center format cha rac t e r . 

3. Type the charac te r you want to f ind, or press the func t ion key for the 
cha rac te r vou want to f ind. 

Tf no match ing cha rac te r is f ound , you see the following message : 

No M a t c h . 

If a matching charac te r is f o u n d , it is highlighted. 

T o repeat the s ingle-character search , press Control-F once to display the 
s ingle-character search p r o m p t , and then press Control -F again to 
con t inue on with the search . 

If no match i.s found , or if you want to stop the sea rch , you can con t inue 
editing your documen t or exit it. T h e search s tops automat ica l ly ; no 
c o m m a n d is necessary to s top the sea rch . 
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Replacing Text 

Like the Find c o m m a n d , the Replace c o m m a n d sea rches a d o c u m e n t for 
specif ic text. O n c e the text is f o u n d , however , the Replace c o m m a n d 
replaces it with specif ied text. 

Y o u can rep lace text th roughout vour ent i re d o c u m e n t or fo rward f r o m 
the cur ren t cu rsor pos i t ion . 

O n c e you f ind the first o c c u r r e n c e of matching text, you have four 
cho ices . You can 

• r ep lace the text, and search for the next o c c u r r e n c e 

• rep lace all o c c u r r e n c e s of the text automatical ly th roughout the 
specif ied area of your d o c u m e n t 

• pass bv the match ing text without replacing it, and search for the 
next o c c u r r e n c e 

• s top the Replace c o m m a n d 

T o execute the Replace c o m m a n d : 

1. Press C o m m a n d to display the Commands m e n u . 

2. M o v e the cursor to the Replace field and press Enter to display the 
Search and Replace f o r m . 

SEARCH QUO REPLACE 

Replace K i t h 
S t a r t Search at Present Cursor Locat ion 
When Fin ished go to Present Cursor Locat ion 

4 3 2 . 3 - 7 
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3. M o v e the c u r s o r to the Find f ield and type the text you want to f ind . 

Tf you use l o w e r c a s e c h a r a c t e r s , the s ea rch ignores case . If vou use 
u p p e r c a s e c h a r a c t e r s , the sea rch looks for an exact m a t c h . 

4. M o v e the c u r s o r to the Replace With f ield and type the r e p l a c e m e n t 
text . 

If you use l owercase c h a r a c t e r s , the r e p l a c e m e n t text uses the s a m e 
case as the text it is r ep lac ing . If you use u p p e r c a s e c h a r a c t e r s , t he 
r e p l a c e m e n t text a p p e a r s exactly as you type it. 

5. M o v e the c u r s o r to the Start Search At f ie ld . Select the loca t ion ( the 
beg inn ing of t h e file o r a f t e r the cu r r en t c u r s o r pos i t ion ) f r o m which 
you wan t to s tar t the s e a r c h and r e p l a c e m e n t . 

6. M o v e the c u r s o r to the When Finished Go To f ie ld . Select the 
loca t ion ( the last success fu l m a t c h or the c u r r e n t c u r s o r pos i t ion ) to 
wh ich you want the c u r s o r to r e t u r n at the end of the s e a r c h . 

7. P re s s Enter. 

T h e s e a r c h and r e p l a c e m e n t beg ins . 

If n o m a t c h is f o u n d , vou see the fo l lowing m e s s a g e : 

Tex t not f ound . 

The c u r s o r r e t u r n s to its pos i t i on in the d o c u m e n t b e f o r e the s e a r c h . 

M a k e sure you typed the text co r r ec t ly . If you typed the text co r rec t ly 
and it is no t f o u n d in the s e a r c h , t h e n it d o e s not exist in t he d o c u m e n t . 

If a m a t c h is f o u n d , it is h ighl ighted in your d o c u m e n t . 

You a lso see the fo l lowing f u n c t i o n key labels : 

IrtliliTilTrcaiiTWHMliM M f l ^ H ^ H H B I • • • ^ H M H H 
4 3 2 . 3 - 8 
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l'T (G loba l ) A u t o m a t i c a l l y r cp l acc s all o c c u r r e n c e s of m a t c h i n g text . 

F2 ( R e p l a c e ) R e p l a c e s the highl ighted o c c u r r e n c e of m a t c h i n g text ; 
c o n t i n u e s the sea rch for next m a t c h . 

1 3 (Skip) Ignores the highl ighted o c c u r r e n c e of m a t c h i n g text ; 
c o n t i n u e s the sea rch for next ma tch . 

I-'4 (S top) E n d s the sea rch for m a t c h i n g text. 

Using the Thesaurus 

The Thesaurus c o m m a n d p rov ide s an extensive on l ine list of s y n o n y m s to 
he lp you f ind just the right w o r d . Wi thou t exiting the d o c u m e n t , you can 
e x a m i n e va r ious s y n o n y m s for a w o r d , and then , o n c e you f ind the co r r ec t 
synonym, r ep l ace the w o r d with the s v n o n y m . 

T o use the T h e s a u r u s c o m m a n d : 

1. M o v e the cu r so r to the w o r d fo r which you n e e d a s y n o n y m . 

2. Press C o m m a n d to d isplay the Commands m e n u . 

3. M o v e the cu r so r to Thesaurus and p re s s Enter. 

A def in i t ion for a spec i f ic m e a n i n g of the w o r d a p p e a r s in the 
m e s s a g e line at the b o t t o m of the s c r een , and you see the Synonyms 
m e n u , which lists s v n o n y m s f o r that w o r d . (You might n e e d to scrol l 
t h r o u g h the m e n u to see all t he synonyms l is ted.) 

If the full de f in i t ion d o e s no t fit on the message l ine, the p r o m p t Full 
Definition a p p e a r s on t h e Synonyms m e n u . 

If the w o r d has a n o t h e r m e a n i n g , the p r o m p t Next Meaning a p p e a r s 
on the Synonyms m e n u . 

T h e fol lowing e x a m p l e shows the Synonyms m e n u for the w o r d 
thinking. 
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\'» 0 
of A l l a r Dyce Murray (1893). 

+ L l r — t 1 1 1 + 5 — 
9th Ju ly A v i s i t to a f r u i t ranc 

In the a f te rnoon went up to the v i 
orchard. Found a cherry t ree cove 
and decided we «ust lake jam. App 
pears r i p e , and «any on the ground 
hot they ferment almost immediatel 
about 6, and then we went to c a l l 
neighbors The o ld lady r e f r e s 
c r y s t a l d ish f u l l o f a p r i c o t s and 
They were d e l i c i o u s l y sweet, and a 
gave us a wonderful bunch of sweet 
ca rna t ions . I t seemed ex t rao rd ina 
i n C a l i f o r n i a . . . . 

rUljiMi'JI TT-

adj 

E E m n E M i 
c o g i t a t i v e 
contemplat ive 
n e d i t a t i v e 
pensive 
pondering 
r e f l e c t i n g 
r e f l e c t i v e 
ruminat ive 
specu la t i ve 

-8 + 9-

charac ter ized by or e x h i b i t i n g the power to th ink 

De f i n i t i on 

4. If you want to see the full de f in i t i on , m o v e the c u r s o r to Full 
Definition and p re s s Enter. O n c e vou read the full de f in i t i on , p r e s s 
Enter again to r e tu rn to the Svnonvm m e n u . 

or 

If you want to see the next m e a n i n g a n d a list of s y n o n y m s for tha t 
m e a n i n g , m o v e the cu r so r to Next Meaning and p r e s s Enter. 

5. O n c e you f ind the a p p r o p r i a t e w o r d in the Synonyms m e n u , m o v e the 
c u r s o r to the w o r d and p re s s Enter to r ep l ace the exist ing w o r d wi th 
the se lec ted s y n o n y m . 

If you do not f ind an a p p r o p r i a t e s v n o n v m , or if you want to cance l t h e 
Thesaurus c o m m a n d , p ress Cance l to r e tu rn to the d o c u m e n t . 
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Checking Spelling 

W G S / W o r d P roces so r p rovides a Spelling Check c o m m a n d vou can use 
to ensure that your d o c u m e n t is f ree of spelling e r ro r s . I t ' s a good idea to 
check the spelling in a d o c u m e n t b e f o r e vou review or print the 
d o c u m e n t . 

The spelling c h e c k e r p rovides a s t andard d ic t ionary . W h e n you start the 
Spelling Check c o m m a n d , you c rea te a persona l d ic t ionary to supp lement 
the s t anda rd d ic t ionary . You can c rca te several p e r s o n a l d ic t ionar ies to 
be used with d i f fe ren t d o c u m e n t s . W o r d s in a pe r sona l d ic t ionary are 
usually re la ted bv a c o m m o n t h e m e . I7or example , a pe r sona l d ic t ionary 
called vvpvvords might conta in a list of c o m m o n l v used word-process ing 
t e rms ; you would use it to check d o c u m e n t s re la ted to word process ing . 

W o r d s the Spelling Check c o m m a n d cannot find in the s tandard 
d ic t ionary or in the pe r sona l d ic t ionary are cons ide red misspe l led . W h e n 
a spelling e r ro r is f o u n d , you have the fol lowing choices : 

• ignore the word 

• cor rec t the word or add it to your persona l d ic t ionary 

Setting Spelling Check Criteria 

T h e Spelling Check c o m m a n d uses Spel ler P r e f e r e n c e s sett ings to 
d e t e r m i n e if a word is misspel led . Spel ler P r e f e r e n c e s settings de t e rmine 
what language is used and whe the r or not the Spelling Check c o m m a n d 
c h e c k s for capi ta l izat ion at the beginning of a s en t ence . 

T o set Spel ler P r e f e r e n c e s : 

1. F r o m the D e s k t o p , press F1 (Toolki t ) to display the Toolkit m e n u . 

r f c E U m 

Read Mai l 
Send Mai l 
Status Line 

Desktop 
In format ion 
Message Center Tape 
Other Users Trashcan 
Preferences Nord Era 
P r i n t e r s Workgroup 
Quick Message 

4 3 2 . 3 - 1 0 
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Note that your Toolkit menu might look d i f f e r en t , depend ing on the 
sof tware installed on your system. 

F r o m the Toolk i t , move the cu r so r to Preferences and p ress Enter to 
displav the Preferences m e n u . 

Move the cursor to Speller and press Enter to display the Speller 
m e n u . 

With the cursor on the Detection Criteria f ie ld , p ress Enter to display 
the Detection Criteria m e n u . 

Check c a p i t a l i z a t i o n at sentence beginnings 
l l e r Preference - Detection Criteria 

EEE1 
ho 

4 3 2 . 3 - 1 1 

This menu specif ies whe the r or not to check fo r capi ta l izat ion at the 
beginning of a sen tence . 

Select Yes to set the Spell Check c o m m a n d to check for 
beginning-of-sentence capi ta l iza t ion; select No to ignore 
beginning-of -sentence capi ta l izat ion. Press Enter to r e tu rn to the 
Speller m e n u . 

If you want to specify a d i f fe ren t 1 anguage, m o v e the cu r so r to the 
Language Criteria field and press Fnter to display the Language 
Criteria m e n u . 

432 3 - 1 2 

Select the language vou want to use and press Enter to re tu rn to the 
Speller m e n u . 
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7. Press Enter. 

T h e Spell Cheek cr i ter ia is set. 

Starting the Spelling Checker 

1 o execute the Spelling Check c o m m a n d : 

1. O p e n the d o c u m e n t you want to check . 

2. Press 11 (More ) , and then press 13 (Spell) . 

T h e Spell Check Entire Document menu is displayed to let you c h o o s e 
whe the r you want to check all or part of the d o c u m e n t . 

3. Select Yes to check the ent i re d o c u m e n t , or select No to check a part 
of the d o c u m e n t , and then press Enter. 

If you select No, you are p r o m p t e d to specify the par t of the 
d o c u m e n t you want to check . Mark the beginning and end of the 
text you want c h e c k e d , and then press Enter. 

T h e Personal Dictionary f o r m is displayed. 

Personal Dict i 

Mew D ic t i ona ry H J i M 
Mew D ic t i ona ry Maae 
Ex i s t i ng D i c t i o n a r i e s 

If you have used the Spelling Check c o m m a n d b e f o r e , a defaul t 
pe rsona l d ic t ionary file n a m e appea r s in the Existing Dictionaries f ield. 
Th i s is the persona l d ic t ionary the c o m m a n d will use . 

You can c rea te a new persona l dict ionary at this po in t . R e f e r to 
"Selecting or Crea t ing a Personal Dict ionary," later in this c h a p t e r , for 
detai ls . 

Editing Text 3- E/ 



4. T o use the defaul t pe r sona l d ic t ionary n a m e d , press Enter. 

5. If this is the first t ime you have used the Spelling Check c o m m a n d 
(or il you specif ied a new persona l d ic t ionary n a m e in the Personal 
Dictionary f o r m ) , a C o n f i r m window appears to conf i rm that you 
want to c rea te the persona l d ic t ionary. 

6. Press E nter to c rea te the pe r sona l dict ionary, 

or 

Press Cancel to re turn to the Personal Dictionary f o rm . C o m p l e t e 
the f o r m , and then press Enter. 

T h e spell check begins. 

If the Spelling Check c o m m a n d f inds no spelling e r ro r s , you are not i f ied 
when the check is comple t e . 

If a poss ible misspel l ing is found , the word is highlighted on your sc reen , 
and spelling check func t ion keys are displayed. (See the following 
discuss ions: "Using Spelling C h e c k Func t ion Keys," "Ignoring Possible 
Misspell ings," and "Correct ing Misspel led Words , " for details on the 
spelling check func t ion keys.) 

Using Spelling Check Function Keys 

W h e n the Spelling Check c o m m a n d f inds a word that is not in the 
s t andard or pe r sona l d ic t ionary , the word is highlighted and a message 
indicates why the word is in ques t ion . T h e c o m m a n d displays a set of 
func t ion key labels so you can cor rec t the misspell ing. 

If spelling check cr i ter ia is set to check for beginning-of -sentence 
capi ta l izat ion, and a word that is not capitalized at the beginning of a 
sen tence is f o u n d , the following func t ion key labels a re displayed: 

i iNi IMMWJtf tTI 
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F4 (Proceed) 

F5 (Capi ta l ) 

Ignores the cur ren t o c c u r r e n c e of the highlighted 
word and sea rches for the next possible misspell-
ing. U s e this if the highlighted word is not 
misspel led in its cur ren t contex t , but could be 
misspel led in a d i f fe ren t context . 

Capi ta l izes the first let ter of the word and then 
sea rches for the next poss ible misspell ing. 

If a word is possibly misspel led (not because of beginning-of -sentence 
capi ta l iza t ion) , the following func t ion key labels are displayed: 

iimsm s a n m a SUGGEST I DELETE MJMfiTI 

F 1 (More ) 

F2 ( A d d ) 

F3 (Rep lace ) 

F4 (P roceed) 

Displays secondary func t ion key labels. 

A d d s the word to the pe r sona l d ic t ionary and then 
con t inues on to the next poss ible misspel l ing. 

R e p l a c e s the misspel led word with the cor rec t 
spelling: you type the cor rec t spelling, then p res s 
F3 (Rep lace ) . T h e r ep l acemen t is m a d e and the 
search con t inues for the next possible misspell ing. 

Ignores cur ren t o c c u r r e n c e and sea rches for the 
next poss ible misspell ing. U s e this if the 
highlighted word is not misspel led in its cu r ren t 
contex t , but could be misspel led in a d i f fe ren t 
context . 

F5 ( Ignore) Ignores the highlighted word th roughout the 
d o c u m e n t and sea rches for the next poss ib le mis-
spelling. 
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F6 (Suggest) Displays a m e n u of suggested co r r ec t i ons to the 
word in ques t ion . Move the cu r so r to the 
a p p r o p r i a t e co r r ec t ion and press Enter. T h e word 
is r ep laced and the search con t inues for the next 
poss ible misspel l ing. 

A message i n f o r m s you if the re are no suggest ions. 
Press Enter to re tu rn to the highlighted w o r d , or 
press Help fo r m o r e i n f o r m a t i o n . 

F7 (Dele te ) De le tes the highlighted word f r o m the d o c u m e n t 
and sea rches for the next poss ible misspel l ing. 

F8 (Special) Displays func t ion keys labels to inser t a ha rd or 
op t iona l h y p h e n . 

T h e fol lowing seconda ry func t ion key labels a re displayed when you press 
11 (More ) : 

F1 (More ) Redisp lays the initial spelling check func t i on key 
labels . 

F2 (Words ) Displays the Personal Dictionary f o r m so you can 
select or c rea te a d i f fe ren t pe r sona l d ic t ionary file 
to use . R e f e r to "Selecting or Crea t ing a Persona l 
Dic t ionary , " later in this c h a p t e r . 

F3 (Visible) Displays the Visible Mode f o r m , f r o m which you 
can change the visible m o d e set t ings. O n c e you 
change the sett ings, or cancel out of the Visible 
Mode f o r m , the Spelling Check c o m m a n d 
sea rches for the next poss ib le misspel l ing. 

T h e following special func t ion key labels are displayed when vou press F8 
(Special) : 

MORE HARD mm. 
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F1 (More ) Redisplays the initial spelling check func t i on key 
labels. 

F2 ( H a r d ) Inser t s a h a r d hyphen . Press Shift-Forward or 
Shift-Back to move the cursor to the loca t ion at 
which you want the ha rd hyphen inse r ted . T h e 
hyphen is inser ted and the c o m m a n d sea rches for 
the next poss ible misspell ing. 

F3 (Op t ion ) Inser ts an opt ional hyphen . Press Shift-Forvvard 
or Shift-Back to move the cursor to the locat ion at 
which you want the hyphen inser ted . T h e hyphen 
is inser ted and the c o m m a n d searches for the next 
possible misspell ing. 

Ignoring Possible Misspellings 

If the Spelling Check c o m m a n d canno t find a word in the d ic t ionary , the 
w o r d is highlighted as misspel led . T h e word may no t be misspe l led , but 
you might not want to add it to the persona l d ic t ionary. Fo r example , if 
vou use a unusual a c r o n y m once or twice in a d o c u m e n t , you p robab ly do 
not want to add that a c r o n y m to the persona l d ic t ionary . Y o u p robab ly 
want to ignore the w o r d for the spelling check . 

T h e r e are two ways to ignore a word : 

• Press the func t ion kev co r r e spond ing to the Proceed f unc t i on key 
label (F1 or F4) to ignore the current occurrence of the w o r d . T h e 
next o c c u r r e n c e of the same word will b e highlighted as misspe l led . 

• Press F5 ( Ignore) to ignore each o c c u r r e n c e of the word th roughou t 
the d o c u m e n t . 

T h e Spelling Check c o m m a n d sea rches for the next poss ible misspel l ing. 

or 
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Correcting Misspelled Words 

If the Spelling Check c o m m a n d f inds a word that is misspe l led , von can 
cor rec t it in one of several ways: 

• Press 15 (Capi ta l ) to capital ize the first cha rac t e r of the w o r d . 

• Press F2 ( A d d ) to add the word to the pe r sona l d ic t ionary . O n c e 
the word is added to the d ic t ionary , the Spelling Check c o m m a n d 
will not cons ide r it misspel led . 

• Type the cor rec t spelling, and then press F3 (Rep lace ) . T h e word is 
rep laced with the new spelling, which is then c h e c k e d . 

• Press F6 (Suggest) to display a m e n u of suggested co r r ec t i ons . Move 
the cursor to the a p p r o p r i a t e co r r ec t i on , and p ress Fnter. The word 
is rep laced with the suggest ion. If you do not f ind an a p p r o p r i a t e 
co r rec t ion in the Suggestions m e n u , or if the re are no suggest ions, 
press Enter to re turn to the misspel led w o r d . 

• Press F7 (Dele te ) to de le te the highlighted word f r o m the d o c u m e n t . 

T h e Spelling Check c o m m a n d con t inues to search fo r the next poss ib le 
misspell ing. 

Selecting or Creating a Personal Dictionary 

Dur ing execut ion of the Spelling Check c o m m a n d , you can c rea te or 
select a new pe r sona l d ic t ionary to use . W h e n you select or c rea te a 
pe r sona l d ic t ionary , the c o m m a n d uses it until you select or c rea te 
a n o t h e r one . 

You select and c rea te a pe r sona l d ic t ionary f r o m the Personal Dictionary 
f o r m . T h e r e are two ways to display the f o r m : 

• Start the Spelling Check c o m m a n d . T h e Personal Dictionary f o r m is 
displayed each time vou start the c o m m a n d . 

• When the Spelling Check c o m m a n d f inds a poss ib le misspel l ing, 
press F1 ( M o r e ) , and then press F2 ( W o r d s ) . 
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R e f e r to "Start ing the Spell ing C h e c k e r , " earl ier in this c h a p t e r , for 
detai ls . 

T o select or c rea te a new persona l d ic t ionary: 

1. Display the Personal Dictionary f o r m , which looks like this: 

Personal Dictionar 

New D ic t i ona ry 
Mew D i c t i ona ry Ma»e 
Ex i s t i ng D i c t i o n a r i e s Mords 

Not ice that a defaul t pe rsona l d ic t ionary file n a m e appea r s in the 
f o r m . 

2. Move the cursor to the New Dictionary' f ield, and then select Yes. 

3. M o v e the cursor to the New Dictionary Name f ield. 

T o select a d i f fe ren t existing pe r sona l d ic t ionary fi le, type the n a m e 
of an existing pe r sona l d ic t ionary file. 

T o c rea te a new persona l d ic t ionary file, type a new file n a m e for it. 

4. Press Enter. 

If you a re creat ing a new persona l dic t ionary, a C o n f i r m window 
i n f o r m s you that the file does not exist. 

Press Enter to c rea te the new file. 

The Spelling Check c o m m a n d uses the new or newly selected personal 
d ic t ionary . 
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Editing a Personal Dictionary 

Y o u can edit a pe r sona l d ic t ionary file to add , r e m o v e , or edit w o r d s in 
the word list. T o edit a pe r sona l d ic t ionary file: 

1. F r o m the D e s k t o p , p ress F1 (Toolki t ) to display the Toolkit m e n u . 

i m i m -

Desktop 
In format ion 
Message Center 
Other Users 
Preferences 
P r i n t e r s 
Quick Message 

Read Mai l 
Send Mai l 
Status Line 
Tape 
Trashcan 
Word Era 
Workgroup 

4 3 2 . 3 - 1 9 

N o t e that vour 'Toolkit m e n u might look d i f f e ren t , depend ing on the 
so f tware instal led on vour system. 

2. F r o m the Too lk i t , m o v e the cursor to Preferences and press Enter to 
display the Preferences m e n u . 

3. Move the cu r so r to Spelling Words and press Enter to display the 
Modify Personal Dictionary m e n u , which lists your existing persona l 
d ic t ionar ies . 

MODIFY PERSONAL DICTIONARY 
*M>rds 

wpwords 
sprwords 
wgswords 

4. Select the pe r sona l d ic t ionary file you want to edit and p ress Enter. 

The selected pe r sona l d ic t ionary is opened in a window similar to a 
d o c u m e n t w indow. 
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X Ed i t t h e p e r s o n a l d i c t i o n a r y f i le , e n t e r i n g o n e w o r d p e r l ine . U s e t h e 
s a m e keys you w o u l d u s e to t y p e in o r edi t a d o c u m e n t . 

R e m e m b e r , vou c a n a l so a d d w o r d s to a p e r s o n a l d i c t i o n a r y w h e n 
you use the spe l l ing c h e c k e r . 

6. W h e n you f in i sh wi th the p e r s o n a l d i c t i o n a r y f i le , p r e s s Exit to c l o s e 
the f i le. 

T h e Exit Document m e n u is d i s p l a y e d . 

7. M o v e the c u r s o r to Yes to save t h e c h a n g e s you m a d e , o r to No if 
you d o n ' t w a n t t h e c h a n g e s s a v e d . 

M o v e the c u r s o r to Don't Exit to r e t u r n to the f i le . 

8. P r e s s Enter . 

T h e p e r s o n a l d i c t i o n a r y f i le is c l o s e d . 

Moving and Copying Text Within a Document 

T h e M o v e a n d C o p y c o m m a n d s a r e s imi la r in e x e c u t i o n ; t h e r e s u l t s , 
h o w e v e r , d i f f e r sl ightly. 

• W h e n v o u m o v e tex t , it is r e m o v e d f r o n t o n e l o c a t i o n in t h e 
d o c u m e n t , ca l l ed t h e source, a n d p l a c e d in a d i f f e r e n t l o c a t i o n in 
t h e d o c u m e n t , ca l l ed t h e destination. 

• W h e n you c o p y t ex t , it r e m a i n s in its or ig ina l s o u r c e l o c a t i o n a n d is 
c o p i e d t o a d i f f e r e n t d e s t i n a t i o n l o c a t i o n in t h e d o c u m e n t . 

T o m o v e or c o p y text w i th in a d o c u m e n t : 

1. M o v e t h e c u r s o r t o t h e b e g i n n i n g of t h e text y o u w a n t t o m o v e o r 
c o p y . 

2. P r e s s M o v e ( to m o v e t ex t ) , o r p r e s s C o p y ( to c o p y t ex t ) . 

A m e s s a g e p r o m p t s you to se lec t t he text you w a n t to m o v e o r c o p v . 
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3. M o v e the cu r so r to m a r k the text and p re s s Enter. 

If you a re moving the text , it is r e m o v e d f r o m the s o u r c e l o c a t i o n ; if 
you are copying text , it r e m a i n s in the s o u r c e l oca t i on . 

Y o u are p r o m p t e d to m o v e the cu r so r to the des t i na t i on loca t ion and 
p r e s s F8 (Pas te ) . 

4. M o v e the cu r so r to the des t ina t ion loca t ion and then p re s s F8 
(Pas te ) . 

T h e text is p laced in the des t ina t ion loca t ion . 

MOTE: If you decide that you do not want to move text that has already 
been removed from the source location, move the cursor back to the source 
location and press FS (Paste). 'The text returns to the source location. 

O n c e you execu te the M o v e or Copy c o m m a n d , you can m o v e or copy 
that s a m e b lock of se lec ted text to d i f f e r en t l oca t i ons by mov ing the 
cu r so r to each des t ina t ion loca t ion and press ing F8 (Pas te ) . T h e paste 
text is avai lable for mov ing or copying until you execu t e a n o t h e r M o v e or 
Copy c o m m a n d . 

Moving and Copying Text Between Documents 

Moving a n d copying text b e t w e e n d o c u m e n t s is s imilar to mov ing and 
copying text within a d o c u m e n t : 

• W h e n you m o v e text , it is r e m o v e d f r o m the s o u r c e d o c u m e n t and 
p l aced in a des t ina t ion d o c u m e n t . 

• W h e n you copy text , it r e m a i n s in the s o u r c e loca t ion in o n e 
d o c u m e n t and a copy of the text is p l a c e d in the d e s t i n a t i o n 
d o c u m e n t . 
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T o m o v e o r copy text f r o m o n e d o c u m e n t to a n o t h e r : 

1. M o v e the c u r s o r to the beg inn ing of the text you want to m o v e or 
copy . 

2. P ress M o v e or Copy . 

You are p r o m p t e d to select the text you want to m o v e or copy . 

3. M o v e the cu r so r to m a r k the text and p ress Enter. 

Y o u a re p r o m p t e d to m o v e the cu r so r to the des t ina t ion loca t ion and 
p r e s s E8 (Pas te ) . 

S ince the des t ina t ion loca t ion is a n o t h e r d o c u m e n t , you will wan t to 
m o v e the c u r s o r in to the des t ina t ion d o c u m e n t w i n d o w . 

4. Press Control- / , to display the W i n d o w s func t ion key labels , a n d then 
p r e s s F8 ( M e n u ) to display the Active Windows m e n u . 

5. M o v e the c u r s o r to the n a m e of the d o c u m e n t or d i r ec to ry you want 
to o p e n , a n d p r e s s Enter. 

R e p e a t this s t ep until you have o p e n e d the d o c u m e n t w h e r e you 
wan t to m o v e o r copy text . 

6. M o v e the c u r s o r to the loca t ion in the des t ina t ion d o c u m e n t w h e r e 
you want to m o v e or copy the text , and press F8 (Pas te ) . 

T h e text is p l aced in the des t ina t ion d o c u m e n t . 

O n c e you execu te the M o v e or Copy c o m m a n d , you can m o v e o r copy-
that s a m e b lock of se lec ted text to d i f f e r en t de s t i na t i on l oca t i ons by 
mov ing the c u r s o r to each loca t ion and then p ress ing F8 (Pas te ) . T h e 
paste text is avai lable fo r mov ing or copying until you execu te a n o t h e r 
Move or C o p y c o m m a n d . 
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Reading a File into a Document 

Y o u can copy the en t i r e c o n t e n t s of a n o t h e r file into the cur ren t 
d o c u m e n t by using the Read a File c o m m a n d . 

D e p e n d i n g on t h e se lec t ion vou m a k e , vou can copv the fol lowing types of 
f i les: 

D o c u m e n t C o p i e s a file c r e a t e d bv W G S / W o r d P r o c e s s o r 
in to the d o c u m e n t . 

F o r m a t t e d 

R e c o r d s F o r m a t 

C o p i e s any type of file con ta in ing text c h a r a c t e r s 
in to the d o c u m e n t . 'Phis is a good cho ice for 
saving c o r r u p t e d files that c a n n o t be r ead . 

C o p i e s a s t a n d a r d file with one field p e r line to a 
W G S R e c o r d s fi le. 

Tex t ( s t a n d a r d ) C o p i e s a s t a n d a r d , execu t ab l e ( A S C I I ) file with 
no f o r m a t t i n g c o d e s into the d o c u m e n t . 

A D F F o r m a t 

D F F F o r m a t 

C o p i e s a file s t r ipped of f o r m a t t i n g c o d e s (in A D F 
f o r m a t ) in to the d o c u m e n t . 

C o p i e s a file in d o c u m e n t exchange f o r m a t ( D F F ) 
in to the d o c u m e n t . 

T o r e a d a file in to the cu r r en t d o c u m e n t : 

1. M o v e the cu r so r to the des t ina t ion loca t ion in the cu r r en t d o c u m e n t , 
a n d then p re s s C o m m a n d to display the Commands m e n u . 

2. M o v e the c u r s o r to Read a File and p r e s s Enter. 

T h e Select Input Type m e n u is d i sp layed . 

Select Input Type 

Formatted F i l e 
Records Format 
Text (standard f i l e ) 
PDF Format 
DEF Format 
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3. M o v e the c u r s o r to t h e type of fi le that c o n t a i n s the text you w a n t t o 
copy , and p r e s s Enter. 

You are p r o m p t e d to en t e r the n a m e of the f i le , or the d i r ec to ry 
con ta in ing the file, that you want to copy to the c u r r e n t d o c u m e n t . 

4. P ress Enter to display the D e s k t o p d i r ec to ry 

or 

Type the full p a t h n a m e of the file you want to copy , and then p re s s 
Enter to d isplay the fi le. ( P a t h n a m e s a re d i scussed in detai l in the 
WGS/Desktop Manager User's Guide.) 

If you e n t e r e d the D e s k t o p o r a n o t h e r d i r e c t o r y , t he d i r e c t o r y file 
list is d i sp layed . M o v e t h e c u r s o r to select t he file you wan t to 
copy , and p r e s s Enter. 

T h e c o n t e n t s of the spec i f i ed file a r e c o p i e d in to the c u r r e n t d o c u m e n t at 
the c u r r e n t cu r so r pos i t i on . T h e c o n t e n t s r e m a i n in the original s o u r c e 
file as well . 

Refreshing the Screen 

S o m e t i m e s u n w a n t e d c h a r a c t e r s a p p e a r on the d o c u m e n t s c r e e n o r 
message l ine. Y o u can use the Refresh Screen c o m m a n d to c lea r the 
sc reen of u n w a n t e d c h a r a c t e r s . 

T o r e f r e s h the s c r een : 

1. P re s s C o m m a n d to d isplay the Commands m e n u . 

2. M o v e the c u r s o r to Refresh Screen a n d p r e s s Enter. 

T h e sc reen is r e f r e s h e d . 

S H O R T C U T : Try using this s h o r t c u t to r e f r e s h the s c r e e n : P ress 
Control-1 
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4 
Formatting Text 

T h i s c h a p t e r d e s c r i b e s h o w to f o r m a t text in a d o c u m e n t . F o r m a t t i n g text 
i nc ludes set t ing m a r g i n s a n d t abs , cen te r ing and inden t ing text , 
h y p h e n a t i n g w o r d s , a n d add ing and r e m o v i n g c h a r a c t e r a t t r ibu tes (like 
b o l d f a c e ) . 

W h e n you o p e n a d o c u m e n t a n d type in it, the text is con t ro l l ed by a 
s t a n d a r d f o r m a t . Y o u can c r e a t e a c u s t o m i z e d s t a n d a r d f o r m a t fo r all 
your d o c u m e n t s so that w h e n you o p e n a d o c u m e n t a n d type in it, the text 
is f o r m a t t e d as you l ike it. R e f e r to C h a p t e r 6, "Cus tomiz ing D o c u m e n t 
S t a n d a r d s , " fo r de ta i l s . 

Using Format Rulers 

T h e first l ine of a W G S / W P d o c u m e n t is a f o r m a t ru ler l ine. T h e format 
ruler line shows the lef t and right marg in se t t ings , t abs , the text a l ignment 
c h a r a c t e r , and the l ine spac ing fo r t he d o c u m e n t , as shown be low: 

L e f t 
M a r g i n 

- L l r — * 

L i n e 
S p a c i n g 

• i M j f t e n t h i n k i n g o f ^ t h e -
fi\lar Dyce Murray 

. T e x t \ 
A l i g n m e n t 

' f o l l o n i n g e x c e r p t , f r o n the d i a r y 

F o r m a t 
• R u l e r 

L i n e 

T a b s 
R i g h t 
M a i g i n 

F o r m a t ru le r s a p p e a r on the s c r e e n , but thev do not a p p e a r in a p r in t ed 
d o c u m e n t . There a re two tvpes of f o r m a t ru le r s ; the p r imary f o r m a t ruler 
and the a l t e rna t e f o r m a t r ider . 
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Primary Format Ruler 

T h e pr imary fo rmal ruler appea r s at the top of the first page of every 
d o c u m e n t and is copied to every new page that fol lows. T h e pr imary 
fo rma t ruler de t e rmines text fo rma t unless an a l te rna te ruler specif ies a 
d i f fe ren t f o r m a t . 

Alternate Format Ruler 

Y o u crea te a l te rna te fo rma t rulers to change the fo rmat of text in a 
d o c u m e n t . (Unti l you c rea te an a l te rna te format ruler , the initial settings 
in the pr imary fo rma t ruler de t e rmine text fo rma t . ) T h e a l te rna te fo rmat 
ruler con t ro l s text fo rma t f r o m its inser t ion point on , up to the next 
fo rmat ruler: 

Llr—t 1 1 1 — 

P r i m a r y 
R u l e r 

- t + 5 — 6 + ? R 8 — + 9-
11 n o f t e n t h i n k i n g o f t h e f o l l o w i n g e x c e r p t , f r o n t h e d i a r y " ! T h i s T e x t F o r m a t t e c 
o f flllar Dyce Mur ray ( 1 8 9 3 ) : J j , v p , , m : ! , y R u i e r 

+ L l r — t 1 1 1 + 5 + 6 + 
9 t h J u l y A v i s i t t o a f r u i t r a n c h 

In t h e a f t e r n o o n went up t o t h e v i n e y a r d and 
o r c h a r d . Found a c h e r r y t r e e c o v e r e d w i t h f r u i t 
and d e c i d e d He Must Bake j a » . App les and s n a i l 
p e a r s r i p e , and «any on t h e g r o u n d , wh ich i s so 
h o t t h e y f e r m e n t a l m o s t i m m e d i a t e l y . . . . Supper 
abou t 6 , and t h e n we went t o c a l l on t h e 
n e i g h b o r s . . . . The o l d l a d y r e f r e s h e d us f r o « a 
c r y s t a l d i s h f u l l o f a p r i c o t s and p e a c h e s . . . . 
They were d e l i c i o u s , and as we l e f t she gave us a 
w o n d e r f u l bunch o f sweet peas and c a r n a t i o n s . I t 
seened e x t r a o r d i n a r y t h a t we were i n C a l i f o r n i a . 

— - + 9 - - A: t s j 
Hj:, 

. T h i s T e x t 
t . 'V A i t u r n . 

r o r m a t t 
i t e Ru le r 

EEMSI 

T o insert an a l te rna te format ruler: 

1. Move the cursor to the line where you want to insert the a l ternate 
fo rmat ruler , and press F1 (More) . 

Press F6 ( I . n l i n t ) . 
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T h e prev ious fo rma t ruler is copied to the specif ied l ine. 

You can change the fo rmat ruler sett ings in your des i red a l te rna te f o r m a t ; 
all text fol lowing the a l t e rna te ruler (up to the next fo rma t ruler) uses the 
a l t e rna te f o r m a t ruler sett ings. See "Changing Text F o r m a t Sett ings," 
later in this c h a p t e r , for detai ls . 

Removing a Format Ruler 

You can r e m o v e any fo rma t ruler except the pr imary fo rma t ruler as 
fol lows: M o v e the c u r s o r into the fo rmat ruler line and p ress Shift-Delete 
Character. 

T h e fo rma t ruler is r e m o v e d . 

Changing Text Format Settings 

T h e r e are two ways to change text fo rma t settings: Y o u can m a k e the 
changes direct ly on the fo rma t ruler line, or you can use the Format Line 
Specifications f o r m . 

T o change the sett ings of a f o r m a t ruler directly on the f o r m a t ruler l ine: 

1. M o v e the cursor in to the fo rma t ruler l ine. 

2. M o v e the cu r so r to the co lumn where you want to add or r e m o v e a 
fo rmat sett ing. 

3. T o r e m o v e a f o r m a t set t ing, move the cursor to the f o r m a t cha rac t e r 
and p res s the Spacebar . 

T o add or change a f o r m a t setting, type the fo rmat charac te r for the 
des i red sett ing. T h e following list shows fo rmat cha rac te r s : 

T o set margins : 

L left margin 

R right margin 
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T o set t abs : 

t f lush- lef t t ab (text al igns right of t ab s top) 

f f lush-r ight t ab (text aligns left of t ab s top) 

el d ec ima l tab (dec ima l poin t aligns at t ab s top) 

c c e n t e r e d tab (text is c e n t e r e d at tab s top) 

p or . l e ade r lab (text aligns left of tab s t op , and p e r i o d s (.) lead 
out f r o m tab to text) 

T o set l ine spac ing ( type the f o r m a t c h a r a c t e r to the right of the left 
marg in f o r m a t c h a r a c t e r ) : 

1 single line spac ing 

\v s p a c e and o n e half line spac ing 

2 d o u b l e line spac ing 

3 t r iple line spac ing 

T o set text a l ignmen t ( tvpe the f o r m a t c h a r a c t e r s to the right of t he 
line spac ing f o r m a t c h a r a c t e r ) : 

r ragged-r ight a l ignment (text al igned at left marg in ) 

1 ragged-lef t a l ignment (text al igned at right marg in ) 

j jus t i f ied a l ignment (in p r i n t e d d o c u m e n t , no t on s c r e e n , text 
a l igned at left and right marg ins ) 

c c e n t e r e d a l ignmen t (text c e n t e r e d b e t w e e n left and right 
marg ins ) 

4. W h e n vou have changed all the set t ings vou want to c h a n g e , m o v e the 
c u r s o r off the f o r m a t ruler l ine. 

The new f o r m a t sel l ing a f f e c t s vour d o c u m e n t as soon as the cu r so r 
m o v e s off the f o r m a t l ine. 
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T o c h a n g e f o r m a t set t ings f r o m the Forma! Line Specifications f o r m : 

1. M o v e the cu r so r in to the f o r m a t ruler l ine. 

2. P re s s C o m m a n d to display the Format Line Specifications f o r m . 

Le f t Margin H p Right Margin 75 
Line Spacing S ing le Text Alignment Ragged Right 

TAB COL TYPE TAB COL TYPE TAB COL TYPE 

1 15 Le f t 8 Le f t 15 Le f t 
2 2B Le f t 9 Le f t 16 Le f t 
3 25 Le f t 10 Le f t 17 Le f t 
4 30 Le f t 11 L e f t 18 Le f t 
5 35 Le f t 12 Le f t 19 Le f t 
6 40 Le f t 13 Le f t 20 Le f t 
7 Le f t 14 L e f t 21 Le f t 

4 3 2 . 4 - 3 

3. M o v e the cu r so r to the f ield f o r the set t ing you want to c h a n g e , and 
then type or select the se t t ing. 

4. W h e n you have m a d e all t he c h a n g e s you want to m a k e , p r e s s Enter. 

T h e f o r m a t ruler line r e t u r n s to the sc reen with the new set t ings 
d i sp layed . T h e new f o r m a t ru ler set t ings a f f ec t your d o c u m e n t as s o o n as 
the cu r so r m o v e s off the f o r m a t l ine. 

Centering Text 

T h e C e n t e r c o m m a n d c e n t e r s exist ing or in se r t ed text o n a l ine-bv-line 
bas i s . T h e c o m m a n d c e n t e r s all text u p to the end of the c u r r e n t l ine or 
to the next tab c h a r a c t e r . 

NOTF: Yon can also center text by using the center tab or center text 
alignment format sellings. Both are described earlier in this chapter, under 
"Changing Text Format Settings." 
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T o c e n t e r a l ine of exist ing text us ing the Center c o m m a n d , m o v e t h e 
cu r so r to the beg inn ing of the line to be c e n t e r e d , and p r e s s F 5 ( C e n t e r ) . 

T o inser t c e n t e r e d text by using the Center c o m m a n d : 

1. M o v e the c u r s o r to the beg inn ing of the line on wh ich you want to 
inser t the c e n t e r e d text , and p r e s s F5 ( C e n t e r ) . 

2. T y p e the text you want c e n t e r e d on the line and p r e s s Return. 

T o m o v e c e n t e r e d text b a c k to the left marg in , m o v e the c u r s o r to the 
first c h a r a c t e r on the c e n t e r e d l ine, and p re s s B a c k s p a c e . 

Indenting Text 

T h e r e a re th ree wavs to inden t text , d e p e n d i n g on wh ich l ines of a 
p a r a g r a p h you want to inden t : 

• i nden t the first l ine of a p a r a g r a p h 

• i nden t all l ines in a p a r a g r a p h 

• i nden t all l ines but the f irst l ine in a p a r a g r a p h . 

W h e n you inden t text , the spec i f ied l ines m o v e to the next t ab s t o p . 

T o inden t only the first l ine of a p a r a g r a p h , m o v e the c u r s o r to the 
beg inn ing of the first l ine of the p a r a g r a p h , and p r e s s Tab. 

T o inden t all l ines of a p a r a g r a p h , m o v e the c u r s o r to the b e g i n n i n g of the 
first l ine of the p a r a g r a p h and p re s s F 4 ( I n d e n t ) . 

T o inden t all l ines but the f irst l ine of a p a r a g r a p h : 

1. M o v e the cu r so r to the f irst l ine of the p a r a g r a p h , a n d p r e s s F 3 (S 
("liar) to display the Special Characters m e n u . 

2. M o v e the cu r so r to Hanging Indent and p re s s Fnter. 

NO'l'P: Try this shortcut for a hanging indent (to indent all lines but the 
first line of a paragraph): Press F1 (More), and then type h . 
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T o m o v e i n d e n t e d text b a c k to the left m a r g i n , m o v e t h e c u r s o r t o the 
first c h a r a c t e r of the i n d e n t e d text a n d p r e s s B a c k s p a c e . 

Hyphenating Text 

T h e r e a rc t h r e e types of h y p h e n s : 

• n o r m a l h y p h e n 

• op t iona l h y p h e n 

• h a r d h y p h e n 

A normal hyphen is t he c h a r a c t e r you type to h y p h e n a t e a w o r d like 
mother-in-law. W h e n pa r t of such a w o r d d o e s not fit at t he end of a l ine , 
W G S / W o r d P r o c e s s o r b r e a k s the w o r d a f t e r t he h y p h e n a n d w r a p s the 
r e m a i n d e r to the next l ine. T h e n o r m a l h y p h e n a p p e a r s in your d o c u m e n t 
as you type it and is p r in t ed w h e n the d o c u m e n t is p r i n t e d . 

NOTE: Another way to insert the normal hyphen is to select the 
autohyphenate feature in a document review. See "Setting Up Document 
Layout: Review," in Chapter 7, "Reviewing and Printing a Document," for 
details about using autohyphenation. 

U s e an optional hyphen to spec i fy w h e r e you w a n t t o b r e a k a long w o r d if 
it docs no t fit on o n e l ine. T h e o p t i o n a l h y p h e n d o e s n o t a p p e a r in the 
d o c u m e n t un less the w o r d n e e d s to b e b r o k e n . Y o u c a n , h o w e v e r , use 
visible m o d e to see the o p t i o n a l h y p h e n c h a r a c t e r on the s c r e e n . R e f e r to 
"Using S c r e e n Disp lay O p t i o n s : Vis ib le M o d e , " l a te r in this c h a p t e r , f o r 
detai ls a b o u t using visible m o d e . 

T o c r ea t e an op t iona l h y p h e n : 

1. M o v e the c u r s o r to the loca t ion w h e r e the h y p h e n shou ld a p p e a r and 
p ress F3 (S C h a r ) to display the Special Characters m e n u . 

2. M o v e the cu r so r to Optional Hyphen and p re s s Enter. 
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U s e a hard hyphen t o spec i fy tha t you d o not wan t to b r e a k h y p h e n a t e d 
text . F o r e x a m p l e , you might u se h a r d h y p h e n s in a chemica l f o r m u l a 
b e c a u s e j 'ou do n o t want the text of the f o r m u l a to be b r o k e n at the e n d 
of t h e l ine . 

T o c r e a t e a h a r d h y p h e n : 

1. M o v e the c u r s o r to the loca t ion w h e r e the h y p h e n shou ld a p p e a r and 
p r e s s F3 (S C h a r ) to d isplay the Special Characters m e n u . 

2. M o v e the c u r s o r to Hard Hyphen and p ress Enter. 

NOTE: Try this shortcut for creating a hard hyphen: Press F1 (More), 
and then type -. 

Keeping Text Together on a Line 

S o m e t i m e s you w a n t to k e e p text t oge the r on a l ine , even though the text 
c o n t a i n s spaces . F o r e x a m p l e , a m a t h e m a t i c a l e q u a t i o n with spaces is 
easy to r e a d if it is k e p t t oge the r on a l ine. 

W G S / W o r d P r o c e s s o r p r o v i d e s a hard space character t ha t you use in 
p l ace of t he s p a c e c h a r a c t e r to k e e p text con ta in ing spaces f r o m be ing 
b r o k e n at t he e n d of a l ine. 

T o inse r t a h a r d space : 

1. M o v e the c u r s o r to the loca t ion w h e r e you wan t to inser t t he h a r d 
s p a c e a n d p r e s s F3 (S C h a r ) to display the Special Characters m e n u . 

2. M o v e the c u r s o r to Hard Space and p re s s Enter. 

T h e h a r d s p a c e c h a r a c t e r is i n se r t ed , so the text s u r r o u n d i n g it stays 
t o g e t h e r on a l ine. 

NOTE: 'Pry this shortcut for inserting a hard space: Press F1 (More), and 
then press the Spacebar . 
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The h a r d s p a c e c h a r a c t e r d o e s not a p p e a r on the s c r e e n un less the Visible 
Spaces f ie ld is set to Yes in the Visible Mode m e n u . See "Using S c r e e n 
Disp lay O p t i o n s : Vis ible M o d e , " later in this c h a p t e r , fo r deta i ls a b o u t 
using visible m o d e . 

Overtyping a Character 

S o m e t i m e s you want to type o n e c h a r a c t e r over a n o t h e r . T h e required 
backspace character i n s t ruc t s the p r in t e r to back u p o n e c h a r a c t e r b e f o r e 
it p r in t ing the next c h a r a c t e r . W h e n you inser t t h e r e q u i r e d b a c k s p a c e 
c h a r a c t e r b e t w e e n two c h a r a c t e r s , the s econd c h a r a c t e r p r in t s ove r the 
f irst c h a r a c t e r . 

T o inser t a r e q u i r e d b a c k s p a c e : 

1. M o v e the c u r s o r b e t w e e n the two c h a r a c t e r s and p ress F3 (S C h a r ) 
to d isp lay the Special Characters m e n u . 

2. M o v e the c u r s o r to Required Backspace and p r e s s Enter. 

T h e r e q u i r e d b a c k s p a c e c h a r a c t e r is i n s e r t e d ; when the text is p r i n t e d , the 
c h a r a c t e r fo l lowing the r e q u i r e d b a c k s p a c e will p r in t over the c h a r a c t e r 
p r e c e d i n g the r e q u i r e d b a c k s p a c e . 

NOTE: Try this shortcut to insert a required backspace: Press F1 (More), 
and then press B a c k s p a c e 

T h e r e q u i r e d b a c k s p a c e c h a r a c t e r d o e s not a p p e a r on the sc reen un less 
t he Visible Spaces f ield is set to Yes in the Visible Mode m e n u . See "Using 
S c r e e n Disp lay O p t i o n s : Vis ib le M o d e , " la ter in this c h a p t e r fo r detai ls 
a b o u t using visible m o d e . 
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Using Screen Display Options: Visible Mode 

Visible m o d e set t ings d e t e r m i n e 

• if f o r m a t c h a r a c t e r s a p p e a r on the sc reen 

• h o w c o m m e n t text a p p e a r s on the sc reen 

• h o w inse r t ed text a p p e a r s o n the s c r e e n 

Format characters a r e the c h a r a c t e r s tha t i nd ica t e f o r m a t t i n g c o m m a n d s 
(like i n d e n t a n d h y p h e n a t e ) a n d ce r t a in keys ( such as Return and Tab) . 

Y o u use the Visible Mode f o r m to c h a n g e visible m o d e se t t ings . T o 
display a n d c h a n g e the f o r m : 

1. P r e s s C o m m a n d to display the Commands m e n u . 

2. M o v e the c u r s o r to Visible Mode and p r e s s Enter to d isplay the 
Visible Mode f o r m . 

• U I K I W t Mlllll-

Show Format Characters B7T1 
V i s i b l e Spaces Mo 
Comments Display Mornal I n t e n s i t y 
Inser ted Text Display Boldfaced 

432 4 - 4 

3. T o c h a n g e a set t ing, m o v e the c u r s o r to the a p p r o p r i a t e f ield and 
select the des i r ed se t t ing. 

4. W h e n you c h a n g e all the f o r m f ie lds you wan t to c h a n g e , p re s s Enter 
to a c c e p t the new7 visible m o d e se t t ings . 
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NOTE: Try this shortcut to display the Vis ible M o d e form: Press F1 
(More), and then type v. 

Raeh f ie ld in the Visible Mode f o r m c o n t r o l s a d i f f e r e n t a spec t of the 
sc reen display f o r m a t , as fo l lows: 

Show F o r m a t C h a r a c t e r s D e t e r m i n e s if f o r m a t c h a r a c t e r s f o r t h e fol-
lowing c o m m a n d s a re d i sp layed on the 
s c r e e n : c e n t e r , i n d e n t , r e t u r n , t a b , hang ing 
i n d e n t , begin a n d e n d pag ina t i on , a n d page 
n u m b e r . 

Visible s p a c e s 

C o m m e n t s 

I n s e r t e d text 

D e t e r m i n e s if f o r m a t c h a r a c t e r s f o r t h e fol-
lowing a re d i sp layed on the s c r e e n : op t iona l 
h y p h e n , h a r d h y p h e n , h a r d s p a c e , and 
r e q u i r e d b a c k s p a c e . 

D e t e r m i n e s h o w c o m m e n t text is d i sp layed 
on t h e s c r e e n . C o m m e n t text can b e 
d i sp layed in n o r m a l in tens i ty , ha l f -br ight 
in tens i ty , o r no t d i sp layed at all. 

D e t e r m i n e s h o w in se r t ed text is d i sp layed 
on the s c r e e n . I n s e r t e d text can be 
d i sp layed in n o r m a l in tens i ty , b o l d f a c e d , or 
u n d e r l i n e d . 
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Using Character Attributes 

A character attribute is a cha rac t e r i s t i c ass igned to a g r o u p of c h a r a c t e r s 
to e m p h a s i z e or d e - e m p h a s i z e that text when the d o c u m e n t is p r i n t e d . 
F o r i n s t a n c e , b o l d f a c e is a c h a r a c t e r a t t r ibu te that ins t ruc t s the p r in t e r to 
pr in t b o l d tex t ; t he c o m m e n t text a t t r ibu te can ins t ruc t t he p r in t e r to pr in t 
or no t p r in t the text . 

Y o u can assign any of t he fo l lowing c h a r a c t e r a t t r i bu t e s to exist ing text o r , 
as you type , to i n se r t ed text : 

Bo ld 

U n d e r s c o r e 

W o r d u n d e r s c o r e 

D o u b l e u n d e r s c o r e 

S u p e r s c r i p t 

S u b s c r i p t 

M a r k de l e t ed 

M a r k i n se r t ed 

C o m m e n t text 

I n s t r u c t s t he p r i n t e r to p r in t text d a r k e r 
t h a n regular text , like this. 

I n s t r u c t s t he p r in t e r to u n d e r l i n e text , 
inc luding spaces , like this. 

In s t ruc t s the p r in t e r to u n d e r l i n e w o r d s 
only , no t spaces a n d p u n c t u a t i o n , like this. 

In s t ruc t s the p r i n t e r to d o u b l e u n d e r l i n e 
text , l ike th is . 

I n s t r u c t s t he f j r j r i te^ . to p r in t text slightly 
a b o v e the l ine, 

Ins t ruc t s p r in t e r to p r in t text slightly below7 

t h e l i n e ' l ike th is ' 

I n s t r u c t s t he p r in t e r to p r in t a line t h rough 

In s t ruc t s the p r in t e r to p r in t text as 
spec i f i ed in the Inserted Text f ield in the 
Page Format f o r m . R e f e r to "Mark ing 
I n s e r t e d Tex t , " la ter in this c h a p t e r , fo r 
deta i ls . 

I n s t ruc t s the p r in t e r to pr int text as 
spec i f i ed in the Print Comments field in the 
Page Format f o r m . R e f e r to "Marking 
C o m m e n t Tex t , " later in this c h a p t e r , for 
deta i ls . 
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F o o t n o t e M a r k s text as f o o t n o t e text , to be r ep laced 
with a f o o t n o t e n u m b e r and m o v e d to the 
b o t t o m of the page or d o c u m e n t , as 
specif ied in the Document Review f o r m . 

NOTl-l: Not all printers recognize and use all the character attributes. 
Check your printer manual to find out about capabilities of your printer. 

Assigning Attr ibutes to Existing Text 

Y o u can assign o n e or m o r e a t t r ibutes to existing text . E a c h a t t r ibu te is 
added to any a t t r ibutes a l ready assigned to the text. 

Y o u can use shor tcu t s , func t ion key labels , or the Text Formatting m e n u 
to assign cha rac t e r a t t r ibutes to existing text. T h e shor t cu t s and the 
func t ion key labels p rov ide quick ways to assign a t t r ibu tes , but the m e n u 
prov ides a he lpfu l list of the a t t r ibutes . 

NOTE: The Comment Text attribute is not available from the Text 
Fo rma t t i ng menu. Use the shortcut or the function key label to mark 
comment text. 

T o use the Text Formatting m e n u : 

1. M o v e the cursor to the beginning of the text to which you want to 
assign a t t r ibutes , and press F6 (Tx Fmt) to display the Text 
Formatting m e n u . 
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2. M o v e the cursor to the a t t r ibute you want to assign. T o assign m o r e 
than one a t t r ibu te , m o v e the cursor to each desi red a t t r ibute and 
p ress Mark. A n as ter isk (*) appea r s next to each selected a t t r ibu te . 

H P Text Fonatt in 

•Bold 
Underscore 
Word Underscore 
Hark Deleted 
Superscr ip t 
Subscr ip t 

•Double underscore 
Hark Inser ted 
Footnote 
A t t r i b u t e s Of f 

Bo ld and Doub le 
U n d e r s c o r e S e l e c t e d 

4 3 2 . 4 - 5 

3. Press Enter. 

4. M o v e the cursor to the end of the text to which you want to assign 
the a t t r ibu tes , and p ress Enter. 

T h e a t t r ibute(s) is assigned to the selected text. 

T o use the func t ion key labels or a shor tcu t to assign cha rac te r a t t r ibu tes , 
as fol lows: 

1. Move the cursor to the beginning of the text to which you want the 
a t t r ibute ass igned, and p ress Mark. 

Y o u see the initial set of cha rac te r a t t r ibute func t ion key labels . If 
you do not see the a t t r ibute you want to use, p ress F1 (More ) to see 
the next set of cha rac t e r a t t r ibu te func t ion key labels . 

In i t ia l C h a r a c t e r A t t r i b u t e Func t i on Key Labe ls 

mmmi m a n n u a l 

S e c o n d a r y C h a r a c t e r A t t r i b u t e Func t i on Key Labe ls 

KEYS SUPER SUB 
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NOTE: The F6 (B Under) key assigns boldface and underscore; the F8 (B 
D Und) key assigns boldface and double underscore. 

2. M o v e the c u r s o r to the e n d of the text to which you want to assign 
a t t r i bu t e s , and p r e s s Fnter. 

3. P re s s the f u n c t i o n key c o r r e s p o n d i n g to the c h a r a c t e r a t t r ibu te you 
wan t to ass ign. 

or 

P re s s F1 ( M o r e ) , and then type the c h a r a c t e r f o r the a t t r i bu te ' s 
s h o r t c u t f r o m the fo l lowing list: 

b b o l d f a c e 

u u n d e r s c o r e 

d d o u b l e u n d e r s c o r e 

w wo rd -on ly u n d e r s c o r e 

s m a r k de l e t ed ( s t r i ke th rough) 

U p s upe r sc r i p t 

D o w n subscript 

c c o m m e n t text 

i m a r k inse r t ed 

NOTE.: Refer to "Creating Footnotes," in Chapter 5, "Formatting 
Document Pages," for information about how to use the shortcut method to 
mark footnote text. 
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Removing Attr ibutes From Existing Text 

W h e n you r e m o v e a cha rac t e r a t t r ibute f r o m existing text , vou mus t 
r e m o v e all cha rac t e r a t t r ibutes a t t ached to that text. You can use a 
shor tcu t , the func t i on key label , or the Text Formatting m e n u to r e m o v e 
cha rac t e r a t t r ibu tes . 

T o use the Text Formatting m e n u to r emove a t t r ibutes : 

1. M o v e the cu r so r to the beginning of the text f r o m which you want the 
a t t r ibute r e m o v e d , and press F6 (Tx F m t ) to display the Text 
Formatting m e n u . 

2. M o v e the cu r so r to Attributes Off and press Enter. 

3. M o v e the cursor to the end of the text f r o m which you want 
a t t r ibu tes r e m o v e d , and press Enter. 

All a t t r ibu tes a re r e m o v e d and your text r e tu rns to n o r m a l . 

NOTE: Try this shortcut for removing attributes: Mark the beginning and 
end of the text, press F1 (More), and then type e. 

Assigning Attr ibutes as You Insert Text 

You can assign o n e or m o r e cha rac te r a t t r ibutes to text as you type. 
W h e t h e r you type in insert or over type m o d e , the selected a t t r ibutes are 
assigned as you type, until you press Return. Pressing Return r e tu rns to 
no rma l text m o d e . 

Y o u can use shor t cu t s of the Insert Formatting c o m m a n d to assign 
cha rac t e r a t t r ibu tes as vou type. The shor tcuts p rovide quick ways to 
assign a t t r ibu tes , but the Insert Formatting c o m m a n d uses the 'Text 
Formatting m e n u , which provides a helpful list of the a t t r ibutes . Not all 
a t t r ibutes are avai lable with each m e t h o d . 
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NOTE: The Comment Text attribute is not available from the Tex t 
F o r m a t t i n g menu. Use the shortcut to mark comment text. 

T o use the Text Formatting m e n u : 

1. M o v e the c u r s o r to the loca t ion w h e r e you want to inser t the 
f o r m a t t e d text , and p r e s s C o m m a n d t o display the Commands m e n u . 

2. M o v e the c u r s o r to Insert formatting a n d p re s s Enter to display the 
Text Formatting m e n u . 

3. M o v e the c u r s o r to the de s i r ed a t t r i bu te . T o assign m o r e than o n e 
a t t r i bu t e , m o v e the cu r so r to each and p r e s s Mark. A n as ter i sk (*) 
a p p e a r s next to each se lec ted a t t r i bu te . 

"Bold 
Underscore 
Word Underscore 
Mark Deleted 
Superscr ip t 
Subscr ip t 

Bo ld and Doub le 
Unde rsco re S e l e c t e d 

Mark Inser ted 
Footnote 
A t t r i b u t e s Of f 

4 3 2 . 4 - 7 

4. P ress Enter a n d t h e n type t h e tex t . 

T h e a t t r ibu te ( s ) is ass igned to text as you type it. 
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T o use the shor tcut to assign charac te r a t t r ibutes as you type: 

1. Move the cursor to the locat ion where you want to type the text with 
a t t r ibutes . 

2. Press F1 (More) and type the cha rac te r for the a t t r ibu te ' s shor tcu t , 
f rom the following list: 

B bo ld face 

U unde r sco re 

D double unde r sco re 

W word-only u n d e r s c o r e 

s mark dele ted (s t r ike through) 

c c o m m e n t text 

I mark inser ted 

F f o o t n o t e text 

NOTE: The subscript and superscript do not have shortcuts for use when 
inserting text. Use the Insert Formatting command, described earlier in 
this chapter, to assign the subscript and superscript attributes to text as you 
type. 

Ending Insert Formatting Mode 

Press Return any t ime to end the Insert Formatting c o m m a n d and re tu rn 
to normal text m o d e . 

NOTE: If you do not want to move the cursor, instead of pressing Return, 
try this shortcut for ending Insert Formatting command (to return to 
normal text mode): Press F1 (More), and then type e 
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Marking Comment Text 

S o m e t i m e s you inser t c o m m e n t s in to the text of a d o c u m e n t , bu t you may 
no t want to display o r print the c o m m e n t s . S o m e t i m e s you might want to 
display a n d pr in t c o m m e n t s , bu t e m p h a s i z e t h e m as c o m m e n t s r a t h e r t han 
par t of the d o c u m e n t text . A t o t h e r t imes you might want to display and 
pr in t c o m m e n t s as regular text . 

W G S / W o r d P r o c e s s o r p rov ide s a wav fo r you to m a r k text as c o m m e n t s . 
O n c e m a r k e d as c o m m e n t s , text is displayed as spec i f i ed in the Visible 
Mode f o r m and p r in t ed a c c o r d i n g to the Page Format f o r m . F o r deta i ls , 
see "Using S c r e e n Display O p t i o n s : Visible M o d e , " ear l ie r in this 
c h a p t e r , a n d " F o r m a t t i n g C o m m e n t s and I n s e r t e d Tex t , " in C h a p t e r 5, 
"Fo rma t t i ng D o c u m e n t Pages." 

T o m a r k existing text as c o m m e n t s : 

1. M o v e the cu r so r to the beginning of the c o m m e n t text . 

2. P re s s F1 ( M o r e ) , a n d then type lowercase c 

3. M o v e the cu r so r to the end of the c o m m e n t text , and t h e n p re s s 
Enter. 

T o m a r k text as c o m m e n t s as you insert it: 

1. M o v e the cu r so r to the loca t ion w h e r e you want to inser t the 
c o m m e n t text . 

2. Press F1 ( M o r e ) , and then type u p p e r c a s e C 

A s you type, the text is m a r k e d as c o m m e n t s . Press Return to r e t u r n 
to n o r m a l text m o d e . 
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Marking Inserted Text 

W C i S / W o r d P r o c e s s o r p rov ide s a way f o r you to m a r k inse r ted text . 
In se r t ed text can be displayed and p r in t ed with d i f f e r en t a t t r ibu tes to he lp 
k e e p t rack of edi ts and u p d a t e s to a d o c u m e n t . 

O n c e text is m a r k e d inse r t ed , it is d isp layed a c c o r d i n g to the Visible Mode 
f o r m and p r in t ed accord ing to the Page Format f o r m . F o r de ta i l s , see 
"Using Screen Display O p t i o n s : Visible M o d e . " ear l ie r in this c h a p t e r , 
and "Format t ing C o m m e n t s and Inse r t ed Text" in C h a p t e r 5. 

NOTE: You can mark any text as inserted. Do not confuse text that is 
marked inserted with text that you insert (when the word processor is in 
insert mode, as opposed to overtype mode). 

T o mark existing text as inse r t ed text: 

1. M o v e the cu r so r to the beg inn ing of the text and p re s s Mark. 

2. Move the cu r so r to the end of the text and p r e s s Fnter. 

3. Press F1 ( M o r e ) , and then type i 

T o m a r k text inse r t ed as you type it: 

1. M o v e the c u r s o r to the loct ion w h e r e you want to type the inse r ted 
text . 

2. I ' ress F1 ( M o r e ) , and then type i 

A s you type, the text is m a r k e d as inse r t ed . Press Return to re turn 
to n o r m a l text m o d e . 
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5 
Formatting Document Pages 

T h i s c h a p t e r d e s c r i b e s how to f o r m a t pages in a d o c u m e n t . F o r m a t t i n g 
pages inc ludes set t ing p a p e r he igh t , set t ing t o p and b o t t o m marg ins and 
lef t marg in o f f s e t , set t ing the ho r i zon ta l spac ing (p i t ch) , n u m b e r i n g pages , 
c rea t ing h e a d e r s a n d f o o t e r s , c rea t ing f o o t n o t e s , and so on . 

T h e Review c o m m a n d , w h i c h se ts u p t h e ac tua l layout of a d o c u m e n t , is 
d e s c r i b e d in C h a p t e r 7, "Reviewing and Pr in t ing a D o c u m e n t . " 

Setting Page Format 

Page f o r m a t c o n t r o l s h o w a p a g e of text is p r i n t e d . W h e n you o p e n a new 
d o c u m e n t , it uses the s t a n d a r d page f o r m a t , d e f i n e d in the W G S / W P 
P r e f e r e n c e s . You can c h a n g e t h e page f o r m a t fo r an en t i r e d o c u m e n t or 
f o r ce r t a in pages . If you c h a n g e page f o r m a t , the new f o r m a t stays in 
e f f ec t unti l you c h a n g e it again . 

F o r i n f o r m a t i o n a b o u t c rea t ing a c u s t o m page f o r m a t fo r all new 
d o c u m e n t s , r e f e r to C h a p t e r 6, "Cus tomiz ing D o c u m e n t S t a n d a r d s . " 

T o view or change page f o r m a t : 

f . M o v e the c u r s o r in to the f o r m a t line of t he page w h e r e you wan t to 
begin the new page f o r m a t . 

T o c h a n g e t h e page f o r m a t for t h e en t i re d o c u m e n t , m o v e the 
c u r s o r to the p r i m a r y f o r m a t l ine. 

T o c h a n g e the page f o r m a t for a spec i f ic page , m o v e the c u r s o r to 
the f o r m a t ru ler at the t op of that page . 

2. Press F5 (Pg F o r m ) to d isplay the Page F o r m a t f o r m . 
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Paper Height 
Le f t Margin Of fse t 8 
Top Margin 6 
Bottom Margin 6 
Hor izon ta l Spacing 10-Pi tch 
S ta r t Page Mumbering at 1 
P r i n t Comments Do Mot P r i n t 
Inser ted Text P r i n t as hormal 

3. M o v e the c u r s o r to the set t ing you vant to c h a n g e and type or select 
the des i red f o r m a t set t ing. 

4. Press Enter. 

W h e n you r e tu rn to the d o c u m e n t , a page f o r m a t line a p p e a r s a b o v e the 
f o r m a t l ine. T h e page format line shows the cu r r en t page f o r m a t se t t ings , 
as fol lows: 

- I - l , H=66, T=6, 8=6, L=0, P-13 
L l r — t 1 1 1 1 + 5 i 6— R 8 -

o f t e n t h i n k i n g o f t he f o l l o w i n g e x c e r p t , f r o s the d i a r y 
•o f flllar Dyce Murray ( 1 8 9 3 ! : 

1 = 1 shows the s tar t ing (initial) page n u m b e r 

H = 66 shows the page height in l ines 

T = 6 shows the c u r r e n t t op marg in set t ings 

B = 6 shows the cu r r en t b o t t o m .•.••„iruin set t ing 

E = 0 shows the cu r ren t left marg in of fse t {the n u m b e r of c o l u m n s 
b e t w e e n the left p a p e r margin and the left text marg in ) 

P = 1 0 shows the cu r ren t p i tch (hor izon ta l spacing of text on each 
l ine, in c h a r a c t e r s pe r inch) set t ing 
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NOTE: If you never press F5 (Pg Form), the page format line does not 
appear on the screen, although the initial settings are in effect. 

Removing a Page Format Line 

W h e n you r e m o v e a page f o r m a t l ine, the set t ings f r o m t h e p rev ious page 
f o r m a t l ine t ake e f f ec t . If no p rev ious page f o r m a t l ine exists , the initial 
page f o r m a t set t ings a re in e f f e c t . 

T o r e m o v e a page f o r m a t l ine: 

1. M o v e t h e c u r s o r to the page f o r m a t l ine. 

2. P r e s s Shift -Delete Character . 

T h e p a g e f o r m a t l ine is d e l e t e d . 

Formatting Comments and Inserted Text 

If you h a v e m a r k e d text as c o m m e n t s o r i n se r t ed text , you can spec i fy 
h o w you w a n t that text p r i n t e d : 

• Y o u c a n pr in t c o m m e n t text as u n d e r l i n e d , with a s t r i ke th rough l ine , 
as regular text , or no t at all. 

• Y o u can pr in t inse r t ed text as b o l d f a c e d , u n d e r l i n e d , o r as regular 
tex t . 

NOTE: Do not confuse the inserted text described here with regular text 
that you insert (in insert mode). The inserted text described here is text that 
you have marked inserted to distinguish it from regular text. Refer to 
Chapter 4, "Formatting Text," for details about marking inserted text. 
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To fo rma t c o m m e n t text and inser ted text for printing: 

1. Move the cursor into the pr imary fo rmat line at the beginning of the 
d o c u m e n t . 

2. Press F5 (Pg F o r m ) to display the Page Format f o r m . 

3. Move the cursor to the Print Comments or Inserted Text f ie ld . 

4. Select the m e t h o d of pr int ing and press Enter. 

W h e n you print the d o c u m e n t , the c o m m e n t s and inser ted text pr int 
as specif ied. 

Keeping Text Together on a Page 

Somet imes you want to be sure that a block of text stays toge ther on a 
page. You can use the begin and end paginat ion b lock cha rac t e r s to mark 
text that must stay together on a page. 

T o ensure that a b lock of text stays together on a page: 

1. Move the cursor to the beginning of the text that you want to k e e p 
together on a page. 

2. Press F3 (S C h a r ) to display the Special Characters m e n u . 

N P Special Characters 

Hard Space 
Hard Hyphen 
Opt ional Hyphen 
Page Muaber 
Required Backspace 
Begin F ie ld Mane 
End F ie ld Ma«e 
End Record 
Begin Paginat ion Block 
End Paginat ion Block 
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3. M o v e the c u r s o r to Begin Pagination Block and p ress Enter. 

If the visible m o d e is set to show f o r m a t c h a r a c t e r s , the begin 
pag ina t ion b lock c h a r a c t e r is d i sp layed in f r o n t of the text . 

4. M o v e the cu r so r to the e n d of t he text . 

5. P re s s F3 (S C h a r ) to display the Special Characters m e n u again. 

6. M o v e the c u r s o r to End Pagination Block and p re s s Enter. 

If t he visible m o d e is set to show f o r m a t c h a r a c t e r s , the end 
pag ina t ion b lock c h a r a c t e r is d isp layed at the end of the text . 

W h e n you pr in t the d o c u m e n t , the text b e t w e e n the pagina t ion b lock 
c h a r a c t e r s stays toge the r on a page . 

Setting Page Breaks 

A page b r eak ins t ruc t s the p r in t e r to end o n e page and start a n o t h e r page . 
T h e r e a re two k i n d s of page b r e a k s : sof t page b r e a k s and h a r d page 
b r e a k s . 

• A soft page break is a t e m p o r a r y page b reak that can be r e m o v e d or 
a d j u s t e d dur ing a d o c u m e n t review. 

• A hard page break is a p e r m a n e n t page b r e a k that is not r e m o v e d or 
a d j u s t e d dur ing a d o c u m e n t review. 

NOTE',: The Review command prepares document layout for printing: it 
paginates a document, adds headers, footers, and footnotes, checks 
hyphenation and other layout details. Eor more information, see Chapter 
7, "Reviewing and !'r iming a Document. 

W h e n you set a pa<:e b r e a k , a page b reak line a p p e a r s to indica te the start 
of a new page. A fo rmat ruler line a p p e a r s immedia te ly below the page 
b r eak line. 
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L l r — t 1 1 1 4 5 + R H 7 + 8 + 9-
Dear J. Smith, 

Do you s t i l l res ide at 25 H Lane, flptos, Cfl 
and answer the phone at (555)555-1212? 

I am hoping to contact you. 

S incere ly , 

B. Jones 

L l r — t 1 1 1 4 H 5 h R -i 7 + 
Dear J. Sprat , 

Do you s t i l l res ide a t 1234 Pumpkin Lane, 
Nowhere and answer the phone at (123)123-

Line 

T M « r i . B M E » g i T i T ! i E M I I I H H H 
4J2 5 - 4 

To set a sof t page b r e a k : 

1. Move the c u r s o r to the line w h e r e you want to start a new page , and 
p ress F1 ( M o r e ) . 

2. Press F4 (Sof t Pg). 

A s ingle-dot ted line ( ) m a r k s the page b r eak 

T o set a h a r d page b r e a k : 

1. Move the c u r s o r to the l ine w h e r e you want to s tar t a new page , and 
p ress F1 ( M o r e ) . 

2. Press F5 ( H a r d Pg). 

A d o u b l e - d o t t e d line ( = = = = = = = ) m a r k s the page b r e a k . 

Page 
Break 
Line 

I 
Lorrnat 
Ruler 
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Removing Page Breaks 

T o r e m o v e a sof t or h a r d page b r e a k : 

1. M o v e the cu r so r o n t o the s ingle-dot ted or d o u b l e - d o t t e d line that 
ind ica tes a page b r e a k . 

2. P ress Shift -Delete Character . 

T h e page b r e a k is de l e t ed and the pages a b o v e and be low the de le ted page 
b r e a k a re j o ined as o n e page . 

Creating Footnotes 

W G S / W o r d P r o c e s s o r m a k e s it easy fo r you to c r e a t e f o o t n o t e s in a 
d o c u m e n t . Y o u do not n e e d to k e e p t r ack of f o o t n o t e n u m b e r s , and you 
do not n e e d to k n o w how to f o r m a t f o o t n o t e s at the b o t t o m of the page or 
d o c u m e n t . I n s t e a d , you use the F o o t n o t e c o m m a n d to m a r k the text as a 
f o o t n o t e . 

W h e n you review the d o c u m e n t , t he Review c o m m a n d r ep laces the 
f o o t n o t e text with a c o n s e c u t i v e f o o t n o t e n u m b e r a n d m o v e s the text to 
the b o t t o m of the page o r d o c u m e n t . T h e Review c o m m a n d is de sc r ibed 
u n d e r "Set t ing U p D o c u m e n t L a y o u t : Rev iew," in C h a p t e r 7, "Reviewing 
a n d Pr in t ing a D o c u m e n t . " 
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Foo tno te 
Number 

i: t.:: 

Foo tno te 

S 3 2 . 5 - 5 

T o m a r k f o o t n o t e text : 

1. M o v e the cu r so r to the beg inn ing of the f o o t n o t e text and p ress 
M a r k . 

2. M o v e the cu r so r to the end of the f o o t n o t e text and p ress Enter. 

3. M o v e the c u r s o r down o n e l ine. T h e do t t ed line is h ighl ighted . Press 
Enter. 

4. M o v e the cu r so r to Footnote a n d p re s s Enter. 

The text is m a r k e d as f o o t n o t e text and is f o r m a t t e d as a f o o t n o t e when 
the d o c u m e n t is r ev iewed . 
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NOTE: Try this shortcut for creating a footnote: Move the cursor to the 
beginning of the footnote text, press F1 (More), type f; then move the cursor 
to the end of the footnote text and press Enter. 

Deleting Footnotes 

Y o u can de le te a f o o t n o t e b e f o r e o r a f t e r you review the d o c u m e n t to 
f o r m a t the f o o t n o t e . 

T o de le t e a f o o t n o t e b e f o r e you review the d o c u m e n t : 

1. M o v e the c u r s o r to the f irst c h a r a c t e r of the f o o t n o t e text a n d p re s s 
B a c k s p a c e . 

A c o n f i r m w i n d o w a p p e a r s to e n s u r e that you want to de l e t e the 
f o o t n o t e . If you d o not wan t to de le te the f o o t n o t e , select No, a n d 
then p ress Enter to r e tu rn to the d o c u m e n t . 

2. T o de le te the f o o t n o t e , select Yes, and t h e n p r e s s Enter. 

T h e f o o t n o t e text is n o longer m a r k e d as a f o o t n o t e ; it is regular text . 

T o de le te a f o r m a t t e d f o o t n o t e a f t e r you review the d o c u m e n t : 

1. M o v e the cu r so r to the f o o t n o t e n u m b e r and p r e s s Delete . 

A c o n f i r m w i n d o w a p p e a r s to ensu re that you wan t to de le te t he 
f o o t n o t e . If you d o not wan t to de le te t he f o o t n o t e , select No and 
p r e s s Enter to r e t u r n to the d o c u m e n t . 

2. T o de le te the f o o t n o t e , select Yes and p re s s Enter. 

T h e f o o t n o t e n u m b e r and text is de l e t ed . 

3. Rev iew the d o c u m e n t again . (See C h a p t e r 7, "Reviewing a n d 
Pr in t ing a D o c u m e n t , " fo r de ta i l s . ) 

A n y r e m a i n i n g f o o t n o t e n u m b e r s a re r e o r d e r e d . 
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Using Headers and Footers 

A h e a d e r cons i s t s of one or m o r e lines of text that pr in t at the t op of the 
pages of your d o c u m e n t . A f o o t e r cons i s t s of o n e or m o r e l ines of text 
that pr int at the b o t t o m of the pages of your d o c u m e n t . 

NOTE: Once you create headers and footers, use the Review command to 
insert them at the top and bottom of the appropriate pages in a document. 
For information about the Review command, see "Setting Up Document 
Layout: Review." in Chapter 7. 
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T h e r e are four types of heade r s and foo te r s : 

Regular Prints at the top or b o t t o m of every page in a 
d o c u m e n t . 

First-page Pr ints at the top or b o t t o m of the first page in a 
d o c u m e n t . 

Even-page Pr ints at the top or b o t t o m of all even-numbered 
pages in the d o c u m e n t . 

Odd-page Pr ints at the top or b o t t o m of all o d d - n u m b e r e d 
pages in the d o c u m e n t . 

O n e d o c u m e n t can have several types of heade r s and foo te r s . Fo r 
example , a d o c u m e n t might have one header for the f irst page, ano the r 
heade r fo r all even pages , and ano the r for all odd pages . O r , if a 
d o c u m e n t is divided into sect ions or chap te r s , the first chap te r can have a 
d i f f e ren t h e a d e r than the second chap te r . 

H e a d e r s and f o o t e r s fol low this priori ty: 

First F i rs t -page heade r s 

Second Even-page and odd-page heade r s 

Third Regular heade r s for all pages 

K e e p in mind the pr ior i t ies of the heade r s as you c rea te t h e m . If a 
d o c u m e n t has a f i rs t -page h e a d e r , the first page uses that heade r instead 
of an even or odd h e a d e r . If a d o c u m e n t has a f irst-page heade r and a 
h e a d e r for all pages , the heade r for all pages starts on the second page. 
A l s o , if a d o c u m e n t has a regular heade r for all pages , and an even or 
odd h e a d e r , the even or odd heade r is used instead of the regular heade r . 

The Header /Footer Window 

W h e n you c rea te a h e a d e r or foo te r , you see a h e a d e r / f o o t e r window, 
which consis ts of six b lank lines, for your header or foo t e r text . It is a 
good idea to leave at least one line blank at the top: this way the header 
doesn ' t pr int too close to the top of the page, and the foo t e r doesn ' t print 
too close to the last line of text on the page. 
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All format t ing c o m m a n d s arc available f r o m within the heade r and foo te r 
windows. 

L l r - t 1 1 1 1 1 + 5 - -7 R-

. Meatier 

Press AD t o r e t u r n t o document 

•;[H:f>tiMMIHJJ«H!l IliliHifliHiHiJUMUIillkMi!:! 

Creating and Editing a Header or Footer 

T o crea te or edit a heade r or foo te r : 

1. If you are creat ing a new heade r or foo te r , move the cursor to the 
beginning of the d o c u m e n t . 

If you are editing a h e a d e r or f oo t e r , move the cursor into the 
app rop r i a t e heade r or foo t e r line and then skip to Step 3. 

o Press F2 ( G o To) to display the Heade r and Foo t e r func t ion key 
labels . 

432.5-

3. Press the app rop r i a t e func t ion key for the type of heade r or foo te r 
you want to c rea te or edit . 

'Pile heade r or footer line appea r s in your d o c u m e n t , and then the 
heade r or foo te r window appea r s . 
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4. Type the h e a d e r o r f o o t e r text a n d p r e s s Exi t . 

T h e w i n d o w is r e m o v e d f r o m the s c r e e n . 

5. M o v e the c u r s o r off the h e a d e r or f o o t e r f o r m a t l ine. 

W h e n the d o c u m e n t is r ev iewed , t h e h e a d e r s a n d f o o t e r s a re 
f o r m a t t e d at t he t op a n d b o t t o m of the d o c u m e n t , respec t ive ly . 

Header -g in California 

I 1 r often thinking of the following excerpt, from the d.ary 
of A11 ar Murray '1393 ): 

9th July A visit to a fruit ranch 
I r. the a i t err.c:r. went up to the v: r.eyard ana 
orchard . Four. J 3 cherry tree covered with f ru 11 
and decided we rust make jam. Apples and snail 
pcars ripe. ;>r.d rany on the ground, which is so 
not they rerr.er.t almost immediately.... Supper 
air cut <} , an:: tr.on we went tc cal 1 on the 
neighbors. . . . The old lady refreshed us from a 
rrystal d:sr. full cf apricots and peaches. . . . 
They were deliriously sweet, and as we left she 
q.ive us a wonder i ul bunch of sweet peas and 
ca mat. ens . It seemed extraordinary that we were 
in C a lifer r. ;a 

Foote r 

4 3 2 . 5 - 6 
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Creating a Special Header or Footer 

You can crea te a special heade r or foo t e r to appea r at the top or b o t t o m 
of a single page in the middle of a d o c u m e n t . 

When you crea te a special h e a d e r or f o o t e r , you mus t fol low it with a 
header or f oo t e r , respect ively, on the next page. If you don ' t want a 
header or foo t e r to appear on any o the r page in the d o c u m e n t , you mus t 
create an empty heade r or foo t e r page. 

To crea te a special heade r or f o o t e r : 

1. Move the cursor to the top of the page where you want to use the 
special heade r or f oo t e r . 

2. Crea te the heade r or f o o t e r , as descr ibed in the p r o c e d u r e given 
above . 

3. Move the cursor to the beginning of the next page in the d o c u m e n t . 

4. Depend ing on whe the r you c rea ted a special heade r or a special 
f oo t e r on the prev ious page , c rea te a heade r or foo t e r fo r the 
remaining pages in the d o c u m e n t . 

Even if you do not want to use a heade r or foo t e r th roughou t the 
rest of the d o c u m e n t , c rea te an empty heade r or f o o t e r to r ep lace 
the special heade r or f o o t e r c rea t ed on the prev ious page . 

A f t e r the d o c u m e n t is rev iewed, the special heade r or foo t e r will 
appear on the speci f ied page only. 

4 — 14 \ V ( ! S / W o r d Processor User's Guide 



Removing a Header or Footer 

Y o u can r emove a heade r or f o o t e r f r o m the d o c u m e n t b e f o r e or a f te r 
you review the d o c u m e n t . Be sure to review the d o c u m e n t after you 
r e m o v e the heade r or foo te r . 

T o remove a heade r or foo te r : 

1. Move the cursor on to the h e a d e r or foo t e r l ine. 

2. Press the func t ion key to display the des i red heade r or foo te r 
window. 

3. Press Delete. 

Y o u are p r o m p t e d to select the text you want to de le te . 

4. Move the cursor to highlight all text in the heade r or foo t e r window, 
and press En t e r . 

5. Press Exit to leave the heade r or foo t e r window. 

6. Move the cursor off the heade r or foo te r line. 

T h e ident i f ier for the dele ted h e a d e r / f o o t e r type ( I I D R , F H D , O H D , 
E H D , F T R , F I T , O F T , E F T ) is de le ted f r o m the heade r l ine. 
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Adding Automatic Page Numbering 

You can add an au toma t i c page n u m b e r i n g c h a r a c t e r to any h e a d e r or 
l o o t e r , or anywhere in a d o c u m e n t . T h e a u t o m a t i c page n u m b e r i n g 
c h a r a c t e r ins t ruc ts the p r in te r to print a consecu t ive n u m b e r in p lace of 
the c h a r a c t e r . 

T o add an au toma t i c page n u m b e r : 

1. Move the cu r so r to the loca t ion w h e r e you want a page n u m b e r 
p r in t ed and p re s s F3 (S C h a r ) to display the Special Characters m e n u . 

r C n B B B l I S B E n S S a -

ffiETSTIIESM^M 
Hard Space 
Hard Hyphen 
Opt iona l Hyphen 
Page Munber 
Required Backspace 
Begin F ie ld haae 
End F ie ld ha«e 
End Record 
Begin Paginat ion Block 
End Paginat ion Block 

2. M o v e the cu r so r to Page Number and p r e s s E n t e r . 

If the Visible Mode f o r m is set to show f o r m a t c h a r a c t e r s , the # c h a r a c t e r 
a p p e a r s w h e r e the page n u m b e r should p r in t . W h e n you pr in t t he 
d o c u m e n t , the # c h a r a c t e r is r ep l aced with the c o r r e c t page n u m b e r . 

NOTE: 'Try' this shortcut to insert a page number: press F1 (More), and 
then type # 
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6 
Customizing Document Standards 

T h i s c h a p t e r shows you how to use W G S / W o r d P r o c e s s o r P r e f e r e n c e s to 
c u s t o m i z e your s t a n d a r d line f o r m a t , page f o r m a t , a n d w indow f o r m a t . 

E a c h new7 d o c u m e n t you c r e a t e and each new window you o p e n is 
c o n t r o l l e d by a s t a n d a r d f o r m a t . O n c e you c rea t e your own c u s t o m 
s t a n d a r d f o r m a t , tha t new f o r m a t con t ro l s e a c h new document you c r e a t e 
or each new window you o p e n . A n y previous ly c r e a t e d d o c u m e n t s k e e p 
the i r exist ing f o r m a t s . 

Y o u can c h a n g e the f o r m a t fo r p a r t o r all of a d o c u m e n t any t ime you l ike. 
R e f e r to C h a p t e r 4 , " F o r m a t t i n g Tex t , " a n d C h a p t e r 5, "Fo rma t t i ng 
D o c u m e n t Pages ," fo r detai ls a b o u t changing text and page f o r m a t f o r par t 
or all of a spec i f ic d o c u m e n t . 

Y o u c a n also c h a n g e your s c r e e n display any t ime you l ike. R e f e r to 
"Using S c r e e n Disp lay O p t i o n s : Vis ible M o d e , " in C h a p t e r 4 f o r detai ls 
a b o u t chang ing s c r e e n display. 

Customizing Your Standard Line Format 

Every d o c u m e n t you c rea t e uses a s t a n d a r d l ine f o r m a t that d e t e r m i n e s 
m a r g i n s a n d t abs , l ine spac ing , a n d text a l i gnmen t . 

If you do not want to use the initial line f o r m a t set t ings, use W G S / W o r d 
P r o c e s s o r P r e f e r e n c e s to c rea t e your own s t a n d a r d l ine f o r m a t . 
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To cus tomize your s t a n d a r d l ine f o r m a t : 

1. In the T o o l k i t , m o v e the cu r so r to Preferences, and p re s s Enter to 
display the Preferences m e n u . 

2. M o v e the cu r so r to WGS/Word Processor and p re s s Enter to display 
the Preferences m e n u . 

3. Move the cu r so r to Line Format, a n d p ress Enter to display the Line 
Format f o r m . 

r i i u a a i w a i 

Lef t Margin Q H Right Margin 75 
Line Spacing Single Text Alignment Ragged Right 

TAB COL TYPE TAB COL TYPE TAB COL TYPE 

1 15 Le f t 8 Le f t 15 Le f t 
2 20 Le f t 9 Le f t 16 Le f t 
3 25 Le f t 18 Le f t 17 Le f t 
4 30 Le f t 11 Le f t 18 Le f t 
5 0 Le f t 12 Le f t 19 Lef t 
6 Le f t 13 Le f t 28 Le f t 
7 Le f t 14 Le f t 21 Le f t 

4 3 2 . 6 - 1 

4. M o v e the c u r s o r to the set t ing you wan t to c h a n g e , a n d type or select 
the des i red f o r m a t se t t ing. 

5. W h e n you f in ish chang ing all the set t ings you wan t to c h a n g e , p re s s 
Enter. 

f o r c o m p l e t e i n f o r m a t i o n a b o u t text f o r m a t , r e f e r to C h a p t e r 4, 
"Fo rma t t i ng Tex t . " 
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Customizing Standard Page Format 

Every d o c u m e n t you c r ea t e uses a s t a n d a r d page f o r m a t that d e t e r m i n e s 
p a p e r length , t op and b o t t o m m a r g i n s , left marg in o f f s e t , page n u m b e r i n g , 
and ho r i zon ta l spac ing . 

If you do no t want to use the init ial page f o r m a t se t t ings , use W G S / W o r d 
P r o c e s s o r P r e f e r e n c e s to c rea t e your own s t a n d a r d page f o r m a t . 

T o c u s t o m i z e your s t a n d a r d page f o r m a t : 

1. In the T o o l k i t , m o v e the c u r s o r to Preferences and p re s s Enter to 
d isplay the Preferences m e n u . 

2. M o v e the c u r s o r to WGS/Word Processor and p re s s Enter to display 
the Preferences m e n u . 

3. M o v e the c u r s o r to Page Format and p r e s s Enter to display the Page 
Format f o r m . 

f i i W l l W i l i 

Paper Height 
Le f t Margin Of fse t 
Top Margin 
Bottoa Margin 
P r i n t Comments 
Inser ted Text 
Hor i zon ta l Spacing 

a a 
e 
6 
6 

Do Not P r i n t 
P r i n t as Noraal 
10-Pi tch 

4. M o v e the c u r s o r to the se t t ing you want to c h a n g e a n d type or select 
t he des i r ed f o r m a t set t ing. 

5. W h e n you f in ish chang ing all t he set t ings you wan t to change , p re s s 
Enter. 

Eor c o m p l e t e i n f o r m a t i o n a b o u t page f o r m a t , r e f e r to C h a p t e r 5, 
" F o r m a t t i n g D o c u m e n t Pages ." F'or i n f o r m a t i o n abou t d o c u m e n t layout , 
r e f e r to C h a p t e r 7, "Reviewing and Print ing a D o c u m e n t . " 
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Customizing Your Standard Window Format 

A s tandard f o r m a t cont ro l s your window displav to d e t e r m i n e the window 
size and whe ther or not special cha rac te r s appea r . 

If you do not want to use the the initial window f o r m a t set t ings, use the 
W G S / W o r d Processo r P re f e r ences to c rea te your own s t anda rd window 
fo rma t . 

To customize your s tandard window f o r m a t : 

1. In the Toolk i t , move the cursor to Preferences and p res s Enter to 
display the Preferences m e n u . 

2. Move the cursor to WGS/Word Processor and p ress Enter to display 
the Preferences m e n u . 

3. Move the cursor to Other Preferences and p ress Enter to display the 
Other Preferences f o r m . 

S Other Preferences ^ ^ S 

Window Width 5 9 
Window Height 18 
Display Format Character Yes 1 
V i s i b l e Spaces ho 
Keystrokes Before Save 1000 
Minutes Before Save 5 

4. Move the cursor to the setting you want to change and type or select 
the des i red fo rma t sett ing. 

."v W h e n you finish changing all the settings you want to change , p ress 
Enter. 
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T h e O t h e r P r e f e r e n c e s f o r m c o n t a i n s the fo l lowing f ie lds : 

Window Width 

Window Height 

Display Format 
Characters 

Visible S p a c e s 

Keystrokes before Save 

Minutes be fore Save 

D e t e r m i n e s the w indow wid th , in c o l u m n s , 
b e t w e e n 4 and 77. 

D e t e r m i n e s the w i n d o w he igh t , in l ines , 
b e t w e e n 4 and 18. 

Spec i f ies w h e t h e r o r no t f o r m a t c h a r a c t e r s 
a p p e a r on the s c r e e n . 

Spec i f i e s w h e t h e r or n o t f o r m a t c h a r a c t e r s 
a p p e a r on the sc reen f o r h y p h e n s a n d spaces . 

D e t e r m i n e s the n u m b e r of k e y s t r o k e s b e f o r e a 
d o c u m e n t is au tomat i ca l ly saved . 

D e t e r m i n e s the n u m b e r of m i n u t e s e lapsed 
b e f o r e a d o c u m e n t is au tomat ica l ly saved . 

NOTE: The WGS/Word Processor autosave feature is designed to protect 
against loss of data. You specify how often the document is automatically 
saved. It is still always a good idea to save a document frequently. Refer 
to "Saving a Document," in Chapter 2, "Basics," for more information about 
saving a document. 

F o r c o m p l e t e i n f o r m a t i o n a b o u t f o r m a t c h a r a c t e r s a n d visible spaces , 
r e f e r to "Using S c r e e n Display O p t i o n s : Vis ible M o d e , " in C h a p t e r 4, 
" F o r m a t t i n g Text." 
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7 
Reviewing and Printing a Document 

This c h a p t e r shows how to use the Review c o m m a n d to p r e p a r e a 
d o c u m e n t for p r in t ing . D o c u m e n t layout i nc ludes page b r e a k s , page 
n u m b e r s , h e a d e r s a n d f o o t e r s , f o o t n o t e s , a n d h y p h e n a t i o n . 

Th i s c h a p t e r a lso d e s c r i b e s the Print and File Print c o m m a n d s . T h e Print 
c o m m a n d sends a d o c u m e n t to the p r i n t e r ; you use this c o m m a n d w h e n 
you want a h a r d copy of the d o c u m e n t . T h e File Print c o m m a n d cop ies a 
d o c u m e n t to a s t a n d a r d file, w i thou t f o r m a t t i n g . 

Setting Up Document Layout: Review 

The Review c o m m a n d p r e p a r e s a d o c u m e n t fo r pr in t ing: it pag ina tes the 
d o c u m e n t , sets u p h e a d e r a n d f o o t e r l oca t ions , f o r m a t s f o o t n o t e s , 
au tomat ica l ly h y p h e n a t e s w o r d s as n e e d e d , d e t e r m i n e s the h y p h e n a t i o n 
cr i te r ia , spec i f ies a p r i n t e r , a n d d isplays the d o c u m e n t layout . 

T o star t the review: 

f . O p e n the d o c u m e n t you w a n t to rev iew. 

2. P ress F1 ( M o r e ) , and then p r e s s F2 (Rev iew) . 

If t he d o c u m e n t c o n t a i n s f o o t n o t e s , a c o n f i r m w i n d o w p r o m p t s you 
to spec i fy w h e t h e r or n o t you want to save the d o c u m e n t b e f o r e the 
review. It is a lways a g o o d idea to save the d o c u m e n t f i rs t . 
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3. Move the cu r so r to Yes if you want to save the d o c u m e n t ; o the rwi se , 
m o v e the cu r so r to No. 

If vou select Yes to save the d o c u m e n t , you see the Save Document 
f o r m . Press E n t e r to save the d o c u m e n t with the s a m e file n a m e 
and type. (For c o m p l e t e i n f o r m a t i o n abou t saving a d o c u m e n t , see 
"Saving a D o c u m e n t " in C h a p t e r 2. "Basics.") 

T h e Document Review f o r m is d i sp layed . 

p t a s r s a M H i 

S c r o l l through docuaent 
Review Page Breaks 
Avoid widows and orphans 
Automatic Hyphenation 
Enforce S t r i c t Margins 
P r i n t e r 
Indent Footnotes 
Single Space Footnotes 
End of Docuaent Footnotes 
Double Space Between Footnotes Yes 
Hyphenation Hot Zone 5 
S ta r t Review on Page 1 

4 3 2 . 7 - 1 

4. Press E n t e r to start the review p r o c e s s with the defau l t review 
set t ings. 

Messages i n fo rm vou when the review is in p rog re s s and when the review is 
c o m p l e t e . Messages also p r o m p t vou as i n f o r m a t i o n is n e e d e d . 

E S I 
Set A u t o a a t i c a l l y 
Yes 
No 
Yes 
HPLaserjet 
Yes 
Yes 
Yes 
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Document Review Form Fields 

You can change settings in the Document Review f o r m depend ing on how 
you want to p e r f o r m your review. T h e fol lowing list explains the 
Document Review f o r m sett ings: 

Scroll through 
document 

Review page 
breaks 

Avoid widows 
and orphans 

D e t e r m i n e s whe the r or not the review 
through the d o c u m e n t on the sc reen . 

scrolls 

Select Yes to view the d o c u m e n t review one 
window at a t ime on the sc reen . 

If you select No, the review displays only those 
areas of the d o c u m e n t that r equ i re hyphena t ion or 
pagina t ion , if those settings are se lected. 

D e t e r m i n e s how page b r e a k s are set: au tomat -
ically or manual ly . 

If y ou select Set Automatically, page b reaks are set 
based on the value of the Page Length field in the 
Page Format f o r m . 

If you select Set Manually, suggested page b reaks 
are based on the value of the Page Length f ield in 
the Page Format f o r m ; but you can m o v e the 
cursor to des i red page b reak loca t ions and press 
Enter to set each page b r eak . 

D e t e r m i n e s w h e t h e r widows and o r p h a n s are 
pe rmi t t ed . A widow is the first line of a pa ragraph 
that is s epa ra t ed f r o m the rest of the pa rag raph ; 
an orphan is the last line of a pa ragraph that is 
separa ted f r o m the rest of the pa rag raph . 

Select Yes to e l iminate widows and o r p h a n s ; select 
No to allow t h e m . 
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Automat ic 
Hyphenat ion 

Spec i f i e s w h e t h e r w o r d s a re h y p h e n a t e d a u t o m a t -
ically as n e e d e d dur ing the review. 

Enforce Strict 
Margins 

Printer 

Indent 
F o o t n o t e s 

Select No to ignore how w o r d s fit at t he end of the 
l ine. 

Select Yes if you want the review to e x a m i n e 
w o r d s at the end of the line and , b a s e d on the 
H y p h e n a t i o n Hot Z o n e set t ing, au tomat ica l ly 
h y p h e n a t e w o r d s as n e e d e d . 

Use in the fol lowing cases : if the Review Page 
Breaks field is set to Set Manually, if the Avoid 
widows and orphans field is set to Yes: if the 
d o c u m e n t con t a in s pag ina t ion b locks . 

Select No to allow s o m e r o o m on the page fo r the 
a b o v e cases . T h e top and b o t t o m marg ins a re not 
e n f o r c e d str ict ly; this al lows you to set m a n u a l 
page b r e a k s , or avoid widows and o r p h a n s , or 
e n s u r e tha t a pag ina t ion b lock stays toge ther on a 
page . 

Select Yes to e n f o r c e the top and b o t t o m marg ins , 
w h e n n o n e of the cases m e n t i o n e d a re an issue. 

Spec i f ies t he p r in t e r you want to use to pr int the 
d o c u m e n t . 

If t he d o c u m e n t con t a in s f o o t n o t e s , spec i f ies 
w h e t h e r f o o t n o t e s a re i n d e n t e d . 

Select Yes to inden t f o o t n o t e s ; select No to k e e p 
f o o t n o t e s at left marg in . 

O n c e you review a d o c u m e n t with this f ield set to 
Yes, t he f o o t n o t e s are i nden t ed and r e m a i n 
i n d e n t e d until you manua l ly r e m o v e the inden t 
m a r k s . Y o u canno t de le te the indent by reviewing 
the d o c u m e n t with this field set to No. 
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Single S p a c e 
F o o t n o t e s 

End of 
D o c u m e n t 
F o o t n o t e s 

Double S p a c e 
Between 
F o o t n o t e s 

Hyphenat ion 
hot zone 

Start review on 
page 

If the d o c u m e n t c o n t a i n s f o o t n o t e s , d e t e r m i n e s 
line spac ing wi th in f o o t n o t e text . 

Selec t Yes to s ingle-space f o o t n o t e text ; select No 
to d o u b l e - s p a c e f o o t n o t e text . 

If the d o c u m e n t c o n t a i n s f o o t n o t e s , spec i f ies 
w h e r e the f o o t n o t e text a p p e a r s : at the e n d of the 
d o c u m e n t , or at the end of a p p r o p r i a t e pages . 

Selec t Yes to put all f o o t n o t e s at the e n d of t he 
d o c u m e n t . Selec t No to put a f o o t n o t e at the end 
of the page on which its r e f e r e n c e a p p e a r s . 

If the d o c u m e n t c o n t a i n s f o o t n o t e s , spec i f i e s l ine 
spac ing b e t w e e n f o o t n o t e s . 

Select Yes to d o u b l e - s p a c e b e t w e e n f o o t n o t e s ; 
select No to s ingle-space b e t w e e n f o o t n o t e s . 

Spec i f i e s t he n u m b e r of b l ank spaces a l lowed at 
the e n d of a l ine b e f o r e h y p h e n a t i o n . 

Spec i f i e s the page on which the review shou ld 
s tar t 

Canceling a Review 

T o cance l a review in p r o g r e s s , p r e s s Cancel . 

T h e review is c a n c e l e d and you a re r e t u r n e d to the beg inn ing of the 
d o c u m e n t . The d o c u m e n t r e m a i n s as it was b e f o r e the review, with the 
fol lowing e x c e p t i o n : if the d o c u m e n t con t a in s f o o t n o t e s and you did not 
save the d o c u m e n t du r ing the review, the f o o t n o t e s a re lost w h e n you 
cance l the rev iew. 

NOTE: If you select No for the Scroti Through Document field in the 
Review form, you cannot cancel the review once you press Enter to start it. 
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Printing a Document 

U s e the Print c o m m a n d when you want to pr int a d o c u m e n t . You can 
print a closed d o c u m e n t or a d o c u m e n t open on the sc reen . 

Be fo re you print a d o c u m e n t , do the fol lowing: 

• Opt ional ly , use the Spelling Check c o m m a n d to check the d o c u m e n t 
for spelling e r ro r s . 

• U s e the Review c o m m a n d to set u p the d o c u m e n t layout ( including 
heade r s and foo te r s , f o o t n o t e s , and page b r e a k s ) . 

Sending a Document to the Printer 

You can print all or par t of a d o c u m e n t . T h e d o c u m e n t you print can be 
open or c losed. 

T o pr int a d o c u m e n t using the initial Document Print fo rm sett ings: 

1. If you want to pr int a c losed d o c u m e n t , open the d i rec tory that 
con ta ins the d o c u m e n t and m o v e the cursor to the d o c u m e n t n a m e . 

2. If you want to pr int the d o c u m e n t that is open on the sc reen , p ress 
Command. 

T o print a c losed d o c u m e n t , p ress F2 f r o m the d i rec tory conta in ing 
the d o c u m e n t . T h e Commands m e n u is d isplayed. 

3. M o v e the cursor to Print and p ress Enter to display the Document 
Print f o r m . 

rlil.MH m J i r e r n * 

P r i n t e r Ma»e: 
Number of Copies: 
P r i n t Pages 
Hor i zon ta l Spacing 

PliJEtfJ TfTM 
1 
1 through 1 
Don' t Change 
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T h e pr in te r n a m e displayed depends on the pr in ter selected in the 
Review f o r m (or the pr in ter selected through the Printers ent ry in the 
Toolk i t ) . 

4. Press Enter. 

Messages in fo rm you as the print file is c rea ted and the d o c u m e n t is sent 
to the print queue (the line of d o c u m e n t s waiting to pr in t ) . If o ther 
d o c u m e n t s are waiting for the pr in ter , your documen t mus t wait its tu rn ; 
o therwise , yours pr in ts right away. 

Document Print Form Settings 

You can change any of the D o c u m e n t Print f o r m sett ings. E a c h setting is 
desc r ibed be low: 

Printer name 

Number of cop ies 

Print pages 

Horizontal spacing 

Specif ies the n a m e of the p r in te r you want to 
use. 

Specif ies the number of cop ies to pr in t , f r o m 
1 to 9999. 

Specif ies the pages of the d o c u m e n t to pr int , 
f r o m 1 through n, where n is the n u m b e r of 
the last page of your d o c u m e n t . 

Specif ies the n u m b e r of cha rac t e r s p r in ted 
per inch of hor izontal line space .Se lec t Don't 
Change if you want to leave the spacing the 
s ame as the spacing set in the Page Format 
f o r m . 

Examining the Print Queue 

You can look at the print queue (the list of d o c u m e n t s waiting to pr int) to 
see the posi t ion of your d o c u m e n t in the queue. 

T o display the print queue : 

1. Press E l (Toolk i t ) . 

2. Select Administration and press Enter. 
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3. Select Primer Administration and p r e s s E n t e r . 

4. C h o o s e View Print Queue Status to see what pr int j o b s are q u e u e d . 

5. W h e n you have f in ished viewing the display, press Exit . 

(If you want to c h e c k the genera l s ta tus of all p r i n t e r s on the sys tem, you 
can c h o o s e View Printer System Status f r o m the Printer Administration 
m e n u . ) 

Printing to an ASCII File 

U s e the File P r i n t c o m m a n d to pr in t the c o n t e n t s of a d o c u m e n t wi thout 
fo rma t t i ng codes to a s t anda rd A S C I I fi le. W h e n you p e r f o r m a file 
p r in t , the c o n t e n t s of the d o c u m e n t a re cop ied to a s t anda rd file. Y o u 
can then use the cop ied file with o t h e r p r o g r a m s that do not recognize 
fo rma t t i ng codes . T h e original d o c u m e n t , with fo rma t t i ng c o d e s , still 
exists . 

T o use the File P r in t c o m m a n d : 

1. O p e n the d o c u m e n t you wan t to copy . 

2. Press C o m m a n d to display the Commands m e n u . 

3. M o v e the cu r so r to File Print and p re s s E n t e r to display the Print to 
File f o r m . 

4. T y p e the n a m e you wan t to give to the s t a n d a r d file and p re s s E n t e r . 

T h e c o n t e n t s of the d o c u m e n t a re cop i ed in to the new s t a n d a r d A S C I I 
file, with all f o r m a t t i n g c o d e s s t r i pped . N o t i c e that the s t a n d a r d file is 
now listed in the s a m e fo lder w i n d o w as the d o c u m e n t you c o p i e d . 
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8 
Using the Glossary and Merge Commands 

T h i s c h a p t e r shows you h o w to c r ea t e a n d use a W G S glossary to inser t 
p h r a s e s in to a d o c u m e n t . 

T h i s c h a p t e r a lso exp la ins h o w to m e r g e d a t a f r o m a W G S r e c o r d s file 
in to a W G S d o c u m e n t . 

Using a Glossary File 

Y o u c r e a t e a glossary file to s to re f r equen t ly -used p h r a s e s . Y o u then 
a t t ach t h e g lossary file to a d o c u m e n t , so you can inser t glossary p h r a s e s 
in to tha t d o c u m e n t , wh ich saves you a lot of r epe t i t ious typing. 

F o r e x a m p l e , if you h a v e s t a n d a r d h e a d e r s a n d f o o t e r s that you use in 
d o c u m e n t s , you can s to re t h e m in a glossary to use w h e n e v e r you n e e d 
t h e m . 

T h e r e a re f ive bas ic p r o c e d u r e s a s soc ia t ed with crea t ing and using a 
g lossary f i le: 

1. C r e a t e the g lossary fi le. 

2 . C r e a t e glossary en t r i e s in t h e glossary f i le . 

3. A t t a c h the g lossary file to a d o c u m e n t . 

4. Inse r t a g lossary en t ry in to a d o c u m e n t . 

5. Ed i t t he g lossary fi le. 
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Creating a Glossary File 

You crea te a glossary file the s ame way you c rea te a d o c u m e n t , f r o m the 
Create m e n u . 

T o crea te a glossary: 

1. F r o m the D e s k t o p or a d i rec tory , p ress F3 (Crea te ) to display the 
Create m e n u . 

2. M o v e the cursor to WGS/WP Glossary and p ress E n t e r to display the 
Glossary Name f o r m . 

3. Type a n a m e for the glossary file and p ress E n t e r . 

A glossary window, similar to a d o c u m e n t window, o p e n s . A s in a new 
d o c u m e n t , the cursor pauses at the beginning of the glossary file for you 
to en te r text, in this case , glossary en t r ies . 

Creating Glossary Entries 

A glossary entry can consist of as many lines of text as you like. Type 
and edit the glossary entry as you would type or edit text in a d o c u m e n t . 

E a c h glossary entry must b e p r e c e d e d by a begin field name character, an 
identifying let ter or n u m b e r , and an end field name character. T h e 
glossary entry mus t end with an end record character. T h e s e special 
charac te r s ident i fy the entry as a glossary ent ry . 

To c rea te a glossary entry: 

1. Press F 1 (More ) , and then type ( to c rea te the begin field n a m e 
cha rac t e r . 

2. Type the single let ter or n u m b e r that ident i f ies the glossary ent ry . 
(Think of this as the n a m e of the glossary ent ry . 

3. Press F1 (More) and then type ) to c rea te the end field n a m e 
cha rac t e r . 

4. Type the glossary ent ry , using as many lines as you l ike. R e m e m b e r , 
you can use any edit ing or text fo rmat t ing you like. 
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5. A t the end of the glossary ent ry , p re s s F1 (More ) , and then type / to 
c rea te the end r eco rd cha rac t e r . T h e end r e c o r d cha rac te r signifies 
the end of a glossary ent ry . 

A single-line glossary entry might look someth ing like this (note that the 
special cha rac te r s might look d i f fe ren t on vour sc reen , depend ing on the 
type of terminal you use): 

\a/This is entry a.< 

NOTE: The begin field name, end field name, and end record name 
characters are also available from the Special Characters menu: Press F3 
(S Char), move the cursor to Begin Field Name, End Field Name, or End 
Record Name, and then press ICnter. 

W h e n you have filled the glossary file with ent r ies that you want to use, 
save the glossary. You are now ready to a t tach the glossary to your 
d o c u m e n t so that vou can use the entr ies . 

Attaching a Glossary File to a Document 

W h e n you want to use a glossary entry in a d o c u m e n t , you a t tach the 
glossary file conta in ing that entry to the d o c u m e n t . A glossary file can be 
a t t ached only to files in the s ame di rec tory as the glossary file. 

T o a t tach a glossary file to a d o c u m e n t : 

1. O p e n the d o c u m e n t to which you want to a t tach the glossary file. 

2. Press C o m m a n d to display the Commands m e n u . 

3. M o v e the cursor to Attach Glossary and p ress Enter to display the 
Attach Glossary f o r m . 

4. Type the full p a t h n a m e of the glossary file you want to a t t ach to the 
d o c u m e n t , and then p ress Enter. ( R e f e r to the WGS/Desktop 
Manager User's Guide f o r a desc r ip t ion of a p a t h n a m e . ) 
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You re turn to the d o c u m e n t window, and the following message is 
displayed: Glossary a t tached 

You are ready to add a glossary entry to your d o c u m e n t . 

NOTE: Only one glossary f:!e can he attached to a document at a time, A 
glossary file remains attad ed to a document only tor the duration of an 
editing session. On.ce you exit the document, the glossary file is no longer 
attached. 

Inserting a Glossary Entry Into a Document 

T o insert a glossary entry into a d o c u m e n t : 

1. Move the cursor to the locat ion in the d o c u m e n t where you want to 
add the entrv. 

L l r — t 1 1 1 1 — - - t H 5 + 6 + 7 R 8 +-] 
This guide i s a reference manual fo r WGS/Hord Processor. I t 
assumes tha t you know how to use the Desktop windows, menus, and 
forms. The Desktop Manager i s discussed b r i e f l y i n Chapter 2 of 
t h i s guide; see the HflS/Desktop Manager User 's Holds fo r more 
d e t a i l s . 

This guide i s d iv ided i n t o the f o l l ow ing chapters: 

This chapter , " I n t roduc ing HGS/Hord Processor," in t roduces 
WGS/Hord Processor. 

Chapter 2, " , 

A d d G lossary Entry Here 
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2. P re s s F1 ( M o r e ) and t h e n p re s s F7 (G loss ) . 

Y o u a re p r o m p t e d to spec i fy the glossary en t ry you wan t to use . 

3. Type the single c h a r a c t e r you used to iden t i fy the en t ry in the 
g lossary ( the glossary "name") . 

D o n ' t type the p a r e n t h e s e s you used yvhen c rea t ing the glossary 
en t ry . 

T h e en t ry is i n se r t ed in to your d o c u m e n t at t he c u r r e n t c u r s o r pos i t i on . 

rTTTT' fcJ1 

L l r — — t - — t 1 1 1 H 5 + 6 + 7 R 8 +-
This guide i s a re ference manual fo r HGS/Word Processor. I t 
assunes t ha t you know how to use the Desktop windows, nenus, and 
f o r i s . The Desktop Manager i s discussed b r i e f l y i n Chapter 2 of 
t h i s guide; see the WGS/Desktnp Manager User 's f luids fo r «ore 
d e t a i l s . 

This guide i s d i v ided i n t o the f o l l o w i n g chapters : 

This chapter , " I n t r oduc ing HGS/Word Processor , " in t roduces 
HGS/Word Processor. 

Chapter 2, "HGS/Word Processor 

G lossary Entry Inser ted in D o c u m e n t 

• i n i : « M « M U H ! r : i : i rnmfflwsffliHiiiramaiHiiianii I M Q 
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Editing a Glossary File 

Y o u can edi t an exis t ing g los sa ry f i le a n d a d d or d e l e t e e n t r i e s . Type in 
a n d edi t t h e g lossa ry file as you w o u l d t y p e o r edi t text in a n y d o c u m e n t . 

E a c h g lossa ry en t ry m u s t b e p r e c e d e d by a beg in f ie ld c h a r a c t e r , an 
iden t i fy ing le t te r o r n u m b e r , a n d an e n d f ie ld c h a r a c t e r , a n d m u s t b e 
f o l l o w e d bv an e n d r e c o r d c h a r a c t e r . 

L l r—t 1 1 1 1 1 -I 5 H 6 + 7 R 8 +-
\ H / W o r k G r o u p Solutions< 
\k/WGS< 
\D/WGS/Desktop< 
\C/WGS/Calendar< 
\N/HGS/Mail< 
\S/WGS/Spreadsheet< 
\H/WGS/Word Processor< 
\d/WGS/Desktnp User's Cuide< 
\C/WGS/Calendar User's Guide< 
\H/WGS/Mai 1 User's Guide< 

432.8-3 

A n y t i m e you edi t a g lo s sa ry f i le , you m u s t a t t a c h it to the d o c u m e n t aga in 
b e f o r e you can use any of t h e e d i t e d g l o s s a r y e n t r i e s . If you try to inse r t 
a n e w en t rv f r o m an e d i t e d g los sa ry f i le w i t h o u t r e a t t a c h i n g t h e g l o s s a r y 
f i le t o t h e d o c u m e n t , you a r e i n f o r m e d tha t t h e g l o s s a r y e n t r y is n o t 
f o u n d . 

T o ed i t a g lossa ry : 

1. O p e n the g lossa ry f i l e , a n d t h e n ed i t t h e f i le as n e e d e d . 

2 . P r e s s Exit to exit t he g l o s s a r y f i le . 

4. W h e n the Save m e n u a p p e a r s , se lec t Yes; t h e n p r e s s Enter to save 
t h e c h a n g e s . 

5 . A t t a c h t h e g lossa ry f i le to t h e d o c u m e n t a g a i n . ( S e c " A t t a c h i n g a 
G l o s s a r y Fi le to a D o c u m e n t , " ea r l i e r in th i s c h a p t e r . ) 
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Merging Documents 

T h e Merge c o m m a n d c o m b i n e s da ta f r o m a W G S r e c o r d s file in to a 
d o c u m e n t . You can use the Merge c o m m a n d to c rea te f o r m le t ters that 
conta in selected names and addres ses and o the r pe r t inen t i n f o r m a t i o n . 

T h e r e are three basic s teps assoc ia ted with merging d o c u m e n t s : 

1. Crea te a data r eco rds file, filled with da ta r eco rds . 

2. C rea t e a documen t with merge f ields. 

3. Merge the data r eco rds file and the d o c u m e n t into an output 
d o c u m e n t . 

Creating a Data Records File 

A data r eco rds file consis ts of a field n a m e s r e c o r d , which sets up the 
f o r m a t for the da ta r eco rds , fo l lowed by da ta r eco rds . T h e da ta r eco rds 
follow the fo rma t es tabl i shed in the field n a m e s r e c o r d . 

You c rea te a data r eco rds file the same way you c rea te a d o c u m e n t , f r o m 
the Create m e n u . 

T o c rea te a sample data r eco rds file called datarecs: 

1. F r o m the D e s k t o p or a d i rec tory , press F3 (C rea t e ) to display the 
Create m e n u . 

2. Move the cursor to WGS Records File and press Enter to display the 
Records Name f o rm . 

3. Type a n a m e (datarecs f o r this example) for the da ta r eco rd file and 
press Enter. 

A r e c o r d file window, similar to a d o c u m e n t window, is displayed. A s in 
a new d o c u m e n t , the cursor pauses at the beginning of the r eco rd file. 
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Creating the Field Names Record 

T h e first entry you type in a da ta r eco rds file is the field names r e c o r d . 
This record def ines the s t ruc ture of the da ta r eco rds that fol low. 

Each i tem in a r ecord is called a field. Be tween each field in a r e c o r d , 
you use an end record character to separa te the f ields in the r e c o r d . A t 
the end of each r ecord , you use two end r eco rd cha rac t e r s to t e rmina te 
the r eco rd . 

N a m e < A d d r e s s < P h o n e < < 

NOTE: The end record format character shown above may look different 
on your screen, depending on the type of terminal you use. 

T h e following example shows you how to c rea te a field n a m e s r eco rd in 
the sample datarecs r ecords file. This example r e c o r d , consis t ing of 
Name, Address, and Phone Number f ie lds , will look like the example 
shown above . 

1. O p e n the datarecs r e co rds file and type Name 

2. Press F1 (More) and then type / 

3. Type Address 

4. Press F1 (More) and then type / 

5. Type Phone 

6. Press F1 (More) and then type / 

7. Press F1 (More) and then type / again to t e rmina te the r e c o r d . 

NOTE: The end record format character is also available from the Special 
Cha rac t e r s m e n u ; Press F3 (S Charj, move the cursor to E n d R e c o r d 
N a m e and press Enter. 
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Creating Data Records 

Within a da ta r eco rds file, you type separa te da ta r eco rds , each on a 
sepa ra te l ine. Type each da ta r eco rd following the f o r m a t you set up in 
the field n a m e s r e c o r d . 

tarecs 
— 5 + 6 + Llr—t 1 1 1 + 4-

Nane<flddress<Phone« 
J. S»ith<25 H Lane, ftptos, Cfl<(555)555-1212« 
J. Sprat<1234 Punpkin Lane, Mowhere<(123) 123-4567« 
M. Gravy<999 fi S t r e e t , Ear th<(999)999-9999« 
ft. Hest<l Garcia C t . , San Francisco, C f l < ( l l l ) 1 1 1 - 1 U 1 « 
C. Char l ie^Blue Avenue, RosyRed, Hor ld^(098)765-4321« J 

1 
Name 

F i e l d N a m e s 
Record 

Data 
Records 

I 
A d d r e s s Phone 

End Reco rd 
C h a r a c t e r 

End Record 
C h a r a c t e r 

End Record 
C h a r a c t e r s 

T h e fol lowing example shows you how to create a da ta r eco rd for J. 
Smi th , of 25 II L a n e , A p t o s , C A , with the p h o n e n u m b e r (555)555-1212. 
Y o u will use the field names r eco rd fo rmat f r o m the above example (in 
the sample r e c o r d s file d a t a r e c s , c rea ted earl ier) . 

1. If it is not o p e n , open the datarecs r ecords file. Press Return to 
start the r e c o r d on a new line. 

2. T y p e J . Smi th 

3. Press F t (More ) and then type / 

4. Type 25 II Lane, Aptos , CA 

5. P ress 11 (More ) and then type / 

6. Type (555)555-1212 

7. Press LI (More ) and then type / 
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8. Press F1 (More) and then type / again to t e rmina te the r e c o r d . 

T h e sample da ta r eco rd is comple t e . It should look like this : 

J . S m i t h < 2 5 H Lane, Ap tos , CA < ( 5 5 5 ) 5 5 5 - 1 21 2 < < 

9. Press Exit to close the da ta r eco rds file. 

10. W h e n the Save m e n u appea r s , select Yes . and then press E n t e r to 
save the changes . 

T h e file is c losed. 

Creating a Document With Merge Fields 

T h e next s tep in merging a data r eco rds file with a d o c u m e n t is to c rea te a 
d o c u m e n t that conta ins merge fields. 

A merge field begins with a begin field cha rac te r and ends with an end 
field cha rac te r . 

W h e n you merge the d o c u m e n t with the da ta r eco rds file, the merge f ields 
are filled in with the i n fo rma t ion f r o m the da ta r e c o r d s . 

T h e following example shows how to c rea te a d o c u m e n t conta in ing a f o r m 
letter that uses merge f ields: 

1. C rea t e a d o c u m e n t n a m e d mergedoc . 

2. Type the following le t ter , which con ta ins merge fields. W h e r e you 
see f o r m a t cha rac te r s for the the begin field ( \ ) and end field ( / ) , 
en ter the appropr i a t e f o r m a t cha rac t e r , as fol lows: 
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T o en te r a begin field cha rac t e r , p ress F1 (more ) , and then type ( 

T o en te r an end field cha rac t e r , p ress F1 (More ) , and then type ) 

Dear \ N a m e / , 

Do you st i l l res ide at \ A d d r e s s / and answe r the phone at \ P h o n e / ? 

I am hop ing to c o n t a c t you. 

S incere ly , 

B. Jones 

3. A f t e r typing the le t ter , p ress Exit. W h e n the Save m e n u appear s , 
select Yes, and then press Enter to save the changes . 

T h e merge d o c u m e n t is c rea ted and is ready to be merged with the 
da ta r eco rds file. 

Merging Data Records and Document Files 

W h e n you merge a da ta r eco rds file with a merge d o c u m e n t , you must 
c rea te an output d o c u m e n t to s tore the merged files b e f o r e print ing. 

T o merge the data r eco rds file with the merge d o c u m e n t : 

E O p e n the d o c u m e n t that con ta ins the merge f ields (mergedoc, if you 
are fol lowing the example ) . 

2. Press Command to display the Commands m e n u . 

3. M o v e the cursor to Merge and press Enter to display the Document 
Merge f o r m . 

DOCUMENT MERGE 

Records F i l e : 
Output Document 

432.8-5 
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4. M o v e the c u r s o r to the Records Idle f ield a n d type the da t a r e c o r d s 
file n a m e (datarecs , if you a rc fo l lowing the e x a m p l e ) . 

5. Move the c u r s o r to the Output Document f ield and type a n a m e f o r 
the ou tpu t d o c u m e n t . 

F o r this e x a m p l e , type datamerge 

6. Press Enter. 

T h e merge d o c u m e n t a p p e a r s again , a n d you a re no t i f i ed that the m e r g e is 
in p rogress . Y o u are no t i f i ed w h e n the m e r g e is c o m p l e t e . 

T h e r e c o r d s in the da t a fi le a r e c r e a t e d as s e p a r a t e le t te rs in the o u t p u t 
d o c u m e n t , with all the f ie lds f i l led in. E a c h f o r m le t ter is s e p a r a t e d by a 
page b r e a k . 

T o pr in t the f o r m le t te rs , se lect t he o u t p u t d o c u m e n t and pr in t it. 

Do you s t i l l res ide at 25 H Lane, fiptos, Cfl 
and answer the phone a t (555)555-1212? 

I aa hoping to contact you. 

S incere ly , 

7 + 8 + 9 -

F o r n i 
' Le t ter 
One 

B. Jones 

L l r — t 1 1 1 4 
Dear J. Sprat , 

Page 
Break 

5 + R + 7 . 

Do you s t i l l res ide a t 1234 Puapkin Lane, 
Nowhere and answer the phone at (123)123-

- + 8 -

Form 
Let ter 
T w o 
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Appendixes 





A 
Keyboard Tables 

Thi s a p p e n d i x lists the p r e c o n f i g u r e d t e rmina l types s u p p o r t e d with this 
r e lease of W G S . T h e p r e c o n f i g u r e d t e rmina l s listed p rov ide keys that 
he lp you t ake full advan tage of t he W G S fea tu re s . 

S ince this r e lease of W G S s u p p o r t s several t e rmina l types ( and , t h e r e f o r e , 
several d i f f e r en t k e y b o a r d s ) , this guide r e f e r s to keys by vir tual key n a m e s . 
F o r e x a m p l e , w h e r e this m a n u a l r e a d s Enter, you might p re s s G o or 
Linefeed, d e p e n d i n g on the type of t e rmina l you use . 

T h i s a p p e n d i x p rov ides key tab les fo r the s t a n d a r d p r e c o n f i g u r e d 
t e rmina l s . U s e the a p p r o p r i a t e key tab le to d e t e r m i n e the ac tua l keys on 
your k e y b o a r d that m a t c h the vir tual key n a m e s given in this guide . 

If you use a n o n s t a n d a r d t e rmina l that is no t con f igu red with W G S keys , 
you can type key s e q u e n c e s to p e r f o r m m a n y of the W G S f u n c t i o n s . R e f e r 
to "Gener i c K e y b o a r d , " later in this a p p e n d i x , fo r a list of key s e q u e n c e s 
to type for the vir tual keys . 

Preconfigured Terminal Types 

T h i s re lease of W G S suppo r t s the fol lowing p r e c o n f i g u r e d t e rmina l s : 

• P T and G T (with RS-422 and RS-232-C c o n n e c t i o n s ) 

• Wyse 85 

• D E C VT-100 c o m p a t i b l e s 

• D E C VT-102 

• D E C VT-220 

• 'I'0-235 
Keyboard Tables A-1 



Generic Keyboard 

T h e fol lowing tab le t r ans l a t e s vi r tual key n a m e s in to k e y s t r o k e s e q u e n c e s 
for a gener ic ( d u m b ) t e rmina l k e y b o a r d . 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

B a c k E s c a p e b w F8 E s c a p e 8 

B a c k s p a c e B a c k s p a c e F9 E s c a p e 9 

B a c k T a b E s c a p e T a b F10 E s c a p e 0 

Beg in E s c a p e b g H e l p E s c a p e ? 

Break B reak H o m e E s c a p e hm 

C a n c e l C o n t r o l - X I n p u t M o d e E s c a p e im 

Clear E s c a p e c e M a r k E s c a p e mk 

C l e a r L i n e E s c a p e c i M e s s a g e E s c a p e m s 

C l o s e E s c a p e c l M o v e E s c a p e mv 

C o m m a n d C o n t r o l - C N e x t E s c a p e nx 

C o p y E s c a p e c p O p e n E s c a p e o p 

C r e a t e E s c a p e c r O p t i o n s E s c a p e ot 

De le te E s c a p e d l Page E s c a p e p g 

De le te C h a r a c t e r De le te P F 1 E s c a p e f1 

D o w n E s c a p e d n P F 2 E s c a p e f2 

End E s c a p e en P F 3 E s c a p e f3 

Enter L i n e F e e d PF4 E s c a p e f4 

Exit C o n t r o l - D P F 5 E s c a p e f5 

E s c a p e ESC P F 6 E s c a p e f6 

F ind E s c a p e fi P F 7 E s c a p e f7 

F o r w a r d E s c a p e f w P F 8 E s c a p e f8 

F1 E s c a p e 1 P F 9 E s c a p e f9 

F2 E s c a p e 2 P F 1 0 E s c a p e fO 

F3 E s c a p e 3 P F 1 1 E s c a p e f -

F4 E s c a p e 4 P F 1 2 E s c a p e f= 

F5 E s c a p e 5 P r e v i o u s E s c a p e pv 

F6 E s c a p e 6 Pr in t E s c a p e pr 

F7 E s c a p e 7 R e d o E s c a p e ro 
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W h e n Y o u S e e 

T h i s K e y N a m e 

Ref 

R e p l a c e 

Res ta r t 

R e s u m e 

R e t u r n 

Save 

S c r o l l U p 

S c r o l l D o w n 

S e l e c t 

S h i f t - B a c k 

S h i f t - B e g i n n i n g 

S h i f t - C a n c e l 

S h i f t - C l e a r L i n e 

S h i f t - C o m m a n d 

S h i f t - C o p y 

S h i f t - C r e a t e 

S h i f t - D e l e t e 
C h a r a c t e r 

S h i f t - E n d 

S h i f t - E x i t 

S h i f t - F i n d 

S h i f t - F o r w a r d 

S h i f t - H e l p 

S h i f t - H o m e 

S h i f t - l n p u t M o d e 

T y p e T h i s 

K e y S e q u e n c e 

E s c a p e re 

E s c a p e rp 

E s c a p e rs 

E s c a p e rm 

R e t u r n 

E s c a p e sa 

E s c a p e ru 

E s c a p e d n 

E s c a p e si 

E s c a p e B W 

E s c a p e BG 

E s c a p e CX 

E s c a p e CI 

E s c a p e C M 

E s c a p e RP 

E s c a p e CR 

E s c a p e DC 

E s c a p e EN 

E s c a p e EX 

E s c a p e Fl 

E s c a p e FW 

E s c a p e H L 

E s c a p e H M 

E s c a p e N J 

W h e n Y o u S e e 

T h i s K e y N a m e 

S h i f t - M e s s a g e 

S h i f t - M o v e 

S h i f t - N e x t 

S h i f t - O p t i o n s 

S h i f t - P a g e 

S h i f t - P r e v i o u s 

S h i f t - P r i n t 

S h i f t - R e d o 

S h i f t - R e p l a c e 

S h i f t - R e s u m e 

S h i f t - S a v e 

S h i f t - U n d o 

S h i f t - F 1 

S h i f t - F 2 

S h i f t - F 3 

S h i f t - F 4 

S h i f t - F 5 

S h i f t - F 6 

S h i f t - F 7 

S h i f t - F 8 

S h i f t - F 9 

S h i f t - F 1 0 

U n d o 

U p 

T y p e T h i s 

K e y S e q u e n c e 

E s c a p e M S 

E s c a p e M V 

E s c a p e NX 

E s c a p e OT 

E s c a p e PG 

E s c a p e PV 

E s c a p e PR 

E s c a p e RO 

E s c a p e RP 

E s c a p e R M 

E s c a p e SV 

E s c a p e UD 

E s c a p e ! 

E s c a p e @ 

E s c a p e # 

E s c a p e $ 

E s c a p e % 

E s c a p e C o n t r o l 

E s c a p e & 

E s c a p e * 

E s c a p e ( 

E s c a p e ) 

E s c a p e u d 

E s c a p e up 

Keyboard Tables A-127 



PT/GT Keyboard 

T h e fol lowing tab le t r ans la tes the vir tual key n a m e s used in this guide to 
ac tua l keys on the P T / G T t e rmina l k e y b o a r d . 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

B a c k Lef t A r r o w M a r k Ma rk 

B a c k T a b C o n t r o l - T a b M o v e M o v e 

B e g i n C o n t r o l - U p A r r o w Nex t S h i f t - R i g h t A r r o w 

B reak C a n c e l Page N e x t Page 

C a n c e l C a n c e l P r e v i o u s S h i f t - L e f t A r r o w 

C lear C o n t r o l - F 7 Pr int C o n t r o l - F 4 

C l e a r L i n e S h i f t - C a n c e l R e d o C o n t r o l - F 2 

C l o s e C o n t r o l - F 6 R e p l a c e C o n t r o l - F 3 

C o m m a n d C o n t r o l - C Save C o n t r o l - F 1 

C o p y C o p y Sc ro l l Up Sc ro l l D o w n 

D e l e t e C o n t r o l - D e l e t e Sc ro l l D o w n Sc ro l l U p 

De le te C h a r a c t e r De le te S h i f t - B a c k C o n t r o l - L e f t A r r o w 

D o w n D o w n A r r o w S h i f t - C o p y S h i f t - C o p y 

End C o n t r o l - D o w n A r r o w S h i f t - D e l e t e 
C h a r a c t e r 

S h i f t - D e l e t e 

Enter G o Sh i f t -Ex i t Sh i f t F in ish 

Exi t F in ish S h i f t - F o r w a r d C o n t r o l - R i g h t A r r o w 

E s c a p e C o n t r o l - E S h i f t - H e l p S h i f t - H e l p 

F o r w a r d Right A r r o w S h i f t - H o m e S h i f t - D o w n A r r o w 

F1 F1 S h i f t - M o v e S h i f t - M o v e 

F2 F2 S h i f t - P a g e Prev Page 

F3 F3 S h i f t - F 1 S h i f t - F 1 

F4 F4 S h i f t - F 2 S h i f t - F 2 

F5 F5 S h i f t - F 3 S h i f t - F 3 

F6 F6 S h i f t - F 4 Shi f t - F4 

F7 F7 Shi f t - F5 S h i f t - F 5 

F8 F8 S hift - F6 S h i f t - F 6 

F9 F9 S h i f t - F 7 S h i f t - F 7 

F 1 0 F10 S h i f t - F 8 S h i f t - F 8 

H e l p H e l p S h i f t - F 9 S h i f t - F 9 

H o m e S h i f t - U p A r r o w S h i f t - F 1 0 S h i f t - F 1 0 

I n p u t M o d e O v e r t y p e Up Up A r r o w 
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VT-100 Keyboard 

T h e fo l lowing tab le t r ans l a t e s t he vir tual key n a m e s used in this guide to 
ac tua l keys on the VT-lOO t e r m i n a l k e y b o a r d or to keys t roke s e q u e n c e s . 
( N o t e tha t t he + sign, as u s e d b e l o w , ind ica tes a s econd in s t ance of a key 
m a p p i n g fo r a pa r t i cu la r vi r tual key n a m e , for e x a m p l e , + F 1 is a s econd 
F 1 k e y . ) 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

B a c k Lef t A r r o w F6 E s c a p e 6 

B a c k s p a c e B a c k s p a c e F7 E s c a p e 7 

B a c k T a b E s c a p e T a b F8 E s c a p e 8 

Beg in E s c a p e b g F9 E s c a p e 9 

B reak B reak F10 E s c a p e 0 

C a n c e l C o n t r o l - X + F1 Pf1 

C lea r E s c a p e c e + F2 Pf2 

C l e a r L i n e E s c a p e ci + F3 Pf3 

C l o s e E s c a p e c l + F4 Pf4 

C o m m a n d C o n t r o l - C H e l p E s c a p e ? 

C o p y E s c a p e c p H o m e E s c a p e hm 

C r e a t e E s c a p e cr I n p u t M o d e E s c a p e im 

De le te E s c a p e d l M a r k E s c a p e mk 

De le te C h a r a c t e r De le te M e s s a g e E s c a p e m s 

D o w n D o w n A r r o w M o v e E s c a p e mv 

End E s c a p e en Nex t E s c a p e nx 

Enter L i n e F e e d O p e n E s c a p e o p 

Exi t C o n t r o l - D O p t i o n s E s c a p e ot 

E s c a p e ESC Page E s c a p e p g 

F o r w a r d R ight A r r o w PF1 E s c a p e f1 

F1 E s c a p e 1 PF2 E s c a p e f2 

F2 E s c a p e 2 PF3 E s c a p e f3 

F3 E s c a p e 3 PF4 E s c a p e f4 

F4 E s c a p e 4 PF5 E s c a p e f5 

F5 E s c a p e 5 PF6 E s c a p e f6 

Keyboard Tables A-5 



W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

PF7 E s c a p e f7 S h i f t - F o r w a r d E s c a p e FW 

PF8 E s c a p e f8 S h i f t - H e l p E s c a p e H L 

PF9 E s c a p e f9 S h i f t - H o m e E s c a p e H M 

P F 1 0 E s c a p e fO S h i f t - l n p u t M o d e E s c a p e NJ 

PF11 E s c a p e f - S h i f t - M e s s a g e E s c a p e M S 

P F 1 2 E s c a p e f - S h i f t - M o v e E s c a p e M V 

P r e v i o u s E s c a p e pv S h i f t - N e x t E s c a p e NX 

Pr int E s c a p e pr S h i f t - O p t i o n s E s c a p e OT 

R e d o E s c a p e ro S h i f t - P a g e E s c a p e PG 

Ref E s c a p e re S h i f t - P r e v i o u s E s c a p e PV 

R e p l a c e E s c a p e rp S h i f t - P r i n t E s c a p e PR 

Res ta r t E s c a p e rs S h i f t - R e d o E s c a p e RO 

R e s u m e E s c a p e rm S h i f t - R e p l a c e E s c a p e R P 

R e t u r n R e t u r n S h i f t - R e s u m e E s c a p e R M 

Save E s c a p e sa S h i f t - S a v e E s c a p e SV 

Sc ro l l U p E s c a p e ru S h i f t - U n d o E s c a p e UD 

Sc ro l l D o w n E s c a p e d n S h if t - F 1 E s c a p e ! 

S e l e c t E s c a p e si S h i f t - F 2 E s c a p e @ 

S h i f t - B a c k E s c a p e B W S h i f t - F 3 E s c a p e # 

S h i f t - B e g i n n i n g E s c a p e B G S h i f t - F 4 E s c a p e $ 

S h i f t - C a n c e l E s c a p e CX S h i f t - F 5 E s c a p e % 

S h i f t - C l e a r L i n e E s c a p e CI S h i f t - F 6 E s c a p e C o n t r o l 

S h i f t - C o m m a n d E s c a p e C M Sh iff - F7 E s c a p e & 

S h i f t - C o p y E s c a p e RP S h i f t - F 8 E s c a p e " 

S h i f t - C r e a t e E s c a p e CR S h i f t - F 9 E s c a p e ( 

S h i f t - D e l e t e 
C h a r a c t e r 

E s c a p e DC S h i f t - F 1 0 E s c a p e ) 

S h i f t - E n d E s c a p e EN U n d o E s c a p e u d 

S h i f t - E x i t E s c a p e EX U p Up A r r o w 

S h i f t - F i n d E s c a p e Fl 
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VT-220 Keyboard 

T h e fol lowing tab le t r ans la tes t he vir tual key n a m e s used in this guide to 
ac tual keys on the VT-220 t e r m i n a l k e y b o a r d or to k e y s t r o k e s e q u e n c e s 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

B a c k Lef t A r r o w F7 F18 

B a c k s p a c e B a c k s p a c e F8 F19 

B a c k T a b E s c a p e T a b F9 F20 

B e g i n E s c a p e b g F10 E s c a p e 0 

B reak H e l p H e l p 

C a n c e l C o n t r o l - X H o m e E s c a p e hm 

Clear E s c a p e c e I n p u t M o d e I n s e r t - H e r e 

C l e a r L i n e E s c a p e ci M a r k S e l e c t 

C l o s e E s c a p e cl M e s s a g e E s c a p e ms 

C o m m a n d C o n t r o l - C M o v e E s c a p e mv 

C o p y E s c a p e c p N e x t E s c a p e nx 

C r e a t e E s c a p e cr O p e n E s c a p e o p 

De le te R e m o v e O p t i o n s E s c a p e ot 

De le te 
C h a r a c t e r 

Page E s c a p e p g 

D o w n D o w n A r r o w PF1 E s c a p e f1 

End E s c a p e en PF2 E s c a p e f2 

Enter Do P F 3 E s c a p e f3 

Exit C o n t r o l - D PF4 E s c a p e f4 

E s c a p e ESC PF5 E s c a p e f5 

F ind F ind PF6 E s c a p e f6 

F o r w a r d R igh t A r r o w PF7 E s c a p e f7 

F1 F6 P F 8 E s c a p e f8 

F2 F7 PF9 E s c a p e f9 

F3 F8 P F 1 0 E s c a p e fO 

F4 F9 P F 1 1 E s c a p e f -

F5 F10 P F 1 2 E s c a p e f -

F6 F1 7 P r e v i o u s E s c a p e pv 

Kevboard Tables A 



W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

Print E s c a p e pr S h i f t - l n p u t M o d e E s c a p e N J 

R e d o E s c a p e ro S h i f t - M e s s a g e E s c a p e M S 

Ref E s c a p e re S h i f t - M o v e E s c a p e M V 

R e p l a c e E s c a p e rp S h i f t - N e x t E s c a p e NX 

Res ta r t E s c a p e rs S h i f t - O p t i o n s E s c a p e OT 

R e s u m e E s c a p e rm S h i f t - P a g e E s c a p e PG 

Re tu rn Re tu rn S h i f t - P r e v i o u s E s c a p e PV 

Save E s c a p e sa S h i f t - P r i n t E s c a p e PR 

Sc ro l l Up E s c a p e ru S h i f t - R e d o E s c a p e RO 

Sc ro l l D o w n E s c a p e d n S h i f t - R e p l a c e E s c a p e RP 

S e l e c t E s c a p e si S h i f t - R e s u m e E s c a p e R M 

S h i f t - B a c k E s c a p e BW S h i f t - S a v e E s c a p e SV 

Sh i f t -
B e g i n n i n g 

E s c a p e BG S h i f t - U n d o E s c a p e UD 

S h i f t - C a n c e l E s c a p e CX S h i f t - F 1 E s c a p e ! 

Sh i f t -
C lea rL ine 

E s c a p e CI S h i f t - F 2 E s c a p e @ 

S h i f t - C o m m a n d E s c a p e C M S h i f t - F 3 E s c a p e # 

S h i f t - C o p y E s c a p e RP S h i f t - F 4 E s c a p e $ 

S h i f t - C r e a t e E s c a p e CR S h i f t - F 5 E s c a p e % 

S h i f t - D e l e t e 
C h a r a c t e r 

E s c a p e DC S h i f t - F 6 E s c a p e C o n t r o 

S h i f t - E n d E s c a p e EN S h i f t - F 7 E s c a p e & 

S h i f t - E x i t E s c a p e EX Sh iff - F8 E s c a p e " 

S h i f t - F i n d E s c a p e Fl S h i f t - F 9 E s c a p e ( 

S h i f t - F o r w a r d E s c a p e FW S h i f t - F 1 0 E s c a p e ) 

S h i f t - H e l p E s c a p e H L U n d o E s c a p e u d 

S h i f t - H o m e E s c a p e H M Up Up A r r o w 
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WYSE-85 Keyboard 

T h e fo l lowing tab le t r ans la te s the vir tual key n a m e s used in this guide to 
ac tua l keys on the Wyse-85 k e y b o a r d or to keys t roke s e q u e n c e s to be typed 
f r o m the Wyse-85 k e y b o a r d . 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

Back < X ] F7 F18 

B a c k s p a c e B a c k s p a c e F8 F19 

B a c k T a b E s c a p e T a b F9 F20 

Beg in E s c a p e b g F10 E s c a p e 0 

B reak B reak H e l p H e l p 

C a n c e l C o n t r o l - X H o m e H o m e 

Clear E s c a p e c e I n p u t M o d e I n s e r t - H e r e --

C l e a r L i n e E s c a p e c i M a r k Se lec t 

C l o s e E s c a p e cl M e s s a g e E s c a p e ms 

C o m m a n d C o n t r o l - C M o v e E s c a p e mv 

C o p y E s c a p e c p Nex t E s c a p e nx 

C r e a t e E s c a p e cr O p e n E s c a p e o p 

De le te R e m o v e O p t i o n s E s c a p e o t 

De le te C h a r a c t e r S h i f t - < X ] Page E s c a p e p g 

D o w n D o w n A r r o w PF1 E s c a p e (1 

End E s c a p e ot PF2 E s c a p e f2 

Enter Do PF3 E s c a p e f3 

Exit C o n t r o l - D v ' PF4 E s c a p e f4 

E s c a p e ESC PF5 E s c a p e f5 

F i n d F i n d PF6 E s c a p e f6 

F o r w a r d R ight A r r o w PF7 E s c a p e f7 

F1 F6 PF8 E s c a p e f8 

F2 F7 PF9 E s c a p e f9 

F3 F8 PF10 E s c a p e fO 

F4 F9 PF11 E s c a p e f -

F5 F10 PF12 E s c a p e f= 

F6 F1 7 P r e v i o u s E s c a p e pv 

Keyboard Tables A-9 



W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

Pr in t E s c a p e pr S h i f t - l n p u t M o d e E s c a p e N J 

R e d o E s c a p e ro S h i f t - M e s s a g e E s c a p e M S 

Ref E s c a p e re S h i f t - M o v e E s c a p e M V 

R e p l a c e E s c a p e rp S h i f t - N e x t E s c a p e NX 

Res ta r t E s c a p e rs S h i f t - O p t i o n s E s c a p e OT 

R e s u m e E s c a p e rm S h i f t - P a g e E s c a p e PG 

R e t u r n R e t u r n S h i f t - P r e v i o u s E s c a p e PV 

Save E s c a p e sa S h i f t - P r i n t E s c a p e PR 

Sc ro l l U p E s c a p e ru S h i f t - R e d o E s c a p e RO 

Sc ro l l D o w n E s c a p e d n S h i f t - R e p l a c e E s c a p e RP 

S e l e c t E s c a p e si S h i f t - R e s u m e E s c a p e R M 

S h i f t - B a c k E s c a p e B W S h i f t - S a v e E s c a p e SV 

S h i f t - B e g i n n i n g E s c a p e BG S h i f t - U n d o E s c a p e UD 

S h i f t - C a n c e l E s c a p e CX S hif t - F1 E s c a p e I 

S h i f t - C l e a r L i n e E s c a p e CI S h i f t - F 2 E s c a p e @ 

S h i f t - C o m m a n d E s c a p e C M Shi f t - F3 E s c a p e # 

S h i f t - C o p y E s c a p e RP Shi f t - F4 E s c a p e $ 

S h i f t - C r e a t e E s c a p e CR S h i f t - F 5 E s c a p e % 

S h i f t - D e l e t e 
C h a r a c t e r 

E s c a p e DC S h i f t - F 6 E s c a p e C o n t r o l 

S h i f t - E n d E s c a p e EN S h i f t - F 7 E s c a p e & 

S h i f t - E x i t E s c a p e EX S h i f t - F 8 E s c a p e * 

S h i f t - F i n d E s c a p e Fl Shi f t - F9 E s c a p e ( 

S h i f t - F o r w a r d E s c a p e FW S h i f t - F 1 0 E s c a p e ) 

S h i f t - H e l p E s c a p e H L U n d o E s c a p e u d 

S h i f t - H o m e E s c a p e H M Up Up A r r o w 
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TO-235 Keyboard 

T h e fo l lowing tab le t r ans l a t e s t he vir tual key n a m e s used in this guide to 
ac tua l keys on the TO-235 k e y b o a r d or to k e y s t r o k e s e q u e n c e s . ( N o t e that 
the + sign, as used be low, ind ica tes a s econd in s t ance of a key mapp ing 
fo r a pa r t i cu l a r vi r tual key n a m e , fo r e x a m p l e , + C a n c e l is a s econd 
C a n c e l key . ) 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

B a c k Le f t A r r o w F2 F2 

B a c k s p a c e B a c k S p a c e F3 F3 

B a c k T a b C o n t r o l T a b F4 F4 

B e g i n C o n t r o l Up F5 F5 

B reak C o n t r o l ] F6 F6 

C a n c e l C o n t r o l - X F7 F7 

+ C a n c e l F20 F8 F8 

C lear C o n t r o l F7 F9 F9 

C l e a r L i n e Sh i f t F20 F10 F10 

C l o s e C o n t r o l F6 H e l p H e l p 

C o m m a n d C o n t r o l - C H o m e S h i f t - U p 

+ C o m m a n d F13 I n p u t M o d e I n s e r t - H e r e 

C o p y F11 M a r k Se lec t 

C r e a t e »«« M e s s a g e E s c a p e M S 

De le te R e m o v e M o v e F12 

De le te C h a r a c t e r < X Nex t S h i f t - R i g h t 

D o w n D o w n A r r o w O p e n C o n t r o l - F 5 

E n d C o n t r o l - D o w n O p t i o n s E s c a p e ot 

Enter Do Page Nex t Page 

Exi t C o n t r o l - D P r e v i o u s S h i f t - L e f t 

+ Exi t F14 Pr int F19 

E s c a p e ESC R e d o C o n t r o l - F 2 

F i n d Ref 

F o r w a r d R ight A r r o w R e p l a c e C o n t r o l - F 3 

F1 F1 

Keyboard Tables A-11 



W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

W h e n Y o u S e e 

T h i s K e y N a m e 

T y p e T h i s 

K e y S e q u e n c e 

Resta r t E s c a p e vs S h i f t - N e x t E s c a p e NX 

R e s u m e E s c a p e rm S h i f t - O p t i o n s E s c a p e OT 

R e t u r n R e t u r n S h i f t - P a g e Prev Page 

Save C o n t r o l - F 1 S h i f t - P r e v i o u s E s c a p e PV 

S c r o l l Up Prev S c r e e n S h i f t - P r i n t E s c a p e PR 

S c r o l l D o w n Nex t S c r e e n S h i f t - R e d o E s c a p e RO 

S h i f t - B a c k C o n t r o l - L e f t S h i f t - R e p l a c e E s c a p e RP 

S h i f t - B e g i n n i n g E s c a p e B G S h i f t - R e s u m e E s c a p e R M 

S h i f t - C a n c e l E s c a p e CX S h i f t - S a v e E s c a p e SV 

S h i f t - C l e a r L i n e E s c a p e c l S h i f t - U n d o E s c a p e VD 

S h i f t - C o m m a n d E s c a p e C M S h i f t - F 1 S h i f t - F 1 

S h i f t - C o p y S h i f t - F 1 1 S h iff - F2 S h i i t - F 2 

S h i f t - C r e a t e E s c a p e CR S h i f t - F 3 Shi f t - F3 

S h i f t - D e l e t e 
C h a r a c t e r 

C o n t r o i - < X S h i f t - F 4 S h i ' t - F 4 

S h i f t - E n d E s c a p e EN S h i f t - F 6 S h i H - F b 

S h i f t - E x i t S h i f t - F 1 4 S h i f t - F 6 Sh if t -FG 

S h i f t - F i n d E s c a p e fi Sh i f t -F 7 S h i f t - F 7 

S h i f t - F o r w a r d C o n t r c ' - R i g h t S h i f t - F 8 Shi f t - F8 

S h i f t - H e l p S h i f t - H e l p S h i f t - F 9 Sh i f t -FO 

S h i f t - H o m e S h i f t - D o w n S h i f t - F ' 0 Sh i f t - r 1 0 

S h i f t - l n p u t M o d e E s c a p e NJ U n d o C o n t r o l - U 

S h i f t - M e s s a g e E s c a p e M S Up U p A r r o w 

S h i f t - M o v e S h i f t - F 1 2 
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B 
Using the WGS/Word Processor from 

the CTIX Shell 

S o m e t i m e s you work f r o m the C T I X shell ins tead of using the D e s k t o p 
M a n a g e r . Th i s append ix shows how to o p e n o r c rea t e a d o c u m e n t f r o m 
the shell c o m m a n d line. 

Y o u can also o p e n W G S / W o r d P r o c e s s o r P r e f e r e n c e s f r o m the shel l ; this 
a p p e n d i x d e s c r i b e s how. 

Opening WGS/Word Processor from the Shell 

If your s e a r c h pa th inc ludes the / u s r / l o c a l / b i n p a t h n a m e , use the 
fo l lowing p r o c e d u r e to o p e n a new or existing d o c u m e n t f r o m the shell : 

• T y p e wp d o c u m e n t n a m e 

documentname is the file n a m e for a new d o c u m e n t o r t he file n a m e 
of the exist ing d o c u m e n t you want to o p e n . If you wan t to o p e n a 
d o c u m e n t that was c r ea t ed within W G S / D e s k t o p , add :W to the end 
of the d o c u m e n t n a m e . 

If your s ea rch pa th d o e s not inc lude / u s r / l o c a l / b i n : 

• T y p e / u s r / l o c a l / b i n / w p d o c u m e n t n a m e 

If you wan t to o p e n a d o c u m e n t that was c r e a t e d within 
W G S / D e s k t o p , add :w to the end of the d o c u m e n t n a m e . 

Using the WGS/Word Processor Prom the CTIX Shell B-l 



If you do not speci fy a d o c u m e n t n a m e , a b lank d o c u m e n t a p p e a r s on the 
sc reen , but it is u n n a m e d . Y o u can use the u n n a m e d d o c u m e n t , bu t when 
you c lose it, the d o c u m e n t is no t saved. 

U s e the Save c o m m a n d to n a m e and save the u n n a m e d d o c u m e n t fi le. 
R e f e r to C h a p t e r 2, "Basics ," f o r deta i ls a b o u t using the Save c o m m a n d . 

Opening WGS/Word Processor Preferences 

If your search pa th inc ludes the / u s r / l o c a l / b i n p a t h n a m e , use t h e 
fol lowing p r o c e d u r e to o p e n W G S / W o r d P r o c e s s o r P r e f e r e n c e s f r o m the 
C T I X shell: 

• T y p e wppref s 

If your sea rch pa th does not inc lude / u s r / l o c a l / b i n : 

• T y p e / u s r / l o c a l / b i n / w p p r e f s 

II—2 WGS/Word Processor User's (hade 



Glossary 

active window. T h e w indow you a re cu r ren t ly us ing. Th i s w i n d o w is 
d i sp layed ove r o the r w i n d o w s and has a h ighl ighted b o r d e r . 

A D F format . A p p l i c a t i o n D a t a F o r m a t , a fi le f o r m a t tha t s u p p o r t s da t a 
i n t e r c h a n g e b e t w e e n d i f f e r e n t app l i ca t i ons . 

ASCII format . A s t a n d a r d , execu t ab l e file f o r m a t , with n o f o r m a t t i n g 
c o d e s . 

appl icat ion . O n a C T I X c o m p u t e r sys t em, a s o f t w a r e p r o g r a m , such as 
the W o r d P r o c e s s o r , S p r e a d s h e e t , Mai l , o r C a l e n d a r , tha t c an b e e n t e r e d 
t h r o u g h t h e D e s k t o p M a n a g e r . 

case - sens i t ive . T h e ability of t he C T I X sys tem to d i f f e r e n t i a t e b e t w e e n 
c o m m a n d s e n t e r e d with capi ta l l e t t e r s ( fo r e x a m p l e , A ) as o p p o s e d to 
l owercase le t te rs (a) . C T I X c o m m a n d s typed in to the sys tem a re no t 
r ecogn ized un less e n t e r e d with the p r o p e r ca se . 

character attribute. A cha rac te r i s t i c ass igned to a g r o u p of c h a r a c t e r s to 
e m p h a s i z e or d e e m p h a s i z e that text w h e n it is p r i n t e d . 

c o m m a n d . A n ins t ruc t ion to the c o m p u t e r sys tem to p e r f o r m an 
o p e r a t i o n . 

c o m m a n d s menu. A n in s t ruc t ion to the c o m p u t e r sys tem to p e r f o r m a 
f u n c t i o n o r ca r ry out an activity. 
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copy. T o dup l i ca te text . 

cursor . T h e b l ink ing u n d e r l i n e c h a r a c t e r or highl ighted b lock visible in 
the act ive w indow that m a r k s your p l ace in the W G S / W o r d P r o c e s s o r . 
C o m m a n d s a re ca r r i ed out on the ob jec t at the cu r so r l oca t ion . 

cut and paste . T o m o v e text . 

CTIX operat ing sys tem. T h e o p e r a t i n g sys tem that unde r l i e s the D e s k t o p 
M a n a g e r a n d the W G S / W o r d P r o c e s s o r . S e e also operat ing system. 

default . T h e p r e se t value the c o m p u t e r system uses if you d o not spec i fy 
an a l t e rna t ive . 

delete. T o r e m o v e text . 

D e s k t o p . T h e f i rs t d i r ec to ry you en te r ( the defau l t d i rec to ry) w h e n you 
log in to the D e s k t o p M a n a g e r . T h e D e s k t o p is your ma in d i rec to ry a n d 
it c an b e used to c r ea t e o b j e c t s such as d o c u m e n t s , s p r e a d s h e e t s , a n d 
add i t iona l d i r ec to r i e s . See a lso default . 

directory. A n o b j e c t tha t c o n t a i n s fi les a n d o the r o b j e c t s . 

document window. T h e w i n d o w in wh ich a d o c u m e n t is d isplayed on the 
s c r e e n . 

edit. T o m a k e c h a n g e s to the f o r m a t or con t en t of da t a . 

f i le . A col lec t ion of da ta o rgan ized as a unit and iden t i f i ed by n a m e . A 
d o c u m e n t is a f i le; a d i r ec to ry is a f i le. 

footer . Text that p r in t s at the b o t t o m of the pages of a d o c u m e n t . 

foo tnote . Exp lana to ry text , p l aced at the b o t t o m of a page or d o c u m e n t , 
and re fe r re t l to in the d o c u m e n t by a n u m b e r . 
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f o o t n o t e number . In a d o c u m e n t , a n u m b e r that r e f e r s to a specif ic 
f o o t n o t e . 

format . T h e way in w h i c h text is d i sp layed a n d p r i n t e d , as d e t e r m i n e d by 
m a r g i n s a n d t abs , l ine spac ing , page b r e a k s , h e a d e r s and f o o t e r s , and so 
on . 

format ruler. In a d o c u m e n t , a line that c o n t a i n s marg ins and tabs , line 
spac ing , a n d text a l ignment se t t ings . 

funct ion key. T h e keys at the t op of t he k e y b o a r d , F1 t h rough F10, tha t 
c o r r e s p o n d to f u n c t i o n key labels at the b o t t o m of the s c r een . Y o u can 
u s e t h e f u n c t i o n keys to execu te the c o m m a n d s s h o w n on the f u n c t i o n key 
labels . Sec a lso funct ion key menu. 

funct ion key m e n u . A ho r i zon t a l s t r ip at t he b o t t o m of the "WGS/Word 
P r o c e s s o r s c r e e n that ind ica tes t he ac t ion ass igned to a f u n c t i o n key on 
the k e y b o a r d . F u n c t i o n Key m e n u s (and the ac t i ons ass igned to t h e m ) 
c h a n g e as d i f f e r e n t o p e r a t i o n s a re m a d e avai lable in t h e W G S / W o r d 
P r o c e s s o r . 

g los sary file. A file in which you s to re f r equen t ly -u sed p h r a s e s tha t can 
b e i n s e r t e d in to a d o c u m e n t by using a k e y s t r o k e . 

g los sary entry. A p h r a s e s t o r ed in a glossary f i le , t o be inse r ted in to a 
d o c u m e n t by using a k e y s t r o k e . 

header . A l ine o r severa l l ines of text that p r in t at the t op of pages of a 
d o c u m e n t . 

hot z o n e . T h e n u m b e r of b l ank spaces a l lowed at the end of a line b e f o r e 
h y p h e n a t i o n . 

insert . T o a d d text wi th in exist ing text in a d o c u m e n t . 
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justify. T o align text evenly at t ne right marg in , left ma rg in , o r c e n t e r of 
a l ine. 

login name. T h e n a m e by wh ich you a re k n o w n to the o p e r a t i n g sys tem. 
Y o u r login n a m e is usually ass igned to you by your sys tem a d m i n i s t r a t o r . 

mark. T o ind ica te text to b e u s e d with a c o m m a n d . 

menu. A list of se lec tab le i t ems d i sp layed by a p r o g r a m . A s in a 
r e s t au ran t , you m u s t select f r o m the m e n u b e f o r e anyth ing e lse h a p p e n s . 

M e s s a g e Center. T h e w indow at t h e t o p of your s c r e e n tha t d isplays the 
m o s t r e cen t Mai l a n d C a l e n d a r a l a r m s , a n d Q u i c k Messages . Y o u can 
scroll the Message C e n t e r w i n d o w to view add i t iona l m e s s a g e s . 

notif icat ion. A m e s s a g e d isp layed on t h e D e s k t o p M a n a g e r s c reen w h e n 
you have mai l , p r i n t e r no t i f i c a t i on , C a l e n d a r a l a r m s , or Qu ick M e s s a g e s . 

object . A t e r m tha t r e f e r s to any o r all of t he d i f f e r e n t types of fi les tha t 
can b e c r ea t ed a n d m a n i p u l a t e d by the D e s k t o p M a n a g e r . T h e s e inc lude 
d i rec to r i es , d o c u m e n t s , s p r e a d s h e e t s , a n d d a t a b a s e s , as well as any o t h e r 
ob j ec t s that may b e set u p by your sys tem a d m i n i s t r a t o r . 

operat ing sys tem. A m a s t e r p r o g r a m that m a n a g e s all the t a sks r e q u i r e d 
to run a c o m p u t e r sys tem. I ts p r i m a r y f u n c t i o n s a re to o rgan ize a n d 
main ta in the file sys tem, p r o v i d e f o r loading and execu t ion of app l i ca t ion 
p r o g r a m s , and p r o v i d e a link betyveen the c o m p u t e r and the ou t s ide 
wor ld . 

overtype. T o r e p l a c e exist ing text by typing over it. 

password . A sec re t word or str ing of c h a r a c t e r s ass igned to vou bv a 
system a d m i n i s t r a t o r that you en t e r w h e n you log in to the D e s k t o p 
M a n a g e r . A p a s s w o r d is used to p rov ide p r o t e c t i o n for your sys tem. 

paste . T o p lace text in a new loca t ion . 
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persona l dict ionary. A file con t a in ing a list of w o r d s s u p p l e m e n t a r y to 
the w o r d s in the s t a n d a r d d ic t ionary , used to c h e c k spel l ing. 

print queue . T h e list of fi les wait ing to p r in t . 

p r o m p t . A c h a r a c t e r or s t a t e m e n t that p r o m p t s you to en te r i n f o r m a t i o n 
to ca r ry out an ac t ion o r c o m m a n d . 

record. A n organized and iden t i f i ab le co l lec t ion of r e l a t ed i n f o r m a t i o n . 
F o r e x a m p l e , a r e c o r d in a p e r s o n n e l fi le c o n t a i n s r e l a t ed i n f o r m a t i o n 
such as f irst and last n a m e , da t e , and p l a c e of b i r t h , Social Secur i ty 
n u m b e r , and so on . 

replace . T o sea rch a d o c u m e n t f o r exist ing text a n d subs t i tu te new text 
fo r it. 

review. U s e the Review c o m m a n d to set u p a d o c u m e n t ' s layout , 
including page b r e a k s , h e a d e r s a n d f o o t e r s , f o o t n o t e s , a n d h y p h e n a t i o n . 

save . T o p r e s e r v e text in a d o c u m e n t by s to r ing it o n d i sk . 

scroll . T o display m o r e of a d o c u m e n t t h a n wha t is d i sp layed wi th in the 
d o c u m e n t w indow. 

Spel ler Pre ferences . Se t t ings tha t d e t e r m i n e t h e c r i t e r i a fo r t he Spell ing 
Check c o m m a n d . 

spel l ing checker . T h e p r o g r a m tha t s e a r c h e s f o r a n d c o r r e c t s misspel l ings 
in a d o c u m e n t . 

spreadsheet . A n ob jec t c r e a t e d by the C T I X S p r e a d s h e e t p r o g r a m . 

standard dictionary. The s t a n d a r d list of w o r d s used by the Spell Check 
c o m m a n d to c h e c k a d o c u m e n t for misspe l l ings . 
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standard document format . T h e file f o r m a t used by W G S / W o r d 
P r o c e s s o r d o c u m e n t s . 

status line. T h e l ine at t he t o p of t he M e s s a g e C e n t e r w indow that gives 
i n f o r m a t i o n such as your login n a m e , t h e da t e a n d t ime , and m e s s a g e 
no t i f i ca t ions . 

system administrator . T h e p e r s o n r e s p o n s i b l e f o r set t ing u p a n d 
main ta in ing your c o m p u t e r sys t em. 

Toolkit . A D e s k t o p M a n a g e r m e n u tha t lists the too l s with wh ich you can 
w o r k , f o r e x a m p l e , t he C a l e n d a r o r P r e f e r e n c e s . 

Trashcan . T h e p l a c e w h e r e de l e t ed o b j e c t s a r e p l aced w h e n they a re 
r e m o v e d f r o m t h e D e s k t o p M a n a g e r s c r e e n . O b j e c t s in the T r a s h c a n can 
b e re t r i eved and r e t u r n e d to t h e s c r e e n . O b j e c t s de l e t ed f r o m the 
T r a s h c a n a re p e r m a n e n t l y r e m o v e d f r o m t h e sys tem. 

undo . T o recal l de l e t ed text . 

W G S / W o r d P r o c e s s o r Pre ferences . 
s t a n d a r d d o c u m e n t a n d w i n d o w f o r m a t . 

Set t ings that cus tomize your 

window. A n iden t i f i ab le a r ea on the s c r e e n tha t c o n t a i n s spec i f ic 
i n f o r m a t i o n . F o r e x a m p l e , a w i n d o w can b e a d i r ec to ry , t he M e s s a g e 
C e n t e r , o r a m e n u . A w i n d o w is set off f r o m o t h e r w i n d o w s by a 
b o u n d a r y l ine a n d a tag l ine at t he t o p showing the n a m e of t he w i n d o w . 
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c h a r a c t e r , 3-3 
f o o t n o t e s , 5-9 
misspel l ing, 3-20 
text by b l o c k , 3-6 
text by c h a r a c t e r , 3-5 

D e s k t o p d i r ec to ry , 2-2 
D e s k t o p M a n a g e r , 1-3, 2-1 
D e t e c t i o n Cr i t e r i a m e n u , 3-16 
D i c t i o n a r y , 3-15, 3-19 

Displaying 
c o m m e n t text , 4-11 
d o c u m e n t layout , 7-1 
f o r m a t c h a r a c t e r s , 4-11, 6-5 
initial f u n c t i o n key labels , 2-8 
inse r ted text , 4-11 
the pr int q u e u e , 7-7 
s e c o n d a r y f u n c t i o n key 

labe ls , 2-7 
suggested spel l ings, 3-20 
W i n d o w f u n c t i o n key labels , 

n 1 
D o c u m e n t 

c rea t ing , 2-4 
exit ing, 2-13 
layout , 7-1 
n a m e , 2-4 
open ing , 2-10 
pr in t ing , 7-6 
review, 7-1, 7-5 
saving, 2-10 
wait ing to p r in t , 7-7 
s t a n d a r d s , 6-1 
w i n d o w , 2-5 

D o c u m e n t exchange f i le f o r m a t , 
2 - 1 1 

D o c u m e n t fi le f o r m a t , 2-11 
D o c u m e n t M e r g e f o r m , 8-11 
D o c u m e n t N a m e f o r m , 2-4 
D o c u m e n t Pr in t f o r m , 7-7 
D o c u m e n t Rev iew f o r m , 2-8, 7-2 
D o c u m e n t a t i o n , 1-3 
D o u b l e spac ing , 4-4 
D o u b l e u n d e r s c o r e , 4-12 

sho r t cu t , 4-15, 4-18 

Edi t ing 
glossary f i le , 8-6 
h e a d e r 
f o o t e r , 5-12 
p e r s o n a l d i c t i ona ry , 3-23 
text , 3-1 

E F T , 5-15 
E F I D , 5-15 
E n d field n a m e c h a r a c t e r , 8-2, 

8-3 
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E n d r e c o r d c h a r a c t e r , 8-2, 8-3, 
8 - 8 

E n d i n g 
a t t r i bu t e a s s i g n m e n t , 4-18 
Inse r t F o r m a t t i n g m o d e , 4-18 
l ine of text , 3-3 

E v e n F f u n c t i o n key labe l . 2-8 
E v e n H f u n c t i o n key labe l , 2-8 
Even -page h e a d e r s a n d f o o t e r s , 

5-11 
Exis t ing d i c t iona r i e s , 3-17 
Exi t ing 

d o c u m e n t , 2-13 
H e l p , 2-16 

E F T , 5-15 
F H D , 5-15 
F ie lds , 2-3 
Fie ld n a m e c h a r a c t e r , 8-2, 8-3 
Fie ld n a m e s r e c o r d , 8-7, 8-8 
F i le , 2-2 

m a n a g e m e n t , 2-1 
types , 2-11 

Fi le Pr in t c o m m a n d , 7-8 
Fill-in f i e ld , 2-3 
F i n d c o m m a n d , 3-7 
Fi rs t F f u n c t i o n key l abe l , 2-9 
Fi rs t H f u n c t i o n key labe l , 2-9 
F i r s t -page h e a d e r s a n d f o o t e r s , 

5-11 
F lush- le f t t a b , 4-4 
F lush- r igh t t ab , 4-4 
F o o t e r , 5-1, 5-10, 7-1 

c r ea t ing , 5-12 
f u n c t i o n key labe l s , 2-9 
iden t i f i e r , 5-15 
pr ior i ty , 5-11 
r e m o v i n g , 5-15 
spec ia l , 5-14 
types , 5-11 

F o o t n o t e , 4-13, 5-7, 7-1 
de le t ing , 5-9 
n u m b e r , 5-7 
f o r m a t , 7-4 
s h o r t c u t , 4-15, 4-18, 5-9 

F o r m , 2-3 

F o r m a t c h a r a c t e r s , 4-3, 4-10, 6-
displaying, 4-1 

F o r m a t L ine Spec i f i ca t i ons 
f o r m , 4-5 

F o r m a t ru ler l ine , 2-5, 2-8, 4-1 
inser t ing , 4-2 
r emov ing , 4-3 
f u n c t i o n key labe ls , 2-9 

F o r m a t t e d file, ' 3-28 
F o r m a t t i n g 

c o m m e n t text , 5-3 
d o c u m e n t f o r p r in t ing , 7-1 
d o c u m e n t pages , 5-1 
f o o t n o t e s , 5-8, 7-4, 7-5 
h e a d e r s a n d f o o t e r s , 5-10 
inse r t ed text , 5-3 
text , 4-1 

F T R , 5-15 
F u n c t i o n key labels , 2-3, 2-7 

A d d , 3-19 
Cap i t a l , 3-19 
c o n v e n t i o n s , ix 
C e n t e r , 2-7 
C u r s o r , 2-7 
D e l e t e , 3-20 
E v e n F , 2-9 
E v e n H , 2-9 
Firs t F , 2-9 
Fi rs t H , 2-9 
F o o t e r , 2-9 
F o r m a t R u l e r , 2-9 
G l o b a l , 3-13 
G los s , 2-8, 8-5 
G o T o , 2-7 
H a r d , 3-21 
H a r d Pg, 2-8 
H e a d e r , 2-9 
Igno re , 3-19 
In F o r m , 2-9 
I n d e n t , 2-7 
L n F m t , 2-8, 4-2 
M o r e , 2-7, 2-8 
O d d F , 2-9 
O d d H , 2-9 
O p t i o n , 3-21 
Pas te , 2-7, 3-26, 3-27 
Pg F o r m , 2-9, 5-3 
P r o c e e d , 3-19 
R e p l a c e , 3-13, 3-19 
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Func t i on key labels , ( con t . ) 
Rev iew, 2-8 
S C h a r , 2-7 
secondary , 2-8 
Skip , 3-13 
Sof t Pg, 2-8 
Specia l , 3-20 
Spel l , 2-8 
Spell ing C h e c k , 3-18 
S top , 3-13 
Suggest , 3-20 
Tx F m t , 2-7, 4-13 
Visible , 3-20 
W o r d s , 3-20 

specia l , 5-14 
types , 5-11 

H e a d e r / F o o t e r w i n d o w , 5-11 
H e l p i n f o r m a t i o n w i n d o w , 2-15 

exit ing, 2-16 
H o r i z o n t a l spac ing , 5-1, 5-2, 6-3, 

7-7 
H o t z o n e , 7-5 
H y p h e n a t i o n , 3-21, 4-7, 7-1, 7-4, 

7-5 

G a p , 3-4 
G e n e r i c k e y b o a r d , A - 2 
Giving W G S c o m m a n d s , 2-2 
G loba l f u n c t i o n key label , 3-13 
Globa l ly r ep l ace text , 3-13 
Glos s f u n c t i o n key labe l , 2-8, 8-5 
Glossa ry c o m m a n d , 8-1 
Glossa ry en t ry , 8-2, 8-3, 8-4 
Glossa ry f i le , 8-2 

a t tach ing to a d o c u m e n t , 8-3 
edi t ing, 8-6 

Glossa ry n a m e , 8-2, 8-5 
G o T o f u n c t i o n key label , 2-7 
G T k e y b o a r d , A-4 

Hang ing i n d e n t , 4-6 
H a r d 

f u n c t i o n key labe l , 3-21 
h y p h e n , 3-21, 4-7, 4-8 
page b r e a k , 2-8, 5-5, 5-6 
space c h a r a c t e r , 4-8 

H a r d Pg f u n c t i o n key label , 2-8 
H D R , 5-15 
H e a d e r , 5-1, 5-10, 7-1 

c rea t ing , 5-12 
f u n c t i o n key labe ls , 2-9 
iden t i f i e r , 5-15 
l ine, 5-15 
pr ior i ty , 5-11 
r emoving , 5-15 

I g n o r e f u n c t i o n key , 3-19 
Ignor ing a misspe l l ing , 3-19, 3-21 
In F o r m f u n c t i o n key labe l , 2-9 
I n d e n t f o r m a t c h a r a c t e r s e a r c h , 

3-10 
I n d e n t f u n c t i o n key labe l , 2-7 
I n d e n t i n g 

p a r a g r a p h , 2-7 
f o o t n o t e s , 7-4 
text , 4-6 

Ini t ia l 
f u n c t i o n key labels , 2-7 
page n u m b e r , 5-2 

I n p u t M o d e key , 3-7 
In se r t f o r m a t t i n g c o m m a n d , 4-17 
I n s e r t m o d e , 3-4 
I n s e r t e d text , 4-11, 4-12, 4-20 

f o r m a t t i n g , 5-3 
s h o r t c u t , 4-15, 4-18 

Inse r t i ng 
b l a n k l ine, 3-3 
f o r m a t ru l e r , 2-8 
glossary en t ry , 2-8, 8-4 
h y p h e n , 3-20, 3-21 
page b r e a k , 2-8 
page n u m b e r , 5-16 
p h r a s e in to a d o c u m e n t , 8-1, 

8-4 
a l t e rna t e f o r m a t ru l e r , 4-2 
c e n t e r e d tex t , 4-6 
text , 3-4 
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Jo in ing pages , 5-7 
Jus t i f i ed text a l ignmen t , 4-4 

Key 
ac t i on , 2-3 
c o m b i n a t i o n c o n v e n t i o n s , ix 
f u n c t i o n , 2-3 
n a m e c o n v e n t i o n s , ix 

Key t r ans l a t ions 
G e n e r i c k e y b o a r d , A - l 
G T k e y b o a r d , A - 4 
P T k e y b o a r d , A-4 
TO-235 k e y b o a r d , A - l l 
VT-100 k e y b o a r d , A - 5 
VT-220 k e y b o a r d , A-7 
Wyse-85 k e y b o a r d , A-9 

K e y b o a r d t ab les , ix, A - l 
Keys 

cu r so r m o v e m e n t , 2-13 to 
2-15 

f u n c t i o n , 2-7 
vi r tual , A - l 

K e y s t r o k e s e q u e n c e s , A - l 
K e y s t r o k e s b e f o r e au tosave , 6-5 

Language Cr i t e r i a m e n u , 3-16 
L a y o u t , 7-1 
L e a d e r t ab , 4-4 
L e f t m a r g i n f o r m a t c h a r a c t e r , 

4-3 
L e f t m a r g i n o f f s e t , 5-2 
L i n e f o r m a t , 6-1, 6-2 
L ine spac ing , 4-1, 4-4, 7-5 
Lis t ing specia l c h a r a c t e r s , 2-7 
L n F m t f u n c t i o n key label , 2-8, 

4-2 
L o c a t i o n , 3-12 

Mai l , 1-3 
Manag ing f i les and w i n d o w s , 2-1 
M a n u a l p a g i n a t i o n , 7-3 

M a r g i n , 4-3, 5-1, 6-3, 7-4 
o f f s e t , 5-1, 6-3 
set t ings, 4-1 

M a r k d e l e t e d , 4-12 
sho r t cu t , 4-15, 4-18 

M a r k i n se r t ed , 4-12 
sho r t cu t , 4-15, 4-18 

M a r k i n g 
c o m m e n t tex t , 4-19 
f o o t n o t e text , 5-8 
in se r t ed text , 4-20 
text , 3-1 

M e n u i t ems , 2-3 
M e r g e c o m m a n d , 8-1 
M e r g e f ie ld , 8-10 
Merg ing d a t a r e c o r d s a n d 

d o c u m e n t , 8-7, 8-11 
M i n u t e s b e f o r e a u t o s a v e , 6-5 
Misspe l led w o r d , 3-19 

co r r ec t ing , 3-22 
ignor ing, 3-21 

M o d e 
i nd i ca to r , 3-7 
inse r t , 3-4 

M o d i f y P e r s o n a l D i c t i o n a r y 
m e n u , 3-23 

M o r e f u n c t i o n key labe l , 2-7 
Mov ing 

i n d e n t e d text to lef t m a r g i n , 
4-7 

text b e t w e e n d o c u m e n t s , 3-26 
text wi th in a d o c u m e n t , 3-25 
the c u r s o r , 2-13 
the cu r so r in a H e l p w i n d o w , 

2-16 
Mult ip le w i n d o w s , 2-13 

N a m i n g a g lossary en t ry , 8-2 
N o n s t a n d a r d t e r m i n a l s , A - l 
N o r m a l h y p h e n , 4-7 
N o r m a l text m o d e , 4-18 
N u m b e r i n g 

f o o t n o t e s , 5-7 
pages , 5-1 
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O b j e c t , 2-2 
O d d F f u n c t i o n key label , 2-9 
O d d H f u n c t i o n key label , 2-9 
O d d - p a g e h e a d e r s a n d f o o t e r s , 

5-11 
O f f s e t (marg in ) , 5-1, 6-3 
O F T , 5-15 
O H D , 5-15 
O p e n i n g an exist ing d o c u m e n t , 

2 -10 
O p t i o n f u n c t i o n key label , 3-21 
O p t i o n a l h y p h e n , 3-21, 4-7 
Organ iza t ion , 1-1 
O r p h a n , 7-3 
O t h e r P r e f e r e n c e s f o r m , 6-4 
Over typ ing text , 3-7, 4-9 

Page b r e a k , 2-8, 5-5, 7-1 
l ine, 5-5 
r emov ing , 5-7 
review, 7-3 

Page f o r m a t , 5-1, 6-3 
Page F o r m a t f o r m , 4-19, 6-3 
Page f o r m a t l ine, 5-2 

r emov ing , 5-3 
Page he ight , 5-2 
Page n u m b e r , 5-1, 5-2, 6-3, 7-1 

c h a r a c t e r , 5-16 
sho r t cu t , 5-16 

Pages to p r in t , 7-7 
Pag ina t ion , 7-3 

a u t o m a t i c , 5-16 
b l o c k , 5-5 

P a p e r he ight , 5-1, 6-3 
Pas te f u n c t i o n key label , 2-7 
Past ing text , 3-26 
Pe r sona l d ic t ionary , 3-15, 3-22 
Pe r sona l D i c t i o n a r y f o r m , 3-17, 

3-20, 3-22 
Pg F o r m f u n c t i o n key label , 2-9, 

5-3 
Ph ra se s , 8-1 
P i tch , 5-1, 5-2, 6-3, 7-7 
Pos i t ioning f o o t n o t e s , 7-5 
P r e c o n f i g u r e d t e rmina l s , A - l 

P r e f e r e n c e s , 6-1 
f r o m the C T I X shel l , B-2 
Spel l ing, 3-15 

P r i m a r y f o r m a t ru l e r , 4-2 
Pr in t q u e u e , 7-7 
P r in te r 

a d m i n i n s t r a t i o n , 7-8 
b a c k i n g u p , 4-9 
n a m e , 7-7 
se lec t ion , 7-4 

Pr in t ing 
c o m m e n t text , 5-3 
d o c u m e n t , 7-6 
i n se r t ed text , 5-3 
over a c h a r a c t e r , 4-9 
t o an A S C I I file, 7-8 

Pr ior i ty of h e a d e r s and f o o t e r s , 
5-11 

P r o c e e d f u n c t i o n key , 3-19 
P ro t ec t i ng against d a t a loss , 6-5 
P T k e y b o a r d , A - 4 

Q u e u e , 7-7 

Ragged- le f t text a l i gnmen t , 4-4 
Ragged- r igh t text a l i gnmen t , 4-4 
R e a d i n g a f i le in to a d o c u m e n t , 

3-28 
Reca l l ing de l e t ed text , 3-6 
R e c o r d s f i le , 3-28, 8-7 
R e c o r d s N a m e f o r m , 8-7 
R e f r e s h i n g the s c r e e n , 3-29 
Regu la r h e a d e r s a n d f o o t e r s , 

5-11 
R e l a t e d d o c u m e n t a t i o n , 1-3 
R e m o v i n g 

c h a r a c t e r a t t r i bu te s , 4-16 
f o o t e r , 5-15 
f o o t n o t e s , 5-9 
f o r m a t ru l e r , 4-3 
h e a d e r , 5-15 
i n d e n t , 4-7 
page b r e a k , 5-7 
page f o r m a t l ine , 5-3 
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R e p l a c e f u n c t i o n kev labe l , 3-13, 
3-19 

R e p l a c i n g 
mis spe l l ed w o r d , 3-22 
text , 3-11 

R e q u i r e d b a c k s p a c e c h a r a c t e r , 
4-9 

R e t u r n key , 3-3 
Rev iewing a d o c u m e n t , 7-1 
Righ t marg in f o r m a t c h a r a c t e r , 

4-3 
R u l e r , 2-5, 4-1 

S C h a r f u n c t i o n key l abe l , 2-7 
S a m p l e 

da t a r e c o r d , 8-7, 8-10 
glossary en t ry , 8-3 
M e r g e d o c u m e n t , 8-12 

Saving a d o c u m e n t , 2-10 
au tomat i ca l ly , 6-5 

S c r e e n d isp lay , 4-10 
r e f r e s h i n g , 3-29 

Scrol l ing t h r o u g h d o c u m e n t 
rev iew, 7-3 

S e a r c h a n d R e p l a c e f o r m , 3-11 
S e a r c h l o c a t i o n , 3-12 
Sea rch ing 

fo r c e n t e r f o r m a t c h a r a c t e r , 
3-10 

fo r i nden t f o r m a t c h a r a c t e r , 
3-10 

f o r single c h a r a c t e r , 3-9 
f o r spec ia l c h a r a c t e r , 3-10 
fo r text , 3-7 

S e c o n d a r y f u n c t i o n key l abe l s , 
2-8 

Select I n p u t T y p e m e n u , 3-28 
Selec t ing 

m e n u i t e m s , 2-3 
p e r s o n a l d i c t i ona ry , 3-22 
p r i n t e r , 7-4, 7-7 

Se lec t ion f i e ld , 2-3 
Send ing a d o c u m e n t t o p r i n t , 7-6 
Set t ing 

marg ing , 4-3 
page b r e a k s , 5-5, 7-3 
t abs , 4-4 

Shel l , B - l 
S h o r t c u t a t t r i bu t e c h a r a c t e r s , 

4-15, 4-18, 5-9, 5-16 
Single c h a r a c t e r s e a r c h , 3-9 
Single spac ing , 4-4 
Sk ip f u n c t i o n key label , 3-13 
S o f t page b r e a k , 2-8, 5-5, 5-6 
S o f t Page f u n c t i o n key label , 2-8 
S p a c e and o n e half l ine spac ing , 

4-4 
S p a c e c h a r a c t e r , 4-8 
Spac ing , 4-4 
Spec ia l c h a r a c t e r s , 2-7 

s ea rch ing f o r , 3-10 
Spec ia l C h a r a c t e r s m e n u , 2-7, 

5-4, 5-16, 8-3 
Spec ia l f u n c t i o n key, 3-20 
Spec ia l h e a d e r s and f o o t e r s , 5-14 
Spell f u n c t i o n key labe l , 2-8 
Spe l le r m e n u , 3-16 
Spel l ing C h e c k , 3-15 

Capi ta l iz ing , 3-19 
c r i t e r ia , 3-15 
c o m m a n d , 2-8 
d e t e c t i o n cr i te r ia , 3-16 
f u n c t i o n keys , 3-18 
language c r i t e r ia , 3-16 
s ta r t ing , 3-17 

Spel l ing P r e f e r e n c e s , 3-15 
S p r e a d s h e e t , 1-3 
S t a n d a r d 

d i c t i ona ry , 3-15 
F o r m a t 

f o r d o c u m e n t s , 6-1 
file ( A S C I I ) , 2-11, 7-8 
l ine, 6-1 
page , 6-3 
w i n d o w , 6-4 

S ta r t ing 
d o c u m e n t review, 7-5 
spel l ing c h e c k , 3-17 

S ta tus of p r in t q u e u e , 7-8 
S t o p f u n c t i o n key label , 3-13 
S t r i k e t h r o u g h , 4-12 

s h o r t c u t , 4-15, 4-18 
Subsc r ip t , 4-12 

s h o r t c u t , 4-15, 4-18 

Index 1—7 



Suggest f u n c t i o n key , 3-20 
S u p e r s c r i p t , 4-12 

sho r t cu t , 4-15, 4-18 
S u p p l e m e n t i n g the s t a n d a r d 

d ic t ionary , 3-15 
S y n o n y m s m e n u , 3-13 

TO-235 k e y b o a r d , A - l l 
T a b set t ings, 4-1 
T a b l e of C o n t e n t s w indow, 2-15 
T a b s , 4-4 
T e r m i n a l types , A - l 
Tex t 

a l ignmen t , 4-1, 4-4 
b l o c k , 5-4, 5-5 
cen te r ing , 4-5 
c o m m e n t , 4-19 
copying , 3-25, 3-26 
de le t ing , 3-5 
edi t ing , 3-1 
f i le , 3-28 
f ind ing , 3-7 
f o o t n o t e , 5-7 
f o r m a t t i n g , 4-1, 4-3 
hyphena t i ng , 4-7 
inden t ing , 4-6 
i n s e r t e d , 4-20 
inser t ing , 3-4 
m a r k i n g , 3-1 
mov ing , 3-25, 3-26 
rep lac ing , 3-11 
u n m a r k i n g , 3-1 

Text F o r m a t t i n g m e n u , 4-13, 4-16 
T h e s a u r u s , 3-13 
T i m e b e f o r e a u t o s a v e , 6-5 
Ti t le l ine , 2-5 

Toggl ing b e t w e e n typing m o d e s , 
3-7 

T o p m a r g i n , 5-2, 7-4 
T rans l a t i ng vir tual key n a m e s , 

A - l 
T r ip l e spac ing , 4-4 
Tx F m t f u n c t i o n key label , 2-7, 

4-13 
T y p e s of h e a d e r s a n d f o o t e r s , 

5-11 
Typing over exist ing text , 3-7 

U n d e r s c o r e , 4-12 
s h o r t c u t , 4-15, 4-18 

U n d o i n g a de l e t i on , 3-6 
U n m a r k i n g text , 3-2 

V e r s i o n , 1-3 
Viewing 

page f o r m a t , 5-1 
p r in t q u e u e s ta tus , 7-8 

Vir tua l key n a m e s , ix, A - l 
Vis ib le f u n c t i o n key labe l , 3-20 
Vis ib le m o d e ( sc reen d isplay) , 

4-10, 4-11, 6-5 
VT-100 k e y b o a r d , A - 5 
VT-220 k e y b o a r d , A - 7 
W G S , 1-1 

C a l e n d a r , 1-3 
c o m m a n d s , 2-2 
D e s k t o p M a n a g e r , 1-3 
Mai l , 1-3 
R e c o r d s f i le , 8-7 
s o f t w a r e v e r s i o n , 1-3 
S p r e a d s h e e t , 1-3 

W i d o w , 7-3 
W i n d o w , 2-2 

ac t ive , 2-2 
d o c u m e n t , 2-5 
m a n a g i n g , 2-1 
mul t ip l e , 2-13 
f o r m a t , 6-4 
he igh t , 6-5 
w id th , 6-5 

W i n d o w M a n a g e r , 2-2 
W o r d P r o c e s s o r 

bas ics 2-1 
f r o m t h e C T I X shel l , B - l 
P r e f e r e n c e s , 6-1 
P r e f e r e n c e s f r o m the C T I X 

shel l , B-2 
W o r d P r o c e s s o r C o m m a n d s 

m e n u , 2-6 
W o r d u n d e r s c o r e , 4-12 

s h o r t c u t , 4-15, 4-18 
W o r d s f u n c t i o n key labe l , 3-20 
W o r d w r a p , 3-3 
W o r k g r o u p So lu t i ons , 1-1 
Wyse-85 k e y b o a r d , A - 9 
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