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TANDY COMPUTER PRODUCTS

Errata

- p. 65 In the ninth paragraph, regarding the Insert command, change “COPY to"
to "Insert from."

p. 96 Delete the last sentence of the first paragraph under the heading,
"The Footnote Window." Running heads do not appear in footnote
windows.

-p. 117 Delete "or running heads” in the third paragraph of item number 3.
Running heads do not appear in footnote windows.

'p. 124 Delete the "Non-required hyphen" line in the fifth paragraph. A
non-required hyphen appears as a normal hyphen in the scrap.

:p. 124 In the fifth paragraph, replace the symbol that appears for automatic
footnote numbers with the following:
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TANDY COMPUTER PRODUCTS

Addendum
for

Microsoft Word

Printers

If you are using a DMP 2108, DWP 218, or any other buffered printer, you must
execute the BUFFER program before starting Microsoft Word. Make sure your
printer is turned on, then type:

BUFFER [ENTER]

After executing the BUFFER program, you can start Word as usual. Execute
BUFFER again before starting Word after resetting or turning off the computer.
You can create an autoexec.bat file to do this for you. Consult your MS-DOS

manual for instructions.

Note: The .PRD file for a DWP 510 with a sheet feeder is DWP51@SF.PRD.

Sample Screens
Note that the sample Word screens provided will not always match exactly what
you see on your screen when going through the examples in this manual. Since

the sample screens are provided only to illustrate the features explained,
more or less text may appear in order to more clearly illustrate an example.

End Mark

No edits can be performed on the end mark.




TANDY COMPUTER PRODUCTS

Transfer Delete Command

When using Transfer Delete, it is possible to delete any file, even those
needed to run the system. Take care when using this command. As a rule, you
should delete only document (.DOC), backup (.BAK), stylesheet (.STY), and
glossary (.GLY) files.

Glossary Names

Glossary names can be up to 3l characters long. Spaces are not allowed.

Running Heads

For a running head to appear on a certain page, it must have been defined as
the first paragraph on that or a previous page (hard page or division). If the
running head is not the first paragraph of the page, it takes effect on the
next page. Running heads remain in effect until they are replaced by another
running head.

875-9605
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About This Manual

Parts 1 and 2 are designed for the beginning Word user. Read
these two parts before you begin using Microsoft® Word. Part 3
explains the more advanced Word features. Read this section after
you experiment with Word and are ready to design and draft your
own documents. Part 4 is your reference guide to Word. Refer to
the information in this part as you use¢ Microsoft Word.

Part 1, “Introduction to Word”

Introduces you to Microsoft Word, its command keys, and its
many features. We recommend that you read all of Part 1 before
using Microsoft Word.

Part 2, “Learning Word”

Contains a step-by-step tutorial that uscs some of Microsoft
Word’s major features, giving you a feel for using Word. Follow
the examples as you go through the manual.

Part 3, “Using Word”

Focuses on strategies for using Word for any writing project. The
emphasis is on document design techniques. Apply these models
to your own work.

Part 4, “Reference to Word”

Serves as your reference guide to Word. Refer to this part for de-
tailed information on specific features and commands. “Elements
of Microsoft Word” describes the parts of Word and how they fit
together. “Command Directory” explains the Word commands.
“Message Directory” includes the reasons for and the responses to
screen messages.

Appendices

The appendices contain technical information for using specific
printing devices, converting documents written with WordStar®,
and using Merge for producing form letters and other multiple-
versions documents. There is also a guide to using the Digi-
Mouse™ with Word. A glossary and an index is included in the
appendices.
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Hardware Requirements

Required Equipment

* A 256K Tandy® 2000 Personal Computer with two floppy disk
drives

* A VM-1 Monochrome Monitor (Cat. No. 26-5111) or a CM-1
Color Monitor (Cat. No. 26-5112)

* The High-Resolution Monochrome Graphics Option (Cat. No.
26-5140)

* A Tandy Daisy Wheel or Dot-Matrix Printer
* An MS™-DOS system diskette (Version 2.0.2. or later)
* Several blank diskettes

Optional Equipment

* A Digi-Mouse (Cat. No. 26-1197) with the Digi-Mouse/Clock
Controller Board (Cat. No. 26-5144)

* A 256K Tandy 20006 with 10-Megabyte Hard Disk and one
floppy disk drive (Cat. No. 26-5104)
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Part 1
Introduction to Word







Introduction

Microsoft Word is a powerful tool for producing informal memos,
letters, reports, brochures, pamphlets, term papers, technical pa-
pers, and long manuscripts for office, school, or personal use. Use
Word to type and correct your documents easily and efficiently.
Then, with a few simple commands, Word turns your rough draft
into final copy with a polished, professional appearance. Use Word
to prepare every letter, memo, or report in a consistent and dis-
tinctive style.

Word combines its uniquely powerful features with exceptional
ease of use. Even if you have used other word processing pro-
grams, you will find that the Microsoft Word features make docu-
ment preparation easier than ever before.

The full names of available command options always clearly dis-
play at the bottom of the screen. Choose a command either by
simply pressing the key for the initial letter of the command name
or, if you have a Digi-Mouse, by pointing at the command and
clicking a single button. Also, if you are in doubt about a com-
mand or feature, usc the Help command to display more informa-
tion on it.

This introduction presents you with an overview of Word’s fea-
tures and the many ways in which Word can help you with your
writing tasks. With Word and a little ingenuity, you can write, re-
vise, and manage any type of writing project. The more complex
the task, the more you will appreciate the Microsoft Word fea-
tures such as glossaries, multiple windows, and style shects.







Features

Overtype or insertion typing modes — type over text or insert
text at the current location

Word wrapping — a word moves (wraps) to the next line if
there is not ¢nough room for it on the current line

Easy text copying or moving within a document or between
documents — select by character, word, phrase, sentence, para-
graph, page, or document

Search and replace — search for and/or replace words or
phrases throughout a document

Window concept — display and edit up to eight portions, or
windows, of one or more documents at a time

Glossary — substitute short, uscr-defined abbreviations for fre-
quently used names, phrases, or paragraphs

Undo — restore text to the last version of the document

Format displaying — italics, boldface, underline, double under-
line, subscript, and superscript display on the screen as vou
type

Character formatting — choose font type and point size; Word
supports 64 fonts, with an internal measurement of better than
one one-thousandth of an inch

Paragraph formatting — specify paragraph alignment. indent,
justification, spacing, page length, margin and gutter widths, and
multicolumn text

Document formatting — specify style of running heads and page
numbering

Style sheets — define your document styles once, then use
them as often as you wish (or choose a style sheet already de-
fined by Word and in the style sheet gallery)

Redefinition of a style sheet — redefine a style sheet and all
documents in that style are automatically reformatted
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Getting Started

“Getting Started” discusses the following topics:

* Copying your Microsoft Word master diskettes
* Formatting data diskettes

* Copying Microsoft Word to hard disk

* Setting up Word for your printer

* Starting Microsoft Word

Protect your Microsoft Word programs. Make a “backup” copy of
the master Word diskettes before you start Microsoft Word. Do
not remove the write-protect tab from your master diskettes.
Never use the master Microsoft Word diskettes for anything
other than making copies.

Important Note: All the procedures in this manual as-
sume that your Word Program diskette contains the
operating system, MS-DOS. Follow the instructions in
Appendix E to install MS-DOS on your Word Program
diskette. You must load MS-DOS or install it on your
Program diskette in order to run Microsoft Word.

Copying Your Microsoft Word Master Diskettes

Format two blank diskettes and copy the Word files from the mas-
ters to the formatted diskettes, as follows:

1. Follow the instructions in your Introduction to the Model
2000 manual to turn on your Tandy 2000. Insert the Word
Program diskette into Drive A, and start up MS-DOS.

2. Insert a blank diskette into Drive B. At the system prompt,
type:
FORMAT B: /V (ENTER

3. Press any key to begin the format. When the format is com-
plete, enter a label for the diskette. A format complete mes-
sage appears, and you are asked if you want to format another
diskette. Press (V).




4. Remove the formatted diskette from Drive B, and insert an-
other blank diskette. Press any key to begin the format. After
the second format is complete and you have entered a label,
press (N to return to the system prompt.

5. To copy all Word files to the formatted diskette in Drive B,
type:
DISKCOPY A: B:

6. Press any key to begin copying the files. When the diskcopy
of the Program diskette is complete, a copy complete message
appears, and you are asked if you want to copy another
diskette. Press (Y).

7. Remove the diskettes from Drives A and B, and insert the
Word Utilities diskette into Drive A and the second formatted
diskette into Drive B. Press any key to begin the diskcopy.
After the Utilities diskette is copied, insert the Program
diskette into drive A again, and press (N) to return to the
system prompt.

Remove the master from Drive A. Use the backup, or “working,”
Program diskette for creating, editing, and printing documents.
Use the working Utilities diskette to set up Word for your printer.
Store the master diskettes in a safe place.

You should also periodically make copies of your working
diskettes to safeguard against data loss. Diskette flaws, power out-
ages, or extreme fluctuations in power level can all cause data
loss. Follow the instructions for copying your master diskettes to
make daily backups of your working diskettes.

Formatting Data Diskettes

When using a floppy diskette system, you store your data files (in
this case, your documents) on data diskettes. A data diskette is a
formatted diskette that does not contain MS-DOS or any system
files. Format blank diskettes as follows:

1. Follow the instructions in your Introduction to the Model
2000 manual to turn on your Tandy 2¢0@. Insert the Word
diskette into Drive A, and start up MS-DOS.

2. Insert a blank diskette into Drive B. At the system prompt,
type:
FORMAT B: /V (ENTER)









2. At the MS-DOS prompt, typce:
COPY B:printer.PRD A: (ENTER

o A complete list of the printers supported by Word and the avail-
Q&/ able printer description files (printer) is given in Appendix A. You
may also create .PRD files for printers not supported. If the
printer you are using is not listed, refer to “Specification for a
Printer Description (.PRD)” in Appendix A. Make sure you have
the correct .PRD files on the Program diskette or hard disk before

you start Microsoft Word.

Starting Microsoft Word
To start Microsoft Word:

1. Follow the instructions in your Introduction to the Model
2000 manual to turn on your Tandy 2000. Insert your work-
ing diskette into Drive A and a formatted data diskette into
Drive B.

Hard Disk Users: Your files are alrcady copied to hard disk.
Make sure that Drive A is empty.

2. Press the RESET switch, then enter the date and time. The
MS-DOS system prompt appcars.

3. At the system prompt, type:
WORD (ENTER

When you start Microsoft Word by typing WORD and press-
ing (ENTER), the program doecs not load a document. There
are also other ways to start the Word program.

WORD filename starts Word and loads the
ENTER specified document; if the file
is not found, you can press

to create it

WORD /L (ENTER starts Word and loads the last
document you edited in win-
dow 1

11









Cursor Movement Keys

Tandy 2000
Key

3 g% E0068
=

Action @

moves UP

moves DOWN

moves LEFT

moves RIGHT

moves to beginning of line
(HOME)

moves to END of line

moves to TOP of WINDOW

moves to BOTTOM of
WINDOW

moves to NEXT WINDOW

()] moves to PREVIOUS WINDOW
Text Selection Keys

Tandy 2000

Key Action

(F&) EXTENDs selection

selects PREVIOUS WORD

SHIFD selects PREVIOUS SENTENCE

selects NEXT WORD

(SHIFD selects NEXT SENTENCE

selects current SENTENCE

SHIFT selects current LINE

selects PARAGRAPH

(G)] selects entire DOCUMENT

Note: If the cursor is in the middle of a word or 2 sentence, the
PREVIOUS/NEXT WORD/ SENTENCE keys select the current word
or sentence. Repeatedly pressing one of these keys continues to
select the previous or next item, as appropriate.

O



Text Scroll Keys

CTRD (O or PG UP)
CTRD (D or G DN)

CTRD =)

2
|
=0
=
®

e
BlOEIE

Action

scrolls up one screen (PAGE

UP)

scrolls down one screen (PAGE
DOWN)

scrolls to beginning
(DOCUMENT TOP)

scrolls to end (DOCUMENT
END)

SCROLLs LEFT

SCROLLs RIGHT

SCROLLs UP one line

SCROLLs DOWN one linc

scrolls left 1/3 of window

scrolls right 1/3 of window

Text Editing Keys

Tandy 2000
y
BACKSPAGE

(=) ﬂ
aal
m )
)
—
a

;

HIFT) (INSERT

@@E

Action

BACKSPACEs, deleting previous
character

DELETE to scrap

DELETE with NO SCRAP

INSERT from scrap

REPIACE from scrap

INSERT GLOSSARY text

toggle OVERTYPE

15
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Command Keys

Tandy 2000

Key Action

space bar moves to an item on a menu

moves to the next field

(SHIFD moves to the previous field

repeats the last command
(COMND REPEAT)

(SHIFY) REPEATS the last SEARCH
command

carries out a command

ESD CANCELs the current
command

F2 displays HELP information

Merge Delimeter Keys

Tandy 2000

Key Action

sets the LEFT MERGE field
MARKER

sets the RIGHT MERGE field

MARKER




Direct Formatting Keys

Hold down (or (X for a style sheet), and press the
appropriate direct formatting key, as follows:

Tandy 2000

Key Action

space bar returns to NORMAL characters

begins SUPERSCRIPT

@ begins SUBSCRIPT

@ begins DOUBLE SPACEd lines

(®) or begins BOLDFACE characters

@Dor(© begins CENTERed text

(@ or (M begins DOUBLE UNDERLINE

@ or (B sets the FIRST line INDENT at
172"

@M or@D begins ITALICS

Mor@ begins justification (JUSTIFY)

&) or begins SMALL CAPS

M or begins LEFT FLUSH text

(m or M) decreases left indent by 1/2"

@ or (M increases left indent by 1/2"
(NEST)

@ or @ OPENs paragraph SPACING

P or (P) returns to NORMAL
PARAGRAPHs

@Wor® begins RIGHT FLUSH text

or ® begins STRIKETHROUGH

@® or sets HANGING INDENT at 1"
and TABs

W or @ begins UNDERLINE

17
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Keys Used With the Digi-Mouse

Hold down the appropriate Tandy 2000 key, and press either Digi-
Mouse button, as follows:

Tandy 2000

Key Action

(SHIFD copies previously selected text
to destination

moves previously selected text
to destination

ALT applies attributes of previously
selected text to destination
text
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Chapter 1 Creating and Formatting
Documents

The Screen

Before you run the examples in this section, copy the sample doc-
ument file, EXAMPLE.DOC, from your Program diskette to a data
diskette. Insert your Word Program diskette into Drive A and a
data diskette into Drive B. At the system prompt, type:

COPY EXAMPLE.DOC B:EXAMPLE.DOC
To verify that the file was copied, type:
DIR B:

To use Microsoft Word, start the program as instructed in “Get-
ting Started.” When Microsoft Word is running, the screen shows:

o]

. 4

*

- ﬁl Window borders |——»—
I Command area J

A J
COMMAND: Alpha Copy Delete Format'Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Escape to use menu
Page 1 {} ? 100% Free Microsoft Word:

y

This is the basic Microsoft Word screen. The diamond character is
the “end mark,” which marks the end of each document. Because
this document does not contain text yet, the end mark is the only
character in the text area.

21



The current cursor location is highlighted. Because there is no
text in this document, the end mark is highlighted.

During this session with Microsoft Word, you will type and format
a notice so that it appears as follows:

NOTICE
During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Oct 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising
features.

The results of our evaluation will be presented at the
department staff meeting this Friday, Nov. 16 at 10 a.m.
in the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.

Entering Text

First, simply type the text. Later, you will format the notice to
look like the example.

* Type NOTICE, and press (ENTER).
When you press (ENTER), you start a new paragraph.

l:OTlCE l

Press (ENTER) to start
a new paragraph.

22















When you type new text, it is inserted in front of any text at the
current cursor location.

* Press the space bar, then type:

without compromising on features

The text is inserted in front of the period, which moves to the
right. The cursor remains on the period.

Finally, you decide to add a one-sentence paragraph at the end of
the text.

* Place the cursor over the end mark, and press (ENTER).
* Type:

Free coffee and donuts to the first ten people who arrive.
* Press (ENTER).

NOTICE

During the last month we have been evaluating new word
h processing programs for use in our department. Our first

(,, j consideration was to meet, wherever possible, the criteria

established at our staff meeting on Oct 8.

One of the most important criteria was that we reduce our

anticipated training overhead without compromising on

features.

The results of our evaluation will be presented at the

department staff meeting this Friday, Nov 16 at 10 a.m. in

the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.
L J
hlnsened text

The notice is now ready to format.

Formatting Paragraphs

Now you will format your sample text. First, justify the text and
open up some space between paragraphs.

To do this, select the entire document, using the DOCUMENT se-
lection keys. Then, format the document, using a FORMAT key
combination.

27



* Use the DOCUMENT selection keys by holding down (SHIFT),
and pressing (F10).

The entire notice is now highlighted, or selected.

* Hold down the FORMAT key, (ALT), then press (J) to JUSTIFY
the notice.

i
NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Oct 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features.

The results of our evaluation will be presented at the
department staff meeting this Friday, Nov 16 at 10 a.m. in
the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.

¢

L @LD (@D justifies paragraphs.

All paragraphs now have even edges at both ends of the lines.
Most printed books and articles are justified.



You can just as easily open up space between pargraphs.

+ Hold down the FORMAT key, (ALT), then press (o) to OPEN
SPACING between the paragraphs.

NOTICE

e
During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Oct 8.

———eeeed
One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features.

-
The results of our evaluation will be presented at the
department staff meeting this Friday, Nov 16 at 10 a.m. in
the Main Conference Room.

f——
Free coffee and donuts to the first ten people who arrive.
¢

(. \‘} @M (o) opens space
b before paragraphs.

Microsoft Word rearranges the paragraphs on the screen so that
there is now a blank line between each of the paragraphs (after
cach carriage return).

29












To choose a command, press the key of its initial letter.
* Press (for Transfer).

The command menu changes to:

TRANSFER: Lodd Save Clear Delete Merge Options Rename Glossary

Select option or type command letter
Page 1 {priority } ? 99% Free Microsoft Word:

To save your document:
¢ Press (8) (for Save).

Now, the bottom of the screen looks like this:

TRANSFER SAVE filename: {1 formatted: (Yes)No

Enter filename
Page 1 {priority } ? 99% Free Microsoft Word:

Type a name for the document:
* Type B:NOTICE.

TRANSFER SAVE filename: B:NOTICE ! formatted: (Yes)No

Enter filename
Page 1 {priority } ? 99% Free Microsoft Word:

» Press to carry out the command.

Microsoft Word now saves your notice on the data diskette in
Drive B, with the filename NOTICE.

33






When you want to save the editing changes made during this ses-
sion, press (Y). If you want to quit without including the most
recent changes, press (ND. (The old version, if one exists, will
still be on diskette.) If you decide not to quit, press (ESO to CAN-
CEL the command.

To quit Microsoft Word using the keyboard:
* Press the CANCEL key, (ESD.
* Press (@) (for Quit).

35






Chapter 2 Refining Documents

In Chapter 1, you typed, edited, and formatted text. You also
saved your document and learned how to use some of the com-
mands. In this chapter, you will practice those skills and develop
others. These other skills include:

Moving around in large documents
Moving and copying blocks of text

Replacing text throughout a document by typing the change
only once

Working with tabs and tab stops to edit a table
Printing your document

For this session, we have provided a sample document so you can
concentrate on editing with Microsoft Word, rather than your typ-
ing skills.

Getting a Document from a File

Start Microsoft Word. From the type-in mode on a blank screen,
go to the command mode.

* Press the CANCEL key, (ESD).

Next, choose the Transfer Load command.

* Press (T), then press (D).

TRANSFER LOAD filename: [j read only: Yes(No)

Enter filename or select from list
Page 1 {} ? 100% Free Microsoft Word:

37
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Now, type the name of the document.
* Type B:EXAMPLE.

»,
TRANSFER LOAD filename: B:EXAMPLE :; read only: Yes(No) )

Enter filename or select from list
Page 1 {} ? 100% Free Microsoft Word:

* Finally, press (ENTER) to carry out the command.

Note that the steps you take for the Transfer Load command are
very similar to those taken for the Transfer Save command in
Chapter 1.

Notice also that when Transfer Load is complete, Word displays a
character count just as it does after Transfer Save.

Microsoft Word loads the EXAMPLE.DOC document, and the first
screen of text appears.

‘Word Processing Software
Evaluation Criteria

At our Department Staff Meeting on Monday, October 8, we
discussed our requirements for new word processing software
and developed the following Evaluation Criteria.

1. Ease of learning/Ease of use

We have no training budget for word processing. The
word processor must be easy for all personnel to learn
on their own. Especially avoid software that operates
with hard-to-remember code sequences or computerese-
style commands. An on-line Help facility would aid
start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

2. Hardware

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Escape to use menu
3542 characters
Page 1 {} ? 99% Free Microsoft Word: EXAMPLE.DOC




Moving Around in a Document

As you can see from the title on the screen, the sample text gives
the evaluation criteria mentioned in the notice you wrote in
Chapter 1. The sample document is three printed pages. There-
fore, most of the document is not currently shown on the screen.
To see more of the document, scroll the text.

You can move up and down in a document with the page keys.
* Press the PAGE DOWN key, (PG_DN).

This scrolls down in the document one screen at a time.

* Press the PAGE UP key, PG_UP).

This scrolls up in the document one screen at a time.

You might also want to jump to the end or to the beginning of a
document. Use DOCUMENT END and DOCUMENT TOP to do
this.

To move to the end of the document:

* Hold down (CTRD), and press for the DOCUMENT END.

Rite-Good yes yes no 0.1
lzoc-U-All no yes ? A

The end of the document appears, and the cursor is on the end
mark.
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The text is removed from its current location in the document,
and it is placed in the scrap buffer. This is the same as when you
used (BELETE) in Chapter 1.

18! Types of Documents

A quick, informal evaluation of all our word processing
output showed that our documents can be divided into
three major types.

— Correspondence: letters and memos, usually 1 or 2
pages in length, with standard formats for the
heading, body, and closing.

— Contracts: Six to ten pages on legal-size paper.
Lots of “boilerplate” text, with some specifics
dropped in. Exhibits (unique to each contract)
usually attached at the end.

— Proposals: Our biggest wp task. Can be anywhere
from a few pages to book-length. When extensive

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Escape to use menu
Page 1 (2. —=Hardware...itioning.1}  ? 99% Free  Microsoft Word: EXAMPLE.DOC

A

Scrap shows first and
last few words. Note
the ellipsis for long text.










The text now appears where you inserted it, as well as in its orig-
inal location.

s

from a few pages to book-length. When extensive
research is involved, may require integrating data
from the engineering department, in the form of
charts and tabular material.

Aside from the specifics of editing functionality,
these document types point out the need for certain
overall requirements. The wp should be able to read
data from other programs. When extensive research is
involved, may require integrating data from the
engineering department, in the form of charts and
tabular material. jt should be easy to copy text from
one contract to another and, if possible, to view both
at the same time. Charts abound in proposals and must
be handled with ease. Because most of our documents
have a standard layout, it would be helpful if the wp
could “remember'” the layout as it goes from one
document to the next.

\

Text now appears
in two places.

45



Replacing Text
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As the report was being typed, it became tedious to type word
processor each time, so it was abbreviated to wp. Now you will
use the Replace command to replace each occurrence of wp with
word processor.

* First, move the cursor to the beginning of the document. (Re-
place begins at the current cursor location.)

* Next, press (ESD), then (R) to choose the Replace command.

The command menu changes as follows:

REPLACE text: L] with text:

N\ case: Yes(No) whole ¥0rd: Yes(No)
Enter Text
Page 1 {When extens...x

A
Nerial.} ? 99% 4ree

[ Command fields |

What you see are the command fields of the Replace command.

5id: EXAMPLE.DOC

Command fields, located below the window border, are for giving
Microsoft Word additional information on how to perform the
command. You used command fields in the Transfer Save and
Transfer Load commands when you typed the document
filenames.

In this case, you tell Microsoft Word what text to replace and
what to replace it with. You want to replace wp with word
processor.

* Type wp.






Getting Help

To obtain general information about Microsoft Word, use the Help
command. For specific information about a command or com-
mand field, use the HELP key, (F12). Press (F12) while you are using
the command or command field (when it is highlighted).

* Press the HELP key, (E12).

Information about the Replace command, specifically, the “case”
command field, displays.

case: sets text case distinction.

Text is found only if uppercase and lowercase letters
exactly match uppercase and lowercase letters in the
search text.

Ignores case. If matching text has initial or all uppercase
letters, the replacement will match them.

No

Information about
your question

HELP: Next Previous
Introduction Commandsk=diting Keyboard Mouse Selection
Select option or type command Iatter
Page 1 {When extens... material.\? 99% Free Microsoft Word: EXAMPLE.DOC

\

New command menu
for use while in Help

As you can see from the Help text, “case” refers to whether or

not the characters in the “REPLACE text” are uppercase, lower-
case, or a combination of both. Because you want to replace all -
instances of wp with word processor, without regard to case,

you will choose “No.” Any instances of wp, Wp, wP, and WP will

be replaced.
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Adding Text to a Table

While looking over the table at the end of “Evaluation Criteria,”
you see that you need to add to it one more software package,
“Quill.” Its features include Live Screen and Character Emphasis,
but you do not know if it has Split Screen. Position Precision is

not available.
To add the new information to the table:

* Place the cursor on the end mark.

* Press to place the cursor on the paragraph marker (invisi-

ble) at the end of the table.

* Hold down (SHIFT), and press (ENTER) to start a new line with-

out starting a new paragraph.
* Type Quill.
* Press (TAB).

e

chart of the results follows:

—

Live Character Split
Screen Emphasis Screen

Microsoft Word yes yes yes
TextFun - no ? no
Rite-Good yes yes no
Doc-U-All no yes ?
Quill —>

¢

Position
Precision

00.00069
.008

0.1

A

The cursor moves to the first tab stop set for the sample table.
Use to move from column to column in the table.
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* Type yes, and press (TAB).

* Type yes, and press again.
» Type ?, and press (TAB).

* Type n/a.

Each new entry lines up with the existing column.

chart of the results follows:

Live Character Split Position
Screen Emphasis Screen Precision

Microsoft Word yes yes yes 00.00069
TextFun no ? no .008
Rite-Good yes yes no 0.1
Doc-U-All no yes ? A

Quill yes yes ? n/a

.
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This changes the filename for the document, so you have both the
original and the revised documents saved on diskette.

* Press (ENTER).

Printing Your Document
You saved your document on the Data diskette. Now print it.
+ Press (ESC), then (P) to choose the Print command.
* Press (P) again to choose the Printer command.

Microsoft Word starts printing your document immediately (after
you press if you are using a daisy wheel printer). To CANCEL
printing, press (ESC).

For more specific information, see the “Printing Documents with
Word” appendix and the Print commands in the “Command
Directory.”

You now know enough about Microsoft Word to create most of
the documents you need. But Microsoft Word can do much more.
Many other topics, such as full use of the Format commands, use
of style sheets, working with footnotes, and multiple windows are
covered in Part 3, “Using Word.”
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- Using Word







Chapter 3 Editing and Managing
Documents

This chapter covers: editing your text using windows, repeating
frequently-used text with the glossary feature, and managing large
or multiple documents.

Windows

A “window” is a portion of the screen in which document text
appears — a view of a document you are writing editing. You can
open up to eight windows at once. Each window is independent
and can contain a different part of the same document or a part
of a different document.

You start Microsoft Word in the first window, number 1. The win-
dow number displays in the upper left corner of each. (Note that
you must save a document displayed in a particular window be-
fore you close the document in order to save any changes you
make in that window.)

Three common uses for windows are:
1. to move text around in a single document

View different parts of one document by opening a second
window that contains the same document as the original win-
dow. Scroll the windows separately to display the appropriate
areas where you want to copy, delete, and insert text.
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Same document, Scroll in window to find text;
but different place. windows scroll separately.

\ /

i
Document 1 Docur%ant 2

Correspondence: Letters Proposals: Our biggest word
ﬁages in length, with anywhere from a few pages to
eading, body, and closi extensive research is involv

integrating data from the
Contracts: Six to ten p in the form of charts an

lots of “‘boilerplate’ t
dropped in. Exhibits (
usually attached at the

to move text between documents

Open a second window and load the second document into it
with the Transfer Load command. Scroll the windows sepa-

rately to display the appropriate areas where you want to

copy, delete, and insert text.

Document 1

Correspondence: Letters and memos, usually 1 or 2 pages in
length, with standard formats for the heading, body, and closing.

-
)

Document 2

During the last month we have been evaluating new word
processing programs for use in our department.




3. to use a second window as a scratch pad for notes to yourself
while creating or editing a document

Open a second window, then use the Transfer Clear Window
command to give yourself a clean, blank document in which
to make notes.

1 2
Getting bogged down on low value act ivities could be the reason
for your inability to do important tasks. Low value items are gener-
ally easy to do and give a sense of acc omplishment; but they are

time-consuming.

Same document in both
windows after split.

Transfer Clear command

Getting bog%ed down on low value act
for your inability to do imporiant tasks.

ally easy to do and give a sense of acc
tin!e-oonysuming. s Transfer Clear command

gives you a blank
““scratch pad’’ window.
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To open a window, use the Window Split command.

* Press (ESC), then (W), then (8).

* Press (H) for a horizontal window or (¥) for a vertical
window.

To clear a window, use the Transfer Clear Window command
(clears a newly opened or active window).

* Press (ESC), then (1), then (T), then (W).

If there are unsaved changes to the document in this window,
Word asks you to confirm the loss of your changes.

To move to another window, use the NEXT WINDOW key.
* Press (F1).

To move to a footnote window, use the Jump Footnote command.
The footnote window must already be open.

* With the cursor on a footnote reference mark, press (ESC), then

(D), then (F).

When you are using more than one window, you may need to ad-
just their sizes so that you can display more text in one window
or the other. Do this by moving the window borders.

To move a window border, use the Window Move command.

¢ Press (ESC), then (W), then (D).

* Enter the number of the window you are adjusting, the line
number for the new bottom border, then the position for the
new right border.

Note that you adjust the size of a window in the bottom, right
corner by moving the borders of its neighboring windows.

When you have finished viewing a window and want to retrieve
the space for the remaining windows, close the window using the
Window Close command. When you close a window, the contents
are lost if you have not saved the window.

* Press (ESC), then (W), then (T).
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Chapter 4 Formatting Documents

Word organizes documents into divisions, paragraphs, and charac-
ters. A character (or set of characters) is the smallest Word ele-
ment. A paragraph, a block of one or more characters, words, or
sentences, is the next level. A paragraph always ends with
(ENTER). The division, any portion of a document (one page or
the entire document) that uses a consistent format, is the highest
level. You can format any of these elements, as follows:

character formatting determines how a set of characters looks
in a document

paragraph formatting determines the basic layout of a
paragraph
division formatting determines the overall look of a printed
page

There are two ways to control formatting:

Direct use the Format commands on the Edit menu or the Di-
rect Formatting keys ((ALD + a formatting key)

Indirect  attach predefined “styles” (from the style sheets) to
the text

This chapter describes how to directly format your document and
its parts using the Direct Formatting keys and the Format
command.
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Character Formats

When you write, you probably pay little attention to the appear-
ance of characters, except perhaps to emphasize a word or phrase
by underlining or using all capital letters. You might also rule
through words to delete them in your drafts. With Word, you can
modify the appearance of characters in many more ways than you
can with a pencil or a typewriter.

All the changes you can make to the appearance of characters are
part of character formatting. Character formats include: boldface,
italics, underline, double underline, strikethrough, small capitals,
superscript and subscript, font type, and font size (the height of
the characters, usually measured in points).

Most character formats display on the screen. The way character
formats appear in the printed document depends on the capabili-
ties of your printer. If your printer cannot reproduce a particular
character format, Microsoft Word makes an appropriate substitu-
tion. For details, see Appendix A, “Printing Documents With
Word.”

Changing Character Formats
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Initially, characters have a “normal” format without any special
attributes.

You can change the appearance of characters as you type the text
or, later, as you edit. Character formats are cumulative: you can
apply more than one to the same character.

To format characters as you type:

* Press the desired Direct Formatting key combination (hold
down (ALY), and press the appropriate key), or use the Format
Character command.

* Type the text.

* Hold down (ALT), and press the space bar to return to the nor-
mal character format.

To change the format of existing characters:
* Select the characters.

* Hold down (ALT), and press the desired key, or use the Format
Character command.



Exception: If you select a single character only, you must press
the Direct Formatting key combination twice.

To remove character formats:
* Select the characters.

* Hold down (ALT), and press the space bar to return to the nor-
mal character format.

A common technique for determining how much time is consumed
on various tasks throughout the work day is to keep a time

log. This procedure consists of maintaining a diary

in wich every 15-20 minutes you record what you havd done.

Press space bar Press @
{o end italics. to begin italics.

Italics, Underline, Boldface, Strikethrough, Double
Underline and Small Capitals

Character formats can be assigned with an key combination
or with the Format Character command, and, like the italics
shown above, can be assigned as you type or as you edit.
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To define paragraph alignment in your documents:
* Place the cursor in the paragraph.

* Use the Format Paragraph command, choosing one of the align-
ments in the alignment command field, or use the Direct For-
matting keys for the paragraph alignment you want.

F Centered
Also Centered

This paragraph is aligned left. Al lines begin at the left
margin. Extra space is at the ¢nd of each line. The

three paragraphs in this examrple have “open” spacing
(space before and after).

This paragraph is aljgned right. Lines end at the right
margin; space f left at the beginning of the line.

This paragraph is justified. (All lines begin at the left margin

apd end at the right except the last. Space is distribiAed
ehually within each line.

(®) refturns alignment to flush left
and removes all other paragraph formAts.

| /
1 L ya

If you want to use the
Format Paragraph command:

(e) alignment: Centered
(D alignment: Left
(D) alignment: Right

(D alignment: Justified

Indenting and Hanging Indents

Sometimes you will want to indent one or more lines. Rather than
change the margins, you can choose the exact measurement by
which to indent them. Word initially sets the indents (measured
from the margins) at 0.
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Each paragraph has three indents: left, right, and first line:

the left indent is the distance from the left margin to the be-
ginning of the line

the right indent is the distance from the right margin to the
end of the line

the first line indent is either negative or positive. If it is nega-
tive, it is indented less than succeeding lines. If it is positive, it
is indented more

Format Keys Format

@ Set first line indent V2 inch

)) Increase left indent (next) Y2 inch
m Decrease left indent Y2 inch

€] 1-inch hanging indent and tab
am @ Normal paragraph

Despite all of the computer age’s time saving machines,
ably find yourself in a time trap, being always short of
\nable to do everything that you need to and would
8y think, “If only | had more time, I'd be able to get
out from undex this mess. Think a moment. You cannot get

First line
indent 1" indent 0.5" indent @

Right margin

Line and Paragraph Spacing

Line spacing is the spacing between lines; paragraph spacing is
the spacing between paragraphs.
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You can, if you wish, use to begin new lines and to insert
blank lines between paragraphs as you would on a typewriter.
This is useful for quick preparation of documents you do not plan
to format extensively. However, if you make frequent use of the
formats described in this chapter, it is best to space lines and par-
agraphs as described below. By doing so, you avoid unexpected
and undesired extra space when you change formats or styles.

Double-space lines and open paragraph spacing using the Direct
Formatting keys. More precise control over line and paragraph
spacing can be achieved through the Format Paragraph command.
You can give line and paragraph spacing in either points (pt) or
lines (li).

Line Breaks and Nonbreaking Spaces

Sometimes you may need to begin a new line at a particular place
within a paragraph, such as when you are making a block address
or a table. To begin a new line without starting a new paragraph

use the NEWLINE key, (SHIFT) (ENTER).

There may also be times when you do not want a line break be-
tween two words: for example, it may seem impolite to break a
person’s name at the end of a line. For these cases, Word provides
a nonbreaking space space bar.

For further information, contact my colleague, John
Brown.

To prevent this line break,
use space bar
instead of just space.

For turther information, contact my colleague,
John Brown.

Note: A non-breaking space cannot be enlarged for justifying a
line; this kind of space is treated the same as letters or numbers.
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Joining and Splitting Paragraphs

The paragraph breaks you put into your document may need to
be changed.

To join two paragraphs, delete the paragraph mark separating
them:

* Place the cursor on the first character of the second
paragraph.

¢ Press (BACKSPACE).

* Press the space bar to put space between the two sentences
where the paragraphs are joined.

Note that when you join two paragraphs, the new paragraph will
have the paragraph formats of the second paragraph.

To split one paragraph into two, insert a paragraph mark:

* Place the cursor on the first character of the second para-

graph. Press (ENTER).

—~

( Note that when you split a paragraph, the two new paragraphs
N/ each have the same paragraph formatting as the original
paragraph.
Hyphens

Word lets you control hyphenation of words. You can use three
types of hyphens: hyphens that separate words like spaces (nor-
mal hyphens — press the hyphen on the keyboard); hyphens that
separate words that should not be separated, such as a name
(non-breaking hyphens — press (SHIFTD) and a hyphen),
and hyphens that separate two parts of a single word when it is
divided at the end of a line (non-required hyphens — press
(CTRD) and a hyphen).
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Division Formats

Format Division commands control your page layout. Division
breaks occur when you change the page layout. Division formats
include: page size, margin sizes, page numbers (placement and
type), number and arrangement of columns, and placement of
footnotes and running heads.

rRunning head (tom | Page number |

A as

Left margin >

Right margin >

Text area >

1

Running head (bottomn) I

Because division formats affcct how pages look when they are
printed, only a few of the division formats affect what you see on
the screen.
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When to begin a New Division

Begin a new division when you want to:

start a title page, table of contents, main text, bibliography, in-
dex, and similar parts of documents

change the placement of the page number
change the page numbering sequence

change the format of the page number (for example, Arabic to
Roman)

change the width of the margins

change the number or arrangement of columns of text on a
page
change the location of the running head area on the page

You do not begin a new division to change the margins temporar-

ily, as for an indented paragraph. Set indentations on a paragraph-
by-paragraph basis.

Starting a New Page

Although Word breaks pages for you automatically, there are times
when you want to ensure the start of a new page. To force a page
break:

¢ Press the NEW PAGE keys, (CTRD) (SHIFT) (ENTER).

This starts a new page with the same page layout (division for-
mats) as the preceding page.

Beginning a New Division
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To begin a new division:
* Place the cursor where you want the new division to begin.
* Press the NEW DIVISION keys, (CTRL) (ENTER).

This inserts a division mark — a line of colons extending across
the screen — which stores the formatting for the preceding divi-
sion. The division mark can be selected and deleted like a charac-
ter. The end mark can also act as a division mark (and does when
the document has only one division, created with the default
attributes).




A new division has the same page layout as the previous division,
excluding the text of the running heads. You can, of course,
change division formats at any time with the Format Division
command.

i)

Thus, you can pinpoint and work on the problems that have
occurred during the month or the quarter. Your objective is
to guide your activities toward the most profitable type of
operations

Copies of this Aid are available free from SBA, P.O. Box
15434, Fort Worth, TX 76119. Aids may be condensed or
reproduced. They may not be altered to imply approval by
SBA of any private organization, product, or service. [
material is reused, credit to SBA will be appreciated. Us
of funds for printing the publication approved by the Off

of Management and Budget, March 24._123&.

£nd mark. Formatting for pages Division mark. Formatting for pages
in last division of document in previous division is stored here.
is stored here.

Initial Division Formats

When you start Microsoft Word, the following division formats are

in effect:

Paper length 11 inches

Paper width 8.5 inches

Gutter width 0 inches

Margins: top 1 inch
bottom 1 inch
left 1.25 inches
right 1.25 inches

Number of columns 1

Page numbers continue from the end of the previous division
(first page of document will be page 1).

Page numbers are located at 0.5 inches from the top of the
sheet and 7.5 inches from the left edge.

Page numbers will be Arabic numerals.

The division begins a new page.

83












Galleys

Division break:
Cont

Printed page
New formats take effect on next page.

Beginning 10

Second 11

Division break:
Column

Starts new column.

HTHITHI

Blank

Division break:
Odd

Skips a page if last page is odd-numbered.

Page 11 Page 12
Blank
Blank
Page 13
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Multiple Columns of Text

Microsoft Word can print text in as many columns as there is

room for on a page. Normally, there is one column per page.

When you specify more than one column, you will still see only
one column on the screen, but when Word prints the document,
each page will have the correct number of columns. In addition

to specifying how many columns you want, you also need to

specify how much space you want between them.

The Column Fields in the Format Division Command

FORMAT DIVISION break: Cont €oliimii Page Odd Even

page length: width: utter width

pg #:Yes No from top;  from left:

numbering: Cont Start at: format:11iAa

margin top: bottom:  left: right:

# of cols: space between: footnotes: Same-page End
running head pos from top:  from bottom:

In general, a comfortable width for text on a page is 6 inches. The
initial division formats give you six inches of text on an 8.5
inches wide sheet. As you break the text into multiple columns,
you will need to reduce the right and left margins to maintain 6
inches of text. For example, if you wanted to print in three col-
umns of two inches each, you would specify margins of 0.75 inch
each and space between columns of 0.5 inch (0.75 + 2 + 0.5 +
2 + 05+ 2 + 0.75 = 8.5). Note, however, that six inches of
text is an optimum measure for an 8.5 inch sheet, not a fast rule
for Word or for printing in general.

— -
—e—

1/

oo # of cols: 3

T — space between: 0.5"

(same measurement for both)
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Chapter 5 Tabs, Running Heads,
and Footnotes

Tab Stops

You can use the tab stops in several ways to align text and num-
bers. The tab stops are paragraph formats, so they may change
from paragraph to paragraph.

The key inserts a tab character, which Word expands so that
the text aligns properly at the next tab stop. The tab character
may appear to be several spaces wide, but it is always a single
character.

You may use the preset tab stops, or you may set your own.

Preset Tab Stops

Word has tab stops preset at every one-half inch across the page.
When you press (TAB), the cursor aligns with the next numbered
tab stop to the right. Preset tab stops are always left-aligned. (See
“Tab Stops You Set: Left, Right, Center, Decimal” for an illustration
of a left-aligned tab stop.) Preset tab stops always follow the last
set tab stop. For example, if you set a tab stop at 5.2 inches, the
first preset tab stop will appear at 5.5; there will be no preset tab
stops before 5.2 inches.

Viewing Tab Stops

You can see indents and tab stops for the current paragraph
(where the cursor is) by turning on a “ruler.”

To turn on the ruler:
* Use the Window Options command.

The ruler appears in the top border of the window. (The ruler
also appears when you choose the Format Tabs command.)
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Tab Stops You Set: Left, Right, Center, Decimal

Each paragraph can have its own tab settings, providing for maxi-

mum flexibility in creating tables. You can decide if you want to

be able to give each line of a table its own tab stops. If you do,
press at the end of each line of the table. If you want to
be able to select the whole table as one paragraph, end each line

with the NEW LINE keys, (ENTER). Once you set a tab

stop, the preset tab stops to the left of it are removed.

You can instruct Microsoft Word to fill tab characters with dots
(.), dashes (-), or underlines (__) instead of blanks. Each tab
stop can also have its own leader character format. For instance,
you can connect one entry in a column to the next entry with a
row of dots, as in a table of contents.

| Left tab stop | | Dot eader | | Rignt tab stop |
T 1 e Lo 2 ceenens B eeeenen 4 cetieeen 6 ceeeeeen [ R coreerenrnrannenenns 1
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Setting, Clearing, and Moving Tab Stops

You set, clear, and move tab stops using the Format Tabs com-
mands. To set the tabs for a paragraph, place the cursor in the

paragraph.
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You can use the Jump Footnote command to move to the next
footnote reference if the cursor is not already on a reference
mark.

* With the cursor on the footnote reference mark you want, use
the Jump Footnote command to jump to that footnote’s text.
(You can also scroll to the end of the document.)

* Edit the footnote as you would edit document text.

* Use the Jump Footnote command to return to the footnote
reference.

To delete a footnote:

* Press to delete the footnote reference mark. Word
also deletes the footnote.

To move a footnote:

* Move the footnote reference as you would any other piece of
text. With the cursor on the footnote reference mark, press
(@ELETE). Move to the right of the new material you want to
reference, and press (INSERT). Word renumbers the footnotes
for you,

The Footnote Window
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The footnote window shows the footnotes whose references ap-
pear in the text window you are viewing. As you scroll the text
window, the footnote window scrolls to show any footnotes refer-
enced in the text window. Beeause m@feeme@wxndow'qs»essen-
tially -a-swindew-of-the: end: edtr-alSo seedithe

text-ofrunning heads in it

To open a footnote window:
* Use the Window Split Footnote command.
The top border of the footnote window is a dashed line.

In the footnote window, you can see and edit footnotes (and run-
ning heads). You do not have to scroll or Jump to the end of the
document where footnotes are stored. The footnote window is a
convenience; it is not necessary to open a footnote window to
create and edit footnotes.
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Chapter 6 Formatting With Style
Sheets

Chapters 4 and 5 describe how to format text directly. This chap-
ter tells you how to format documents using style sheets. While
direct formatting is more than adequate for many purposes, the
formats must be set and changed one by one. If you use a particu-
lar combination of formats repeatedly, and if you want to ensure
consistent formats within and among documents, you will find
Microsoft Word style sheets extremely helpful.

When you format directly, formats are stored with the text. When
you format with styles, the name of a style is stored with the text.
When you use styles, Word refers to a style sheet for formatting
instructions. Each time word displays or prints a portion of text
that has a style assigned to it, Word consults the currently at-
tached style sheet to see how to format that particular text.

Thus, styles and style sheets make it very easy to change the look
of an entire document. Because the formats are not stored with
the document, you don’t need to change the document itself. In-
stead, you simply redefine a style on a sheet or attach a different
style sheet.

For example, while writing a document, you may want to print it
out in double-spaced, single-column draft form, which could be
called “draft style.” After the document is completed, you may
want to print it single-spaced with two columns per page, which
could be called “article style.” By attaching a different style sheet,
you can change the draft style to article style without having to
edit the document.

The following figure is a comparison of how formatting instruc-
tions are stored when you format directly and how they are
stored when you format with style sheets.
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Direct Formatting

Tabs

Character formats
Paragraph formats N
Division formats

Document

When you Format directly, Word stores the
formats in the document with the text.

Formatting With A Style Sheet

Style sheet

When you give a

Character formats
Paragraph formats
Division formats
Tabs

portion of text a
style, Word stores

—»| the name of the |

h

Document

style with the text.
ord checks the

style sheet for the

Microsoft Word provides two style sheets for you to use. If the
styles set up on these sheets are appropriate for your documents,
you do not have to set up style sheets at all. Even if you want dif-
ferent styles, you may want to look at these first, then modify

formats.

When you create a style, Word
stores the formats in the style sheet.

them or create your own style sheets later.

A 4

Document

Document






















The style now has a definition, which appears on the screen as:

1 fr Footnote reference
Modern a 6 Superscript.

The style is complete. It will format footnote reference marks to
be raised by one-half line and printed in 6-point type size.

Character styles are most useful when you want to include more
than one character format in the definition. For example, the foot-
note reference style you just defined includes two character for-
mats: superscript and font size. As another example, you could
define a style for the trademark characters, TM, that formats the
characters as small capital letters and superscript. The style for-
mat key would assign both formats at once. If you used direct for-
matting keys, you would have to assign one format, then the
other.

Note that for trademarks there is no usage that fits precisely. One
good alternative would be to use superscript variant 2, with the
appropriate remark.

As you saw in Chapter 4, many of the character formats are al-
ready available individually as direct formats. However, there is an
advantage to defining styles for individual character formats, like
boldface or italics, under the character usage “Emphasis.” The ad-
vantage of this is that you can later redefine what you want an
emphasis style to be (from underline to italics, for example) with-
out having to change the document in any way. The benefit of
this increases as the number of documents using the style
increases.
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The following usages are perhaps less obvious, without some sug-
gestions about how they might be applied:

Usage
Affiliation

Empbhasis

Figure reference
Folio

Front matter

Index term

List

Nested
Quotation

Sequence number

Table

Style For:

Company, group, organization, or name of
author

Highlighting text in formats such as boldface,
italics, or underline

References in text to figures
Page numbers

Prefaces, Introductions, Acknowledgements, or
Dedications

A word or phrase that should appear in the
index

Numbered or unnumbered lists of steps in
procedures or lists of items

Indented paragraphs
Presenting quotations in body text

Format of numbers used in headings, num-
bered lists, figure numbers, table numbers, or
any other parts of a document that may be
numbered sequentially

Tabular listings
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Assigning Styles to Your Text

Once you have attached a style sheet to a document, you refer to
the style sheet and then assign styles to specific text in your
document.

Microsoft Word assigns the following styles automatically to any
style sheet that does not have them defined otherwise.

Normal paragraph assigned to all paragraphs
Normal division a assigned to all divisions
Running head 1 assigned to all running heads

Footnote reference a  assigned to all footnote references
Footnote a assigned to the text of all footnotes
To assign styles to text:

* Hold down (ALT), and type the key code for the style.

or

* Use the Format Style Character, Format Style Paragraph, and For-
mat Style Division commands. Press any direction (arrow) key
to see the list of styles available.
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Chapter 8 Elements of Microsoft
Word

This chapter describes the elements of Microsoft Word and how
they fit together. It also explains choosing commands and gives
information about messages in general.

Windows

The windows in the upper portion of the screen allow you to
view documents. There may be as many as eight windows open
at once. Each window has a window number in its upper left cor-
ner. Windows may be used to look at different parts of one docu-
ment, or to look at different documents.

Each window displays only a portion of a document at any one
time. To view a particular portion of a document, you can scroll
to that section of the document.

The size of windows after splitting depends on where splits are
made. See the Window Split commands in Chapter 9, “Command
Directory,” for further details on window splitting.

h

Borders contain R

wmdow bars >
I |1

Borders contain

scroll bars

| window Move buttor\| Command
W \ area
» ,
COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library

Options Print Quit Replace Search Transfer Undo Window
Edit document or press Escape to use menu
Page 1 {} ? 99% Free Microsoft Word: EXAMPLE.DOC
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The top window border may show a ruler, which indicates the
margins and the tab stops of the active paragraph. The ruler ap-
pears when you choose the Format Tabs or Format Paragraph
command, or when you request a ruler with the Window Options
command.

A special window is available for viewing the text of footnotes and
a special area (the style bar) within each window is available for
viewing the styles of paragraphs and attributes of page layout.

Word processor users were polled for the “most-wanted”
editing features1. Top priority: the ability to format
text on the screenjand print it out exactly as you see it.
This means you hgve a “live screen.” You can see what
you're typing, what Your edits look like (as you make them)
and, you can sige formatted text before you
print it.

Naturally, the typing \and editing functions must include
word wrapping, search and replace, block copy and move,
glossary capability, arfi scrolling with ease through long
documents.

\ For text formatting, the \vord processing staff gave us the

[Q { Features used by middle\managers are a subset of this list; 1
\ Spegjal items were addgd to the list for them.
* A 1
/l‘ \\ \N\ 1
| End mark | Autonumbering— | Footnote window |
Footnotes for references
in text window
Style bar | Footnotes I I Special borderj
(invisible)

You open the footnote window with the Window Split Footnote
command. When the footnote window is open, Microsoft Word
shows the text of all the footnotes whose reference marks appear
in the text window from which the footnote window was split.
Any text window may have a footnote window, but footnote win-
dows count toward the total of eight windows that may be open
at a time. Once a text window has a footnote window split from
it, the text window cannot be split again.
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To scroll up or down in the document, press the PAGE UP
(PG UP) or PAGE DOWN (PG DN)) key. PAGE UP shows the
previous window, PAGE DOWN the next.

To scroll up or down line-by-line, press @ or ). Word scrolls
the document to bring the line within view.

If you try to scroll beyond the first line of the document or below
the end mark, Microsoft Word cancels the request and sounds a
tone.

When you scroll, a small mark called “the thumb” (a small hori-
zontal line) in the left window border moves up and down the
vertical scroll bar to indicate the approximate location of the lines
you are viewing.

Microsoft Word also scrolls the document with the DOCUMENT
TOP (CTAD (P& UP) and DOCUMENT BOTTOM ((CTRD
PG OV) keys.

To scroll left or right in the document, press or (=). You may

scroll left or right only when at least one line in the window is
wider than the window.

To scroll left or right by one third of a window, press (SHIFD),
or (). The document scrolls in the direction corresponding
to the direction key pressed.

ing

When Microsoft Word starts up, you may enter text directly from
the keyboard into the document. This is called “type-in mode.”
Each letter, number, symbol, or punctuation character that you
type is inserted in front of the cursor.

When you are entering text, the space bar inserts a single space
into the document. inserts a tab character that expands to
fill all space up to the next tab stop. Tab stops are initially placed
one-half inch apart, but can be changed to other settings. (See the
Format Tabs command in Chapter 9, “Command Directory”.)
inserts a paragraph mark and starts a new paragraph.
Pressing (SHIFY), then (ENTER), starts a new line without starting
a new paragraph. The FORMAT key (@ALY), used in combination
with other keys, assigns attributes (direct formatting and styles)
to the selected text. Microsoft Word displays these attributes as
you assign them so that you can see what you get before printing,






The Scrap
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The scrap is used primarily for storing text to be copied or
moved to other portions of a document.

To copy the selected text to the scrap, use the Copy command.
To delete the selected text to the scrap, use the key or
the Delete command. For both commands, the proposed response
is always the scrap, as shown by the braces ( {} ) in the command
field. Any amount of text can be placed in the scrap. However, the
new text replaces the previous contents of the scrap; you cannot
accumulate deleted text.

Only the key and the Copy, Delete, Transfer Clear, and
Undo commands change the contents of the scrap. No other com-
mands or keys affect the scrap. This means you can copy selected
text to the scrap, then perform other tasks without losing the text
in the scrap.

To move selected text:

1. Press the key or use the Delete command to place
the selected text in the scrap.

2. Place the cursor at the location to receive the text. The desti-
nation may be in the same window or in a different window.

3. Press the key or use the Insert command to insert
the scrap at the new location.

To copy selected text:

1. Use the Copy command to place the selected text in the
scrap.

2. Place the cursor at the location to receive the text. The desti-
nation may be in the same window or in a different window.

3. Press the (INSERD key or use the Insert command to insert
the scrap at the new location.




Glossary Buffers

Microsoft Word has glossary buffers in which you may store many
pieces of text for use with the Insert command. The primary use
for glossary buffers is to store shortened versions of frequently
used phrases that you want to repeat verbatim.

glossary buffer—a special file on

disk where text can be temporar- Text inserted from

ily stored and later retrieved by glossary buffer, using &
name

A file can be inserted from a glos- A file can be inseﬂem?glos-
sary buffer. sary buffer—a special file on disk

where text can be temporarily
stored and later retrieved by
name.

The Copy and Delete commands can be used to place text in a
glossary buffer. Instead of accepting the proposed response,
which is { } for the scrap, you type a name to identify the glossary
text. Glossary names may be up to 31 characters long.

Microsoft Word reserves the glossary buffer names “page” and
“footnote.” Use “page” to place page numbers in a document. The
glossary name “footnote” contains the speccial character used by
the Format Footnote command for automatic footnote numbering.

Glossary buffers may be saved collectively with the Transfer Glos-
sary Save command, and retrieved with the Transfer Glossary
Merge command (see Chapter 9, “Command Directory” for
details).
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Paragraph Formats
Key Format

Double-spaced lines
Centered

Set first line indent V2"
Justified

Left Flush

Decrease left indent V2"
Increase right indent (nest) 2"
Open paragraph spacing
Normal paragraph

Right flush

Hanging indent 1" and tab

~mTmoBng T moN

Paragraph formats apply to the entire current paragraph.

While you are typing text, formats the characters you type.
If text is selected, the formatting is applied to those characters. To
apply formatting to a single character, press the format keys twice
in succession.

If the document you are editing has a style sheet attached, direct
formatting is still available. Hold down (ALT), and press (x), then
the direct formatting key. Note, however, that if you define any
key code sequence that starts with x, you will lose access to all
direct formatting.

Documents

A document consists of characters such as letters, numbers, sym-
bols, punctuation marks, spaces, tabs, and so forth.

Microsoft Word places no limit on the number of characters in a
document. However, there is a practical limit on how much space
you have available on a diskette. For this reason, it is somctimes
necessary to save long documents in several small files, rather
than in one large one. (Each document may have an optional style
sheet.)

Cm/ Each document has a hierarchy of three elements: divisions, para-

g/ graphs, and characters. The largest of these is a division, which is
bound by division marks. Most documents consist of only one di-
vision. Divisions determine the layout of the document pages. In-
dividual paragraphs determine the layout of lines. The characters
are the most basic elements of a document.
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Each element of a document has its own attributes. Division attri-
butes affect the layout of all pages in that division (the placement
of lines on a printed page). Division attributes include page breaks
and numbering, references to running heads, and page size and

margins.
Running head Page numbering
(top) position | Document | and position
4 \
Page Layout } Page 10
yd

Product Live Screen

Microsoft yes

Word no

TextFun yes

Rite- no

Good

Doc-U-All
Margins >

RS
Columns: _
1 or more g
\\
7
1,1
/August 983\ /
| Footnote placement | | Running head | Page size |
(bottom) position

Paragraph attributes affect all lines in a paragraph and the rela-
tionship of a line to surrounding lines. Paragraph attributes in-
clude indentation, spacing between lines, and spacing between

paragraphs.




indent = + 1.0"

First line / Margins (from Division Attributes) L\

1 7
Iz

Left and right
indents = 0,0" During the last month we have been evaluating
A, NEW worl swmg.nrograms for use in our department.
Qur first consideration was sw-uharever possible,
the criteria established at our staff meeting o Fe-c
Space after —
paragraph
/ One of the most important criteria was
that we reduce our anticipated training
overhead without compromising on
Space before features.
paragraph
/ The resuits of our evabzation will be presented at the
Left epartpern staff meeting this Friday, Nov 16
indent = 1.0" at 327a.m. in the Main Confereyce Room.
Right /
indent = 0.5"
/S,;/ace between =
First e / space above characters
ISt i
indent = -1.0" /
Left Right
indent = 1.0" indent = 0.0"

Character attributes affect how a character looks. Character attri-
butes include, for example, underlining or italic type face.

The attributes of the elements determine where lines will be bro-
ken (word wrapping). The summary of all word wrapping deci-
sions makes up a “galley,” which is what appears on the screen.
In a galley, the text appears in a continuous stream. Columnar
text appears as a single column, for example, and footnote text
and text for running heads appear at the end of the document.

The galley, footnotes, and running heads are turned into a page
layout, which becomes the final printed page. The placement of
most page breaks, footnotes, and running heads is handled by the
page layout process.
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A non-required hyphen, entered with (=) is also a word-
break opportunity, but the hyphen appears only when the op-
portunity is taken. That is, if a non-required hyphen is the
word-break opportunity closest to the right indent, Microsoft
Word makes the hyphen visible and breaks the line after the
hyphen.

Non-breaking hyphens are not considered word-break
opportunities.

Normal hyphens =

Word wrapping / word-break opportunity
N —~ V4

1

During the last mon\l\we have byn/evaluating word pro;e
A

proces &
'’

started, we quickly podled some data on some well-
known word processors.

Keep in mind that we may be adding laser printers (and a photo
phototypesetter). < /

| Add non-required hyphens.4|

Keep in mind that we may be adding laser printers (and a photo-
typesetter).

\

\

Word-break
opportunity

In the rare case that there are no word-break opportunities in a
string of characters, then any character becomes a word-break op-
portunity. In this case, the break will come at the right indent.
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After Microsoft Word breaks a line, it checks the paragraph attri-

butes to see how you want the line placed on the page horizon-

tally. Because of word wrapping or because of a new line
character, the text of a line is typically narrower than the avail-
able space. You have a choice of left flush, right flush, centered, or 4
justified lines. If you gave a paragraph the justified attribute (text

flush with both the right and left indents), for example, Microsoft

Word distributes the space from the end of the line to all the

spaces within the line. As closely as possible, Microsoft Word wid-

ens all spaces equally.

1. Indents, if any
2. Word-break opportunity |
Justified
We have no training budget for word processing. The

word processor must be easy for all personnel to learn
on their own. Especially avoid software that operates

————— Centered -———--—

———— Right flush moves spaces forward.

Left flush leaves spaces at end of line, +———

3. Adjust text to
alignment attribute.

Note: If a line that you want justified also contains tabs, the
spaces from the end of the line will be distributed only among
the spaces between the last tab and the end of the line.
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The variant part of a style is the version of the usage you want to

define. This makes usage/variant pairs the true identifiers of style;

they comprise the quality that distinguishes one style from the

other usage/variant pairs. Some usages have no variants (only one
definition of the usage is allowed), and others have a number of
variants. The total number of variants is fixed at 124 maximum.

These variants are distributed among the usages, as follows:

Division Usages

Normal division
Front matter
Appendix
Index

Contents

Other division

Paragraph Usages

Normal paragraph
Nested

Footnote
Quotation

Table

Heading

List

Title

Author
Affiliation
Copyright
Running head
Other paragraph
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Letter
Variants

ab
ab
ab
abcd
abcd
abcd

Letter
Variants

ab
ab
ab
abcd
efgh
abcd
abcd
abcd
ab

abcd

Number
Variants

1234

Number
Variants

123456

12345678910
11 1213 14 15 16
123456

1234

123456



Letter Number

Character Usages Variants Variants
Normal character space bar
Emphasis abcd

Index term abcd

Figure reference abcd

Footnote reference ab

Sequence number abcd

Folio ab

Superscript 12
Subscript 12
Other character abcd

Some usages have been assigned letter variants, some have num-
ber variants, and some have both letters and numbers. Number
variants are given to those usages for which a number is the usual
way of thinking of the variants; for example, nesting level 1, nest-
ing level 2, and so on, where the variant number could represent
an increasing amount of indentation. The numbers are meant to
suggest a readily recognizable format. For tables, the numbers are
meant to refer to the number of columns. For running heads, the
numbers refer to positions, as in the following table:

Variant Page Position
1 odd top

2 odd bottom

3 even top

4 even bottom

5 first top

6 first bottom

Of course, you may assign any style definition to any variant. The
main reason for suggesting any possible assignment is to promote
consistency and compatibility among styles used in documents
written by different authors.
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Extension Contents Remarks

.DOC Document The Transfer Save and Load com-
mands supply this extension as a
default.

.BAK Backup Copy Transfer Save command (Edit

menu) renames the previous ver-
sion of a document with this file-
name extension.

.TMP Scratch File Microsoft Word creates this file to
record all text and formatting en-
tered during a session and uses it
to save a new version of document
or style sheet. This file is deleted at
the end of the session.

STY Style Sheet The Transfer command (Gallery
menu) displays only files with this
filename extension.

.GLY Glossary Buffers The Transfer Glossary command
(Edit menu) displays only files with
this filename extension.

PRD Printer File This file contains data about the
printer.

When you “print” a document to a file with the Print File com-
mand (and you have the file saved as .DOC), consider giving the
filename a different extension, such as .PRN.

Microsoft Word creates a special file, with the name MW.INI, on
the Microsoft Word program diskette. This file is updated when
you quit Word.

File Operations

For reading and writing operations, Microsoft Word requires ac-
cess to the files.

However, different files may reside on different diskettes. It is im-
portant to make sure that the proper diskette is in the proper

(. _\ diskette drive.

If the filename includes a drive specification, that drive is the
proper one. Otherwise, Microsoft Word uses the drive assigned
through the Transfer Options command.
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Chapter 9 Command Directory

This directory explains each Microsoft Word command. All com-
mands and subcommands appear in alphabetical order, regardless
of their position in the menus.

Following each command name is a list of the menus in which it
appears. For commands that work differently in the Edit and Gal-
lery menus, descriptions for each mode appcar on separate pages.
Minor differences between commands in Edit and Gallery menus
are described where appropriate.

Next, the command menu that appears when you choose the
command is given.

“Purpose” explains what the command does and for what pur-
pose you may use the command.

“Remarks” describes the action of the command, plus any restric-
tions, precautions, hints, and other details you should know.

“Command Ficld” describes the message in the message line and
the possible responses for each command field.

To carry out a command, press (ENTER).
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Library

Edit, Gallery menus

Purpose

To go to the Library menu, where you will be able to request ad-
ditional tools to help you with your work on documents.

Remarks

The Library menu is reserved for future additions to the Microsoft
Word program. For now, Microsoft Word simply returns to the
main command menu when you carry out the Library command,

and displays a message that explains that this is reserved for fu-
ture use.

191



















































































































































P

»
vl
"

41












































































Part 5
Appendices
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Appendix A
Printing Documents With Word

The three sections of this appendix contain technical information
on the printers Microsoft Word supports and on advanced Micro-
soft Word printer features.

“Direct Printer Support™ describes the available typefaces (fonts),
type sizes, and attributes (boldface, italics. and so forth) for the
printers Microsoft Word supports directly. Most of the printer in-
formation is presented in charts.

“The Microsoft Print File™ describes the format of the MSPRINT
file so that you may usc it as a demonstration for setting up Word
for usc with a phototypesctter, laser printer, or other imaging
device.

The final section of this appendix, “Specification for a Printer De-
scription (\PRD)” presents you with information on creating .PRD
files for printers not directly supported by Microsoft Word, includ-
ing phototypesetters and laser printers.

265



i ; -
\'N : DRy
. o ‘ =Y
< -t o
B -t .
. Y
RN
e
0] S
e
R







Also note that you can use condensed print only for entire
documents. For example, you cannot print a condensed par-
agraph within a normal document.

Attributes

The following tables show the attributes available with each of the
supported printers (which are listed by .PRD filename).

Note that when the italic attribute is not available, Word under-
lines the text when printing the document. If neither italics nor
underline is available, Word prints the text normally.

Attributes Available on Dot Matrix Printers

7
e%l‘ob
o
(3

Uy
D,
&
St
Y
%ce
&
Qy; s
S,
2
.oe,.scp
Y/
Su,
b ('"lp
{d

dmp110
dmp200
dmp400
dmp420
dmp430
dmp500
dmp2100
cmp2100
dmp2100p

AYAYAYANAYAYANAYAY &,

ANANANANAWANY AWARAN
ANANAVANANANAWANA
AN ANAVNANANANAWAWAN
A YAYAYAYAYAYANANAY
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Attributes Available on Daisy Wheel Printers

o

dwii
dwiib
dwp210
dwp410
dwp510

™
&
&

()

S
%
v
‘/
v
‘/

AYAVAVAYAY S%sc,
‘D

\

To print text in italics, you must have sclected the text in the doc-
ument and assigned an italic font to it, using the Format Character
command.

The italic font on the DMP 110 is available only in 12 point type
(10 pitch). Any documennt printed on the DMP 110 that contains
text assigned an italic font should be set up with a 12 point type
size so that the text aligns properly.

A “Tile Italic” wheel is available in both 12 point (10 pitch) and
10 point (12 pitch) type size for the daisy wheel printers. The
printer stops, and Word prompts you to mount an italic print
wheel for each occurrence of text assigned an italic font. Change
to an italic wheel of the same type size as the body of the text so
that it aligns properly.

Attributes Available on Teletypes

The only special attributes are boldface and underline, which
are available only on a teletype capable of backspacing (ttybs).
Underline is substituted for double underline and italics.

Fonts
Word categorizes fonts in six general classes: Modern, Roman,
Script. Decor, Foreign, and Symbol. Classes may contain several
variants, or individual fonts, each indicated by a single, lowercase
letter. General descriptions of the classes are:
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Modern fonts. Lines of uniform width, e¢ither with scrifs of
the same line quality or sans-serif. Most typewriter fonts are
in this class. Variants a-p.

Roman fonts. Classical design with strokes of varying widths
and serifs. Variants a-p.

Script fonts. Slanted characters formed from nearly continu-
ous curved lines. Variants a-h.

Decor fonts. Decorative fonts; normally used only for titles.
Variants a-h.

Foreign fonts. Greek, Kana, and other foreign character sets.
Fonts that include only a few special characters or diacriti-
cal marks along with the English alphabet are not consid-
ercd foreign fonts. Variants a-h.

Symbol fonts. Character sets not corresponding to any alpha-
bet, but composed entirely of special symbols. Variants a-h.

All fonts currently directly supported by Word are classified as
modern.

If you change the printer in the Print Options command, the font
specified (in the Format Character command) changes to a font
available for the new printer in the same class. For example, if you
have the Madcleine font (Modern c¢ class) specified for a Daisy
Wheel II or DWP 510 printer, then change the printer to a DWP
210, the font name changes to Venezia, since it is also in the Mod-
ern c class.

If no fonts in the same class are available, Word substitutes a font
in the first classification available. For instance, if you change the
printer in the previous example to a DMP 500, Word substitutes
the Correspond (Modern d) font, since a Modern ¢ class font is
not available.

Type measurements are often referred to by “pitch,” or characters
per inch. This is often the case with computer printers. Note that
the measurement on a daisy wheel is in pitch. To keep things
straight, simply remember that 10 pitch is 12 point type and 12
pitch is 10 point type. The larger the pitch, the smaller the type
size in points.







Available Fonts for Daisy Wheel Printers

dwii dwiib | dwp210 | dwp410 | dwp510

Courier 12 v I v I v
Narrator 12 v vV 7 1%
Pica 12 v v [ %
Tile Italic 12 v [ vV I
Gothic 10 v Vv I vV
Letter Gothic 10| vV v vV
Prestige Elite 10 Vv Vv vV Vv v
Tile Italic 10 v Vv v %
Bold 8 v % vV v
Cubic 8 I v v 1
Madeleine 8 Vv [ v v
Venezia 8 Vv

Mount the appropriate print wheel (daisy wheel) before you be-
gin printing a document on a daisy wheel printer. When printing
a document that has morc than one font assigned to it, the printer
stops, and Word prompts you to mount the appropriate print
wheel for cach new font.

Other Printers

To print documents on devices (including laser printers and
phototypesetters) other than those supported directly, follow
these steps:

1. Write an imaging device driver to convert the MSPRINT
file format generated by Word into the proper control sc-
quences for the device.

2. Create a printer description (.PRD) file for the device.
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The operations and their operands are:

B

BI
nC
E
nsF

xJ

LD

LE

nlLL

LS

L

xyP

PE
tS

Boldface. Boldface until next E.

Bold Italic. Boldface and italics until next E.
Character. Display character n (an integer).
End. End boldface and italics.

Font. Set font to n (as defined in the .PRD file),
with font size S. The font size is in points, and
may include a .5 decimal fraction.

Italic. Italics until next E.

Justify. Set width of blanks (ASCII 0X20) to x
1/20-point units to simplify justification.

Letter attribute: Double underline. Double
underline until next LE (relative to current base-
line, weighted for current font).

Letter attribute: End. End underline, double
underline, strikethrough, or leader.

Letter attribute: Leader. Draw leader n until
next LE. n may be : @ for dots, 1 for hyphens,
and 2 for underline.

Letter attribute: Strikethrough. Strikethrough
until next LE.

Letter attribute: Underline. Underline until
next LE (relative to current baseline, with
weight appropriate to current font).

Position baseline pointer. Position pointer for
following text at X and y coordinates. X and y are
integers in 1/20-point units. Coordinates start at
the upper left corner and increase to the right
and down.

Page End. End page.

Show text. Display text t in current font at cur-
rent position. Advance the appropriate number of
positions.




x SFL Set Form Length. Sct page length to x 1/20-
point units. May be checked by the printer driver
against its modcl of the paper stock.

For example, the following text:

This is an example of a
Microsoft Print (MSPRINT) filc.

will result in the following Microsoft Print file:

15840 SFL

1800 1680 P (This) S 345 J (is an example of a) S1800

1920 P B (Microsoft) S 144 J ( Print) S E ('( MSPRINT) file. ) S
PE



Assignment of Font Numbers

For compatibility between independently produced imaging de-
vice drivers, font number assignments should be made as close as
possible to the following:

Font # |Generic Font Name Reserved For
0 Modern a Printer’s Standard Modern
8 Modern i Helvetica
9 Modern j Avant Garde
10 Modern k Spartan
11 Modern 1 Metro
14 Modern o OCR-A
15 Modern p OCR-B
16 Roman a Printer’s Standard Roman
24 Roman i Times Roman
25 Roman j Century
26 Roman k Palatino
27 Roman | Souvenir -
28 Roman m Garamond
29 Roman n Caledonia
30 Roman o Bodoni
36 Script ¢ Commercial Script
37 Script Park Avenue
44 Decor ¢ Old English
48 Foriegn a Greek
49 Foreign b Kana
50 Foreign ¢ Hebrew

Use of some of these fonts may be conditional upon a license
grant from the owner. Reference to the fonts in the previous
chart does not grant any license or right to use them. Neither
Tandy nor Microsoft make any representation as to the quality or
performance of any of these fonts.

278



Specification for a Printer
Description (.PRD)

This description is given for the benefit of those programmers or
other technical persons who wish to adapt new printers or fonts
to Microsoft Word.

The CONVPRD Utility

A program named CONVPRD.DOC is provided on your Utilitics
diskette. The purpose of this utility program is to simplify the cre-
ation and modification of printer description (.PRD) files.

If your printer is listed in “Direct Printer Support” in this appen-
dix, a .PRD file already exists for it. Also, you can use the TTY
and TTYBS printer description files ¢ven if a .PRD file does not
exist for your printer. The TTY type .PRD files limit the available
features to (at most) boldface, underline, and strikethrough. In
either of these cases, you do not need to use the CONVPRD
utility.

If, however, your printer is not on¢ of the directly supported
printers listed and the TTY type .PRD files do not give you the
features you need, you can either modify an existing .PRD file or
create a new one.

CONVPRD takes a text file that contains your printer information
and converts it to a binary .PRD file. CONVPRD can also convert
an existing binary .PRD file into a text file.

Modifying a .PRD File
The basic steps for modifying a .PRD file are:

1. Choose the existing .PRD file that comes closest to your
printer. Use TTY.PRD if you are¢ not sure.

2. Run CONVPRD to convert the existing binary .PRD file into
a text file, as explained in “Running CONVPRD.”

3. Load the text file into Word as a normal document, and
make the necessary changes. See “The Text File Format” for
more information.

4. Save the text file, unformatted. Use CONVPRD again to con-
vert it back into a binary .PRD file.
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5.  Start Word. Usc Print Options to load the new .PRD file. Test
it by printing several documents. If you find a problem, re-
peat steps 2-5, making changes until the file is correct.

Running CONVPRD

Follow these steps to run CONVPRD:

1. Load MS-DOS, then place a copy of your Word Utilitics
diskette in Drive A.

2.  Type:
CONVPRD (ENTER
3. You are prompted for a .PRD filename.

Enter the name of the .PRD file that you are modifying or
creating. For example, TTY.PRD (ENTER).

4.  You arc prompted for a text file name.

Enter a name for the text file. For example, TTY.DOC
ENTER).

5. CONVPRD asks whether you are converting from a text file
to a .PRD file or from a .PRD file to a text file.

Enter a T to create a text file, a P to create a .PRD file.

CONVPRD processes the information and creates the appropriate
file.

You can also run CONVPRD by typing:
CONVPRD /switch prdfilename textfilename

The /switch may be either /P (from text to .PRD) or /T (from
.PRD to text). An example of creating a text file from the
TTY.PRD file is:

CONVPRD /T TTY.PRD TTY.DOC

Entering Control Codes
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Printer control codes are used in several text file sections. Con-
trol codes usually follow a mod (modification), inside double
quotes. The control code characters are optionally preceded by a
caret (*) which signifies that the following character is a control
character.
Example: A Control-O sequence appears as: “O.

An Escape-G sequence appears as: *[G.




The Text File Format

In order to make changes to the text file you create with
CONVPRD, you must familiarize yoursclf with the text file format.
In addition, you must know the control codes and other technical
information for your printer. Sufficient technical printer informa-
tion is provided in the manuals that accompany Tandy printers.

.PRD files have a specific binary format composed of:

header

font directory

font descriptions

character width table

character translation tables

printer control sequence descriptions (PCSDs)
printer control sequences

These are, for the most part, the basic scctions required for a
PRD text file. Font directories and printer control sequencces are
not required in .PRD text files. CONVPRD calculates and creates
the font directory and printer control sequences from the other
information in a .PRD text file.

Following is a description of the contents of a .PRD file after it has
been converted into a text format by CONVPRD. All measure-
ments should be entered in twips. (A twip is 1/1440th of an inch,
or 1/20th of a point. A point is 1/72 of an inch.)
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The Header Section

This section of the text file describes the type of printer used
(dot matrix, daisy wheel, and so forth) as well as technical and
interface information. The header section contains the following,

282

in order:

Label Description and Purpose

dxaMin: smallest horizontal printer head
movement (in twips)

dyaMin: smallest vertical printer head movement
(in twips)

PrinterTypc: printer type (0-3)

Microspace: microspace justification flag

Seriallnterface: serial interface word (an integer value);
for a parallel printer, use 0; if you cannot
determine the correct value for another
printer, try 0 or 40960; an incorrect
value causes a printer buffer overflow

The remainder of the

header section of a text file is calculated

and created by CONVPRD during conversion back into a binary
.PRD file. The format of the header section in the binary file is as

follows:
Byte Name Information
0-1 0XBE31 (low byte first)
2-3 3
4-5 0XAB0O
6-13 Zeros
14-15 low order 16 bits of length of file in bytes
16-17 high order 16 bits of length of file
18-19 length of file in bytes/128 (rounded up)
20-21 same as 18-19
22-23 same as 18-19
24-25 same as 18-19
26-27 same as 18-19
28-29 same as 18-19
30-127 Zeros




Byte Name

Information

128-191
192-193 CF
194-195 XM

196-197 YM
198-199
200-201

3]
S
N
(8]
S
v

204-205
206-207

208-209 FCDB
210-211 CTTB
212-213 PCDB
214-215 PCSB

216-217 PCSBMAC

218-255

reserved for future use (zeros)
count of fonts in file
smallest horizontal printer head
movement
smallest vertical printer head movement
unused
printer type
0 = MSPRINT
1 = dot matrix
2 = daisy wheel
3 = other
microspace justification flag
bit X1 = no microspace
justification (bit sct:
justification by spaces, XM only as units
in WTPs; bit not sct: width of spaces
may be varied by XM)
bit 0X4 = apply half-width correction
for PS fonts (before printing a
character, carriage must be advanced
by half the width of the previous
character plus half the width of the
current character)
flag reserved for future use
serial interface word
bit OX8000 = scrial printer
bit 0X4000 = use ETX/ACK
bit 0X2000 = usc XON/XOFF
absolute byte address of start of FCDs
absolute byte address of start of CTTs
absolute byte address of start of PCDs
absolute byte address of start of PCSs
absolute byte address of start of PCSs
reserved for future use (zeros)
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Font Directory

The font directory maps the font numbers to the font descrip-
tions. See “Assignment of Font Numbers” for font numbers. The
format of the font directory in the binary file is as follows:

Byte Information

256-511 a table with CF entries; cach entry
consists of two words (four bytes):
0-1: font number n
2-3: byte offset from FCDB to
FCD describing font
512-2? extension arca for future use; size of
area may be adjusted by changing
FCDB

The Font Descriptions

This section of the text file describes the different fonts (charac-
ter styles) available, as well as the sizes available for each font.
The font description contains the following, in order:

Label Description and Purpose

{F# marks the beginning of font
description whose number is #

CTP character translation table (CTT) used
for this font; currently only one
translation table (CTT TO) allowed
the first font uses CTT TO
the second font may (and currently
must) also use CTT TO
for no translation, use NIL

cPSDs: the count of PSDs (the number of
available sizes for font currently being
described)

284



Label

Description and Purpose

PSDs begin here (can have one or more); used to describe the
sizes available for cach font; one PSD for cach size; within a
font, PSDs must be arranged in ascending order (smallest first,
and so on); PSDs are formatted as follows:

FontSize: #

WTPs: # # # #

beginmod:
modvalue “codes

endmod:modvalue
“codes”

# is the font width in 1/2 points —
divide number of characters per inch
(pitch) into 120 (for example, 120 /
10 pitch = 12 points; since it is in 1/2
points, FontSize = 24)

WTP = width table pointer, #'s arc
(in order) the width of normal face
characters, width of italic face
characters, width of boldface
characters, and width of bold italic face
characters; WTP is a value equal to
character widths in units of XM (as
described in header section) for fixed
width fonts, or a pointer to a character
width table for proportional fonts (for
example, WTPs: 10 10 10 10 means
characters are of equal width
regardless of attribute, width = 10
units of XM; WTPs: W@ W@ W1 W1
means use character width table 0 for
normal and italic, 1 for bold and bold
italic)

code or method for putting the printer
into this particular size font; if an
Escape sequence is necessary, place it
in quotes (for example, mod:0 = “"O”
means no special mod required, the
Escape code for this mod is Control-O;
mod:2 means use the set spacing
command to print this size)

code required to end this font size; it
is frequently not required (mod:@ with
no Escape code), and the modvalue is
always 0 (for example, mod:0 “"E”
mod:@ if no code required)
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Label Description and Purpose
repeat the values for PSDs until all PSDs are entered

FontName:name immediately before the end of the font
description; you supply the font name,
such as: Courier, Pica, and so forth

}E identifies the end of the font
description section for one font; if
there is more than one font, go
through these steps again, beginning
with {F#, for each successive font

The font descriptions include pointers to a character substitution
table, descriptions of available font sizes and faces (bold, italic,
and so forth), printer control sequences, and the font name.
These values are collected into variable size data structures called
FCDs. The FCDs are stored consecutively, starting at FCDB.

The format of the FDC in the binary file is as follows:

Byte Name Information

-1 CTP character substitution table
pointer; the table is at byte
CTP+16 + FCDB; zero indicates
no associated table

2-3 CPSD count of PSDs; there is one PSD
for each size font

4-7 PSDs cach PSD is 18 bytes long, as
described next

2.7 font name as zero-terminated

ASCII string immediately following
PSDs for this font
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A PSD describes the font size using the following structure:

Byte Information

0-1 font size in 1/2 point units
2-3 WTP for normal face

4-5 WTP for italic face

6-7 WTP for bold face

8-9 WTP for bold italic face
10-13 begin font (printer control

sequence descriptor)
mod = 1: cannot make this font
bold
mod = 2: use set char spacing
command when changing to this
font
mod = 4: set char spacing
parameter; is doubled by printer
mod = 5: ignore control

sequence in draft mode
gw/ 14-17 end font

A WTP describes the width of the characters in the font either di-
rectly (for fixed-pitch fonts) or by reference to a width table:

WTP < OxFFQO WTP+16 + FCDB is the actual
position of the width table

WTP = OxFFo0 font is not available

WTP > 0xFF00 font is fixed-pitch; width of

characters is given in second byte,
in units of XM
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The Character Width Tables Section
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This section describes the width of characters for a proportionally
spaced font (PS). PS fonts vary the spacing required for each
character based on the width of a character — w requires more
space, i, less, and so forth. This section is required only when de-
fining a PS font, and should be ignored for standard, fixed-width
fonts.

A character width table contains, in order:

Label Description and Purpose
{w# identifies the beginning of a width
table whose number is #
FontSize: ## FontSize identifies the average
chFirst: ## font size in units of 1/2 points
chlast: ## (currently unused)

chFirst identifies the first
character whose width is defined
in this table

chlast identifies the last
character whose width is defined

The table itself is made up of a series of entries containing the
ASCII value of the character whose width is being defined,
followed by a colon (:), and the width of that character in twips
(for example, 32:144 33:72 34:96 35:144 ...)

W indentifies the end of the character

7 width table




When using fonts with variable pitch, you must define the widths
for each character in the font. Width tables always start on a 16-

byte boundary relative to FCDB. The first width table will follow

the last FCD as close as possible. The format of a character width
table in the binary file is as follows:

Byte Information

0-1 font sizc in 1/2 point (1/144th inch)
units; not necessarily the same as
the corresponding word in a PSD
that points to this table; data for any
width may be obtained by scaling
the amount in the table by the ratio
of the two sizes; multiple PSDs may
point to the same width table
(currently unused)

first character code defined in table

reserved for future use

last character code defined in table

reserved for future use

[« WAV, S R SV S

-2? table of character widths; 2 bytes for
cach character in the defined range

The Character Translation Tables Section

Character translation tables (CTTs) arce used to create characters
not normally found on your printer. They allow you to define two
characters to be used together to create a single character. When
Word encounters one of the translated characters, it prints the
first character, backspaces, then prints the second character
(overprinting the first).

CTTs can be used to create foreign characters and math symbols.
For example, for > (greater than or c¢qual to), define a 242 to
print 2 >, then an underline. CTTs can also be used for substitut-
ing one character for another. If the sccond character to be sub-
stituted is null, then the backspace and second character are
ignored.
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Label Description and Purpose

{T# identifies the beginning of a
translation table whose number is #
cCSD:# the count of CSDs; 2 CSD is made

up of consecutive numbers to be
translated; generally, there is only
one CSD; if you have a large gap in
the numbers to be translated, you
may want to break the table into
two or more CSDs (for example,
defining characters 128-154 and
176-254; use one CSD for all or one
for 128-154 and one for 176-254)

The CSDs consist of the following:

chFirst:# chlLast:# chFirst is the ASCII value of the first
character defined

chLast is the ASCII value of the last

character defined
if cCSD is greater than one, chFirst
and chlLast are supplied for each
CSD

The table itself is made up of a series of numbers starting with
chFirst and ending with chLast. The format is:

ASCII value of the character to be translated:1stchar 2ndchar. If
there is no translation for a particular character in the
sequence, set the first character cqual to the character being
translated, and set the second character equal to 0.

For example, 128:67 44 129:117 34 130:101 39 ... This
defines an ASCII 128 as an ASCII 67 overprinted with an ASCII
44. The next character translated is an ASCII 129, and so forth.

T significs the end of the table
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The purpose of the character translation table is to implement
printing of special characters that may have different internal and
printer codes. A second substitution character provides diacritical
marks, for example.

Character translation tables are addressed relative to FCDB and
must start on a 16-byte boundary relative to FCDB. The format of
the CTT is as follows:

Byte Information
0-1 number of CSDs in table
2-7? CSDs

A CSD contains:

Byte Information

7] first character code in block of
codes that have substitutes

1 last character code in block

2-7? table of two character codes to be

substituted (by strikeover, unless
the second one is @) for each
character in block; length of table is:
(last —first + 1)+2 bytes
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Printer Control Sequence Descriptions

This section describes the control codes or methods used by the

printer for various purposes such as boldfacing, underlining, sub-
scripting, superscripting, initializing the printer, issuing sheet
feeder control codes, and so forth. In the .PRD text file, the

printer control sequence descriptions (PCSDs) have the following

format, in order:

Label Description and Purpose

{P identifies the beginning of the PCSD

byte:X mod:X “code” a “short” printer control sequence
(most common — “long” sequences

have two additional fields, described
next); the byte value determines its
location in the .PRD file, the location
determines the function

mod:X can supply additional
information to Word regarding the
steps required to perform a
particular function; it is most often
set to @ (does nothing) “codes” is
the sequence of characters or
control codes that are sent to the
printer to perform the specified
function; enter them in the format
described in “Entering Control
Codes”

“Long” PCSDs start at byte 8, 18, 28, 144, 154, 164, 174, and
184; they have two additional fields, magic and value.
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Byte Information

magic:# used as an offset if your printer
requires a value other than binary to
perform a specified function; in the
casc of byte 18 (set line spacing)
Word normally sends the code you
specify at byte 8, followed by a
binary number of YM units equal to
the line spacing desired, followed by
the second part (code specified at
byte 24); if uses a nonbinary value,
supply a magic number, which is
added to the number before sending;
usually not needed, can set to O (for
example, your printer wants a spacc
(ASCII 32) for 0, ! for 1, and so
forth; specify magic:32 — a binary
32 is added to the number before
sending it to the printer)

value:# specifies the maximum value that
can be used for a long PCSD (in the
cxample used for magic, your
maximum line spacing might be 16
units of YM; specify value:16)

in both magic and value fields, usc 0
if they do not apply (the norm,
rather than the exception)

P signifies the end of the PCSD and thg
PRD text file

The table of PCSDs, starting at PCDB, contains an entry for cach
desired effect. The PCSD then describes what needs to be done
to create the proper control sequence.
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Every PCSD has the following 2 words (4 bytes):

Byte Information

0-1 PCSB relative byte pointer to start of &
control sequence

2:mod modification byte that distinguishes
different uses of the sequence
mod = 0: the default value is not
listed separately

3 length of control sequence in bytes;
0 indicates that printer has no
control sequence for this function

Certain control sequences that require a parameter are described
in two PCSDs: the “first part” and the “second part.” The parame-
ter character will be output between the first and the second
part. To help calculate the parameter character, the first part
PCSD has two additional bytes:

Byte Information

4 magic number to be added to
parameter.

5 maximum value of parameter; if the

desired effect is larger than this
value, the control sequence will be
repeated with the maximum
parameter sufficient times and then
with the remainder

Using the “mod” bytes, Word can be commanded to simulate a
desired effect by alternate means. In particular, a BS (backspace)
pass, or a CR (carriage return without linefeed) pass is available
to reposition the carriage to text output earlier. If mod=0, the
control sequence is simply output at the beginning (or end) of
the place of the desired effect.
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The PCSDs arc arranged as follows:

Byte Information
0-3 reset printer at beginning of
document
4-7 reset printer at end of document
8-13 set form length at first part
mod = 1: usc form length set by
printer switch
mod = 2: Qume hex format
mod = 3: count of newlines
(NEC77190)
mod = 4: MSPRINT format
14-17 set form length at second part
18-23 sct line spacing, first part; the
parameter is expressed in YM units
with th¢ magic number added
mod = 1: temporary linc space
(EpsonMXG)
mod = 2: suppress newlinc after
carriage return
24-27 sct line spacing, second part
28-33 set char spacing, first part; the
parameter is expressed in XM units
with the magic number added; extra
spaces are used if desired spacing is
greater than maximum value
mod = 3: (Epson) graphics mode¢
is used to cffect char spacing
34-37 sct char spacing, second part
38-41 binl begin (for sheet feeder control )
42-45 binl end
46-49 bin2 begin
50-53 bin2 ¢nd
54-57 line begin
58-61 line end
62-65 text (other than control information )
begin (MSPRINT only)
66-69 text end
70-127 reserved
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Label

Description and Purpose

128-131

132-135
136-139

140-143

144-149

150-153
154-159

160-163
164-169

170-173
174-179

180-183
184-189

190-193
194-255

begin bold
mod = 1: BS pass (double strike)
mod = 2: CR pass

mod = 3: print wheel change

end bold

begin italic
mod = 3: print wheel change
mod = 4: usc underline

end italic

begin underline
mod = 1: BS pass (uses
underscore characters)
mod = 2: CR pass
mod = 3: graphics mode

end underline

begin strikethrough
mod = 1: BS pass (uses hyphens)
mod = 2: CR pass
mod = 3: graphics mode

end strikethrough

begin double underline
mod = 1: BS pass (uses
underscore characters, unless
control sequence also specified)
mod = 2: CR pass
mod = 3: graphics mode
mod = 4: use underline

end double underline

begin superscript
mod = 2: CR pass (uses linc
spacing)

end superscript

begin subscript
mod = 2: CR pass (uses line
spacing)

end subscript

reserved




The control sequences start at PCSB. The starting points relative
to PCSB and the length of the sequences are both encoded in the
PCSDs above.

This completes the description of the .PRD text file. If you do not
understand some of the areas explained, look at the example .PRD
file that follows, and compare it with the text.
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Example .PRD Text File Created by
CONVPRD

dxaMin:12 dyaMin:20

PrinterType:1 Microspace:Q Seriallnterface:49152
{Fo

CTP:TO

cPSDs:2

FontSize:16
Wips:7777
beginmod: 1 “"O”
endmod:@ “"R”

Fontsize:24
Wips:12 12 12 12
beginmod:0 "“[G”
endmod:@ *[H"”
Fontname:Pica
}F

{F1
CTP:NIL
cPSDs:1

FontSize:16
Wips:W0 W0 W0 WO
beginmod:1 “"O"[G”
endmod:0 “[H'R”
fontname:PicaD

}F
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{wWo
FontSize:144 chFirst:32 chlLast:126

32:144  33:60 34:96 35:144 36:144 37:144
38:144 39:60 40:72 41:72 42:144 43:144
44:84 45:144 46:72 47:120 48:144 49:96
50:144 51:144 52:144 53:144 54:144  55:144
56:144 57:144  58:72 59:72 60:120 61:144
62:120 63:144 64:144 65:144 66:144 67:144
68:144 69:144 70:144 71:144 72:144 73:96
74:132 75:144 76:144 77:144 78:144 79:144
80:144 81:144 82:144 83:144 84:144 85:144
86:144 87:144 88:120 89:144 90:120 91:96
92:120 93:96 94:144 95:144 96:60 97:144
98:132 99:132 100:132 101:144 102:120 103:132
104:132 10596 106:108 107:120 108:96 109:144
110:132 111:144 112:132 113:132 114:132 115:144
116:132 117:144 118:144 119:144 120:120 121:144
122:120 123:108 124:60 125:108 126:144

W

{TO

cCSD:1 chFirst:128 chLast:175

128:67 44 129:177 34 130:101 39 131:97 94
132:97 34 133:97 96 13497 0 135:99 44
136:101 94 137:101 34 138:101 96 139:105 34
140:105 94 141:105 96 142:65 34 143:65 0
144:69 39 145:97 0 146:65 0 147:111 94
148:111 34 149:111 96 150:117 94 151:117 96
152:121 34 153:79 34 154:85 34 155:99 47
156:35 0 157:89 61 158:80 0 159:102 0
160:97 39 161:105 39 162:111 39 163:117 39
164:110 126 165:78 126 166:97 95 167:111 95
168:168 0 169:169 0 170:170 O 171:171 0
172:172 0 173:173 0 174.60 61 175:62 61

T
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{P

byte:d mod:0 “[@"
byte:4 mod:0
byte:8 mod:0 magic:0 vallue:127 “*[C”

byte:14
byte:18
byte:24
byte:28
byte:34
byte:38
byte:42
byte:46
byte:50
byte:54
byte:58
byte:62
byte:66
byte:128
byte:132
byte:136
byte:140
byte:144
byte:150
byte:154
byte:160
byte:164
byte:170
byte:174
byte:180
byte:184
byte:190
P

mod:0
mod:1 magic:0 value:85 “[J"
mod:0
mod:3 magic:0 value:0 “[Y"
mod:0
mod:0
mod:0
mod:0
mod:0
mod:0
mod:0
mod:0
mod:0
mod:0 “’[E”
mod:0 “[F”
mod:0 “[4"
mod:0 “[5”
mod:3 magic:0 value:0 “[K"
mod:0
mod:2 magic:0 value:0
mod:0
mod:3 magic:0 value:0 “[K"
mod:0
mod:0 magic:Q value:0 “[S0”
mod:0 "“[T"
mod:0 magic:0 value:@ *[S1”
mod:@ “[T”




Appendix B WordStar Conversion
Utility

The Microsoft Word Program diskette contains a program called
“Convert” that converts WordStar document files to Microsoft
Word documents. WordStar “nondocument” files can be loaded for
editing with the Transfer Load command; no conversion is
necessary.

The Convert program will convert most WordStar formatting in-
formation to the equivalent Microsoft Word direct formats. The
main exception is dot commands. Convert does not process the
formatting information contained in WordStar dot commands. In-
stead, Convert flags these dot commands by inserting three aster-
isks in the Microsoft Word document wherever a dot command
occurs. For instance a “.HE” command in a WordStar file would
be converted to “***.HE” in the Word document. This makes it
easy for you to search your document, find the dot commands,
then insert the correct formatting information.

To convert a WordStar file to a Word document:
1.  Start MS-DOS.

2. When you see the operating system prompt, put your
backup Microsoft Word Program diskette in drive A.

3. Type CONVERT, and press (ENTER).

Convert asks you to type the name of the WordStar file you
want to convert.

4.  Remove the Microsoft Word diskette. Place the diskette con-
taining the WordStar file in any drive and the diskette that
will contain the Word document in any other drive. (Do not
remove the diskettes until the conversion is complete.)

5. Type the name of the WordStar file, and press (ENTER).

< J You may include a drive designation. You must include the
extension if the filename has one.

Convert asks you to type a name for the new Word
document.



6. Type a name for the new Word document, and press

ENTER).

The name must not have an extension. You may include a
drive designation.

7. Convert now asks you to specify the document’s width.
Standard WordStar documents have a right margin width of
65 characters. If you used the standard width in WordStar,
you need not specify anything; Convert will assume the
standard width. However, if you used a nonstandard right
margin width in WordStar, you need to specify this width.
The value you enter should be identical to the number used
is WordStar’s “set right margin” command.

Press (ENTER) to use the standard width; or type the width,
and press (ENTER).

Convert displays a message telling you when the conversion is
complete. It also asks you for the name of another WordStar file to
convert.

If you wish to convert another file, repeat steps 1-7. If not, press
the CANCEL key, (ESO), to quit.
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Appendix C Using Print Merge

This appendix describes how to use Print Merge any time you
need to produce multiple versions of documents, such as form let-
ters. Merge combines the text of a main document with text from
a data file. The darta file contains text that varies for each copy of
the document. Data files can be prepared with Microsoft Word, or
may be ASCI! files from other application programs.

You can also combine two or more documents, use different text
in different versions of a document, and enter text at the key-
board while you are printing the documents. At the end of this
appendix is a summary of Merge instructions.

The general steps in preparing a form letter or other document to
use with Print Merge arc:

1. Enter and format the text of the document.

Use special “merge” ficlds to specify where the variable text
for each copy of the document will be inserted during
printing.

2. Prepare a data file containing the variable text for ecach copy
of the document.

3.  When the main document and the data file are finished,
Transfer Load the main document.

4. Use Print Merge to print all the versions of the document.
Field Names and Instructions in Documents

The main document you prepare for use with Print Merge is
much like any other document. It can contain any text and for-
matting you wish. The document also contains special merge
fields and instructions for the Print Merge.

Each merge ficld is the name of a data item to be inserted in the
document. Merge fields must be surrounded with the symbols
« and ». To input these symbols, press («) and
(»). The fields must correspond to fields in the data file. For
example, you could prepare a form letter which begins like this:

Dear «name»,
Spencer Ceramics has received your order for
«quantity» «item». . .
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In this example, there are three merge fields: name, quantity and
item. When the document is printed using Print Merge, each of
these three fields is replaced by a real name, quantity, and item
supplied from a data file. At the time of printing, you can create
any number of copies of this form letter, each with a different
name, quantity, and item filled in automatically.

The first letter might read:
Dear Mr. Smith,

Spencer Ceramics has received your order for
three lawn fawns . . .

The second letter might read:
Dear Joe,

Spencer Ceramics has received your order for
two dozen gold-speckled boomerang ashtrays . . .

The third letter might read:
Dear Miss Mannerly,

Spencer Ceramics has received your order for
38 Presidential Commemorative “Bread-and-Butter”
Plates . . .

Keep the following in mind when preparing a main document:

text inserted into the main document has the same format-
ting characteristics as the first character of the field name

extra spaces outside fields appear in the printed document
extra spaces inside fields are ignored

In addition to merge fields, the document can also contain in-
structions, which provide other information at print time. Like
merge fields, instructions are separated from the surrounding text
with the characters « and ». A paragraph mark may be used in-
stead of » to end an instruction.




Choosing a Data File

Choose a data file with the DATA instruction. For example, if a

‘ data file containing your customer orders is named order.doc,

( type the following instruction at the beginning of your form
letter:

«DATA order.doc»

If a data file has an extension in its name (in this example, doc),
enter the full name in the DATA instruction. If no extension is
specified, Word appends .doc as the extension. If a period is the
last character of the name, no extension is appended, for example:

this data file: becomes:
mergdata mergdata.doc
mergdata.doc mergdata.doc
mergdata. mergdata

Note that when you use the INCLUDE instruction you must al-
ways use the complete filename including any extension.

Word searches order.doc for the variable text (the merge ficld
data) to insert in the merge fields of the form letter (the main
document).

Entering Data into a Data File

A darta file can be an ordinary document prepared with Microsoft
Word, any ASCII file, or the ASCII output of a database program.
In each data file, there are one or more data records. Data rec-
ords have the following format:

each data record may have up to 256 fields

fields in the data record must be separated by either a
comma (,) or 2 character

each data record must end with a paragraph mark ((ENTER
character)

The first record of a data file is normally a special header record
that names the merge fields for the data records that follow.
These field names correspond to the fields in the main document.

field names must be less than 65 characters long
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fields in the data records must be in the same order as the
field names in the header record; field names do not need
to appear in any special order in the main document

fields that contain commas or quotation marks must be sur-
rounded with quotation marks; quotation marks within field
values must be doubled.

For example, the data file for the letters in the previous example
would look like this:

name, quantity, item

Mr. Smith, three, lawn fawns

Joe, two dozen, gold-speckled boomerang ashtrays

Miss Mannerly, 38, “Presidential Commemorative” “Bread-
and-Butter” "Plates”

The first line of this data file is the header record, containing the
three merge field names: name, quantity, and item. The next
three lines are data records, containing the information to be sup-
plied for each copy of the merged document. Notice the use of
quotation marks in the last data record above.

To use quotation marks in a field, you must type two sets of
quotes. For example, to print the following text in the form letter:

Presidential Commemorative “Bread-and-Butter” Plates
type this in the data file:

“Presidential Commemorative" “Bread-and-Butter”
”Plates™

To prevent Merge from reading a comma as a field separator, you
must put a field containing a comma in quotation marks. For ex-
ample, your data record might read:

“Jones, Inc.”, five, coffee mugs

Otherwise, Merge reads Jones and Inc. as two fields. The quota-
tion marks do not appear in the printed document.

Using Header Files
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Rather than placing your header in the data file, you can place it
in a separate header file. Header files are useful if your data file is
the output of another program, such as a database program. You
can change data files and still use the same header file to provide
the field names.




If you use a header file, it should look like the header record of a
data file. For example, using the header record from the previous
example, the header file looks like this:

name, quantity, item

Header files must be named along with the data file in the DATA
instruction. For example, if the header information for the data file
order.doc is in a file called orderhf.doc, then insert the following
DATA instruction in the main document:

«DATA orderhf.doc, order.doc»
Inserting Text Conditionally

You may also want to vary text according to certain conditions.
Use IF, ELSE, and ENDIF to do this.

For example, suppose you want to tell some of your customers:
Your order will be shipped within thirty days.
To others you want to say:

Due to unexpected demand, we are currently out of stock.

Prepare the text of the paragraph in the document like this:

«|F out-of-stock = “yes”» Due to unexpected demand, we
are currently out of stock. «<ELSE» Your order will be
shipped within thirty days. «<ENDIF»

Merge looks in the order.doc data file for the contents of the out-
of-stock field. If yes appears in this field, the text after IF is
printed. If the field is empty, or contains something other than
yes, the text between ELSE and ENDIF is printed.

The order.doc file might look like this:

name, out-of-stock, quantity, item
Mr. Smith, yes, three, lawn fawns
Joe, no, one dozen, gold-speckled boomerang ashtrays

Mr. Smith will get a letter saying:

Due to unexpected demand, we are currently out of stock.
Joe will get a letter saying:

Your order will be shipped in thirty days.
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It is also possible to check whether a field is null, or empty, in
the current data record (indicated by two consecutive commas).
Thus, the previous example could be re-phrased:

«|F backorder»Due to unexpected demand . . . «ELSE»
your order will be shipped . .. «<ENDIF»

You could then have the actual backorder values in the data rec-
ord. This test would simply check for any value for backorder,; if
there is any value, the test is true (regardless of what the value
is).

You can also use IF without an ELSE. For example, if you want to
send Christmas catalogs to only those customers who have placed
large orders in the preceding year, you could prepare the follow-
ing text:

«IF preferred = "yes"» We are sending you our 1984
Christmas catalog under separate cover. «<ENDIF»

Then, create a preferred field in your data file:

name, preferred, out-of-stock, quantity, item

Mr. Smith, yes, yes, three, lawn fawns

Joe, no, no, one dozen, gold-speckled boomerang
ashtrays

Mr. Smith’s letter will contain the announcement of the Christmas
catalog, but Joe's will not.

You can also use IF instructions to insert text if a data field has a
certain numeric value. Print Merge recognizes three operators:
greater than (>), less than (<), and equal to (=). The numeric
values must be integers. Print Merge compares the value in the
field to the value in the IF instruction.

For example, instead of sending a Christmas catalog to customers
with a yes in the preferred field, you could use an instruction like
this in the main document:

«IF purchase>50» We are sending you our 1984
Christmas catalog . . .

Then, put a purchase field in your data file:

name, purchase, item
Mr. Smith, 99, lawn fawns
Joe, 29, ashtrays













* For each column of labels you want to print, put a separate la-

bel occurrence in the main document.

«DATA labels»«address»
«NEXT»«address»
«NEXT»«address»

¢ Put DATA and NEXT instructions on the same line as the ad-

dress to prevent an extra line between addresses.

If you choose to break your mailing address into more ficlds, be
sure to separate each field with either (NEW
LINE) or (ENTER). Note also, that each label should have the same
number of lines in it to format properly.

Variable Line Addresses
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There are two methods of dealing with a set of addresses that do
not have the same amount of lines. The first, and simplest, method
is to use a single merge field for the entirc address. Before every

line of an address in the data record, press (SHIFT) for a
NEW LINE. For example:

address

Dr. Jane London
P. O. Box 728
400 Main Street (SHIFD
“Dallas, Texas 75202" (ENTER)

Frank DeWitt ENTER
123 Commerce Avenue
“Fort Worth, Texas 76102” (ENTER

Your main document would include, for example:
«address»(ENTER
Dear Sir or Madam: (ENTER

At times you may want each line of the address separate. You may,
for example, want to address the letter in the previous example
more personally. Each address line in the data file would be a
separate field, as follows:




name, address1, address?2, address3 (ENTER

Dr. Jane London, P. O. Box 728, 400 Main Street, “Dallas,
Texas 75202" (ENTER

Frank DeWitt, 123 Commerce Avenue, “Fort Worth, Texas
76102" (ENTER

Your main document would include, for example:

«name»

«address1»

«address2» (ENTER)

«|F address3»«address3» (ENTER)
«ENDIF»

Dear «name»:
Inserting One Document Into Another

You can insert the text of another document into the main docu-
ment. This text can be a simple “boilerplate” paragraph (text used
over and over without change) you'd like to include in every ver-
sion of your document or the ASCII output of another program,
such as a spreadsheet. You can merge the contents of any ASCII
file into a document. This is like using the Transfer Merge com-
mand to combine two or more files at print time.

To insert one document into another, put an INCLUDE instruction
containing the name of the document to be inserted. This instruc-
tion should be placed at exactly the place in the main document
where you want the second document to be inserted.

For example, you might want to incorporate a worksheet into a
report:

The sales projections for the second quarter are
summarized in the following table:
«INCLUDE SHEET1»

You can insert any number of documents into a main document.
For example, you can create a file to print all the chapters of a re-
port sequentially. Your main document might look like this:

«INCLUDE CHAP1.DOC»
«INCLUDE CHAP2.DOC»
«INCLUDE CHAP3.DOC»

w
—
w






The contents of the fields are supplied from the records in the
data file. The names of the fields are taken from the header file,
if one is named. Otherwise, the first record in the data file is
read as the header.

«|F field»text . .. «<ENDIF»
Text is inscrted if field is present in the data record.
«|F field = "string’"»text . . . «<ENDIF»

The text between «[F» and «ENDIF» is inserted if the contents
of the field are the same as the “string”.

«|F field = “'string"’»text . . . «<ELSE»text . .. «<ENDIF»

The text between «IF» and «ENDIF» is inserted if the contents
of the ficld are the same as the “string”. Otherwise, the text
after «ELSE» is inserted.

«|F field operator value»text . .. «<ENDIF»

The text between «[F» and «ENDIF» is inserted in the docu-
ment if the contents of the field have the relationship to the
value expressed by the operator. Otherwise, the text is not in-
serted. The operators greater than (>), less than (<), and
equal to (=) may be used in «IF» instructions. The value must
be an integer.

«IF field operator value»text . . «<ELSE»text . .. «<ENDIF»

The text between «IF» and «ELSE» is inserted if the contents
of the field have the relationship to the value expressed by the
operator. The value must be an integer. Otherwise, the text
after «ELSE» is inserted.

«INCLUDE filename»
Inserts the text of filename in the document.

«NEXT»

Merge goes onto the next data record in the data file, instead
of waiting for the next copy of the document to be printed.

«SET field = value»

Sets the contents of the field to value for every copy of the
document.

«SET field = ?[prompt]»
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You will be prompted to set the contents of the field when the
file is merged. The contents of the field are set for every copy
of the document. If you prefer, you can specify the prompt
message.




Appendix D Using the Digi-Mouse
with Word

Microsoft Word is even more powerful and easier to use with the
Digi-Mouse. Although you can perform the same operations with
the keyboard, the mouse performs most operations quicker and
more efficiently. Use the mouse to perform the following
operations:

moving (scrolling) from one place to another
selecting text

choosing and carrying out Word commands
splitting windows

setting the ruler and choosing tabs
requesting help

Using the mouse involves two basic actions, pointing and clicking.
(Pointing means to move the mouse pointer to a particular loca-
tion; clicking is pressing and releasing one or both mouse but-
tons.) What you point to and which button you click determines
what action Word performs.

The mouse pointer can be moved to any part of the screen by
moving the mouse on your desktop. The position of the mousc on
the surface is not important. If the mouse gets too close to the
edge, pick it up and set it down again in another spot. The mouse
pointer changes shape as it performs different actions in different
arcas of the screen. (Note that if you are not using Word in the
graphics mode, the mouse pointer does not change shape, but be-
comes a small square that changes height as it is moved to differ-
ent arcas of the screen.)

317






Use the pointer in the scroll bar along with the left mouse button
to scroll towards the beginning of a document by scrolling the
first text line in the window farther in the window.

* With the pointer (now a double-headed arrow) in the scroll
bar, place the pointer beside the line to which you want the
first line on the screen to scroll. Click the left mouse button.
(Note that the arrow points up as you press the left mouse
button.)

The first line moves down to the position of the pointer. Word
does not scroll past the top of the document; the first line of
the document displays at the top of the window if fewer lines
are available to scroll than are requested.

Use the pointer in the scroll bar along with the right mousc but-
ton to scroll towards the end of a document by scrolling any text
line in the window to the top of the window.

* With the pointer (now a double-headed arrow) in the scroll
bar, place the pointer beside the line you want to scroll to the
top of the screen. Click the right mouse button. (Note that the
arrow points down as you press the right mouse button.)

The line beside the pointer moves up to the top of the screen.
Word will scroll one screen past the bottom of the document.

The scroll bar contains a small, horizontal line called the
“thumb.” The thumb moves up and down, indicating your rclative
position in the document. Use the pointer in the scroll bar along
with both mouse buttons to scroll to a relative position (the sec-
ond half or the last third, for example) in the document, as deter-
mined by the thumb line position.

* With the pointer (now a double-hcaded arrow) in the scroll
bar, place the pointer at the approximate relative position to
which you wish to scroll. Click both mouse buttons.

If your document is wider than the text window (if you have split
two or more vertical windows, for ¢xample), you can scroll hori-
zontally in a document. Using the mouse pointer while in the bot-
tom scroll bar (the bottom border) and clicking one of the mouse
buttons lets you scroll horizontally in a document that is wider
than its window. The pointer becomes a double-headed (left-
right) arrow in the scroll bar.
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Use the pointer in the bottom scroll bar along with the left or
right mouse button to scroll left or right in a document.

* With the pointer (now a double-hecaded arrow) in the bottom
scroll bar, place the pointer at the character position to which
you wish to scroll the first character currently displayed in the
window, and click the left mouse button.

The first character in the window moves to the pointer position.

* With the pointer (now a double-headed arrow) in the bottom
scroll bar, place the pointer under the character you want to
scroll the left (first character position), and click the right
mouse button.

The character above the pointer moves to the first position in
the window.

Use the pointer in the bottom scroll bar along with both mouse
buttons to thumb left or right in a document.

* With the pointer (now a double-headed arrow) in the bottom
scroll bar, place the pointer at the relative position to which
you wish to scroll. Click both mouse buttons.

Selecting Text

When you use Word, most of the actions you use to insert, delete,
and format text apply only to the character under the cursor or to
the selected text. The selected text (or the current cursor posi-
tion) appears highlighted on the screen, and remains highlighted
until you move the cursor or make another selection. With the
mouse, you can move the cursor and select text quickly.

To select a character:

* Place the pointer on the character.

* Click the left mouse button.

To select a word:

* Place the pointer on any character in the word.

* Click the right mouse button.

To select a sentence:
* Place the pointer on any character in the sentence.
* Click both mouse buttons.
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To select a line:

* Place the pointer in the selection bar to the left of the line.
(The pointer arrow tilts to the right.)

* Click the left mouse button.

To select a paragraph:

* Place the pointer in the selection bar beside the paragraph.
* Click the right mouse button.

To select the entire document:

* Place the pointer anywhere in the selection bar.

* Click both mouse buttons at once.

Select more than one character, word, sentence, line, or para-
graph as follows:

* Place the pointer on the first item you want to select.

¢ Press the appropriate mouse button to sclect a character, word,
and so forth. Do not release the button.

* Move the pointer to the last item you want to include in the se-
lection, and release the mouse button.

Editing Text

Edit text by using a combination of keyboard and mousec actions
to copy and move text.

To copy text:
* Select the text you want to copy.

* Point to where you want the text inserted, then hold down
(SHIFT), and click either or both mouse buttons, as follows:

to insert before a character, point to that character, and
click the left mouse button

to insert before a word, point anywhere in the word, and
click the right mouse button

to insert before a sentence, point anywhere in the sentence,
and click both mouse buttons

to insert before a paragraph, point in the selection bar, and
click the right mouse button
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To move text:
* Select the text you want to move.

* Point to where you want the selection moved, then hold down
CTRL) and click either or both mouse buttons, as for copying
text.

Copying Formatting

You can also use the mouse to copy formatting from one place in
your document to another.

To copy character formats:
* Select the text you want to format.

* Point to the text that has the character format you wish to
copy.
* Hold down (ALY), and click the left mouse button.

The selection takes on the character formats of the text to which
the mouse is pointing.

To copy paragraph formatting:
* Select the entire paragraph you want format.

* Point in the selection bar beside the paragraph that has the par-
agraph format you wish to copy.

* Hold down (ALT), and click the right mouse button.

The selected paragraph takes on the paragraph attributes of the
paragraph to which the mouse is pointing.

Choosing and Carrying Out Commands
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In Word, you create, edit, and format documents by choosing
commands from a command menu located below the text
window.

To use the mouse to choose a command, a subcommand, or a
menu option in a command field:

* Point to the menu item.

* Click the left mouse button.







You normally use the left mouse button to choose commands,
subcommands, or options or responses in a command ficld, and
to carry out a command. You can speed up this process in a num-
ber of situations by using the right button instead:

to choose a command and its first subcommand at once (for
example, Transfer Load, Format Character)

to select from a list of available responses and carry out the
command at the same time

to choose an option in a menu command field and carry out
the command

If you use the right button to choose the Quit or Transfer Clear
All commands, Word automatically confirms the command before
carrying it out.

Splitting, Moving, and Closing Windows
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With Word, you can create up to eight document windows at the
same time, each containing different parts of a document or dif-
ferent documents.

To open a window with the mouse:

* Point into the window bar in the top or right window border.
(The mouse pointer changes to rectangle.)

* Click the left mouse button.

Clicking the left mouse button in the top border creates a vertical
split between windows. Clicking the left button in the right bor-
der creates a horizontal window split.

To open a footnote window:

* Point to the right window border.

* Click the right mouse button.

To close either a text window or a footnote window:
* Point to the right window border.

* Click both mouse buttons at the same time.




To change the size of any window that is not at the bottom of the
window area:

* Place the pointer in the lower right corner of the window you
want to change. (The mouse pointer changes to a four-headed
arrow.)

* Press and hold down either mousc button.

¢ Point to the new position for the corner.

* Release the mouse button.

When you release the mouse button, the windows are redrawn.
Using Windows to Cut and Paste

You can cut and paste text in different parts of the same docu-
ment using the methods for scrolling, selecting, moving, and copy-
ing text described above.

To cut and paste between documents:
* Open a second window.

* Load the second document with the Transfer Load command.

* Use the mouse to scroll, select, copy, and move text between
the two documents, as previously described.

You can also open a second window to use as a scratch pad for
notes while editing a document.

* Open a second window.

* Use the Transfer Clear Window command to give yourself a
blank document to use for notes.

Turning on the Ruler and Setting Tabs
To turn on the ruler:

* Place the mouse pointer in the upper right corner of the
window.

* Click either mouse button.

To turn off the ruler:

* Place the mouse pointer in the upper right corner of the
window.

¢ Click both mouse buttons.
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Appendix E Installing MS-DOS on
Your Program Diskette

All procedures in this Microsoft Word manual assume that your
Word Program diskette contains the operating system, MS-DOS.
Although it is not absolutely necessary for the Program diskette to
contain MS-DOS in order to run Word, we highly recommend it.
You may, if you wish, load MS-DOS from an operating system
diskette, then load Word.

Following are instructions for copying the MS-DOS files to your
Program diskette. Note that if you intend to use Word on a hard
disk, there is no nced to copy the operating system to your Pro-
gram diskette.

1.

Place your operating system (MS-DOS) diskette in Drive A
and your Word Program diskette in Drive B. Close the drive
doors.

If you are not already at the system prompt, flip the RESET
switch on the computer.

At the system prompt, type:

SYS B:

Type:

COPY COMMAND.COM B:

If you wish to place FORMAT and DISKCOPY on the Pro-
gram diskette, type:

COPY FORMAT.COM B:
After the system prompt displays again, type:
COPY DISKCOPY.COM B:
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Glossary

active. The document, window, or command field you are cur-
rently editing; the one to which the next command will ap-
ply. This item is highlighted.

alignment. The horizontal position of text within the width of
the line. Text may be set all the way to the left, to the right,
in the center of each line or between tab stops, or it may be
justified to fill the line. Alignment can be an attribute of para-
graphs and of tab stops.

attribute. A feature of the document division, paragraph, or
character format that controls the appearance of pages, lines,
and characters. Attributes include margins, tab settings, and
font size, and so forth.

boilerplate. Text that is used over and over without change,
such as a company’s own address, a copyright notice, or even
whole sections of papers or reports.

break. A place where the text is dcliberately stopped and a
new start follows. Examples of breaks are word breaks, line
breaks, paragraph breaks, page breaks, and division breaks.
See also hard break, soft break.

buffer. A temporary file in a computer’s memory, which must
be explicitly stored on disk at the ¢nd of a session. Other-
wise, it will be erased. In Word, there are named buffers
called glossary buffers, as well as the scrap, a single unnamed
buffer. See also glossary buffer, scrap.

case. The forms of letters, either capitals (uppercase) or small
letters (lowercase).

character. Any number, letter, punctuation mark, symbol, or
special mark (@, |, * %, $, and so forth) you can type as
text.

Q@‘/ command. An instruction to Word. A command may have one
or more command ficlds. See also command field.

command area. The area below the text window, which con-
tains the command menu, message line, and status line.
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command field. A space on a command menu, preceded by a
field name and a colon, where you specify further information
about how a command should work. When first displayed, a
command field usually contains a proposed response; you can
replace or edit this response to fit your needs.

command menu. The lines on the screen just under the win-
dow area, which display the command options. See also main
command menu.

copy. Taking text from an existing document, using the Copy
command, and placing it in the scrap or in a glossary buffer,
without removing the text from its original place in the
document.

cut and paste. The technique of creating or editing a document
by combining documents and parts of documents.

daisy wheel. On a daisy wheel printer, an interchangeable
wheel with a character set in a particular font and size. Also
called a print wheel.

default drive. The diskette drive (or hard disk drive) on -which
Word will look for a file, unless a different drive is specified.

delete. Removing text from the active document, and placing it
in the scrap or in a glossary buffer with the Delete command.
Characters can also be deleted and placed in the scrap, using
the key. Text also can be deleted with the
key, but it is not saved in either the scrap or
the glossary buffer. See also buffer, glossary, scrap.

direct formatting. The process of assigning a format directly to
selected text by using predefined key code combinations
(@LD plus another key) or the format commands in the Edit
menu.

direction keys. (), (), (=, and (=); also called the arrow
keys. These can be used to move the cursor or to display a
list of command field choices and select from it.

directory. The list of files on a diskette or on the hard disk.

division. A section of a document (the table of contents or a
chapter, for instance) whose attributes control page layout.
Divisions are separated by division marks.




document. In Word, a document includes the text and the for-
matting attributes associated with it. Common types of docu-
ments are letters, reports, memos, pamphlets, and brochures.
Documents are stored in files on the diskette or hard disk.

edit keys. Any kcys that make an cditing change, such as:
DELETE), (SHIFT) (DELETE) ( DELETE, no scrap), (INSERT),
SHIFT) (INSERT) (REPIACE), and (BACKSPACE).

extend. Lengthening a text selection, using the EXTEND key
(®) and the direction keys.

file. A unit of data stored on diskette or hard disk. In Word,
documents are saved as files. The Transfer commands, which
transfer files between diskette or hard disk and memory, give
you access to files.

folio. A page number.

font. The design, or style, of the characters in which text is dis-
played or printed, such as Century Schoolbook or Helvetica. In
Word, fonts are specified in broad classes with letter variants as-
signed to particular type styles.

format. The way text is presented. In Word, a format is derived
from both direct formatting and the application of styles.

gallery. A command on the Edit command menu that accesses
style sheets for viewing, definition, and revision.

galley. The document as it appears on the screen; that is, in a
continuous stream, with the footnotes and text for running
heads and footers stored at the end.

glossary buffer. A special file on diskette or hard disk in which
text can be temporarily stored and later retrieved by name.
Use the Transfer Glossary Save command to save a glossary
buffer permanently.

gutter width. The inner margins of facing pages of a document.
Often these margins must be wider than the outside margins
to allow extra space for binding.

hanging indent. A paragraph with a negative indent for the
first line. Also known as an outdented paragraph.
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hard break. A page break or carriage return that you enter into
a document by pressing (ENTER) (NEW PARAGRAPH) or
(NEW PAGE). Word will always ob-
serve these breaks. See also soft break.

heading. A title of 2 document or division of 2 document, often
requiring a different font than the body of the text. Not to be
confused with running heads. See also running head.

highlight. A means of emphasis used on the screen to indicate
a command choice, cursor location, text selection, active win-
dow number, or active command field.

horizontal scroll. Moving horizontally within a document that
is wider than the window, so that parts of the document out-
side the window to the right or left come into view.

indent. The distance between the beginning or end of a line
and the left or right page margins. Indents normally make text
narrower than the margins. Three indents are associated with
each paragraph: left, right, and first line. The first line of each
paragraph may be indented by giving it a positive measure-
ment, or outdented by giving it a negative indent measure-
ment (also called a hanging indent). A zero (0) indent
measurement aligns the first line with the other lines in the
paragraph.

insert. The Insert command takes text from the scrap or from a
glossary buffer and inserts the text in front of the cursor. To
insert new characters into a document, choose the Alpha
command and type the characters. The key may
also be used to insert text from the scrap.

justified. Text whose right and left edges are flush with the
right and left indents, or if a zero indent is specified, flush
with the right and left margins. Spaces are enlarged between
words to make the text evenly fill the whole line. See also
ragged.

keep. An instruction to keep all of the specified text togcther
(usually a paragraph or table), creating a page break, if neces-
sary, and printing the text on the new page rather than split-
ting it between pages. Keep is a paragraph attribute.




key code. One or two characters you can use to assign a format
to selected text. In addition to predefined key code combina-
tions, you can also define new key codes in style sheets.

leader character. A character used to fill a tab (for example,
dots), which helps to draw the reader’s eye across columns,
as in a table of contents.

load. Transfering a document from the diskette into Word with
the Transfer Load or Transfer Glossary Load commands.

main command menu. The list of command names that ap-
pears at the bottom of the screen whenever Word is ready for
you to choose a main command. Word currently has two
main command menus, the Edit menu and the Gallery menu.
(The Library menu is reserved for future use.) See also com-
mand menu.

margin. The area from the edge of the page to the edge of the
text, without indents. There are also top and bottom margins
that are measured from the edge of the page to the top of the
first line and the bottom of the last line on the page.

menu. A list of alternatives, either of commands in a command
menu or options in 2 command field. You can select a menu
item by moving through the list with the space bar (a high-
light will move along the menu indicating the current posi-
tion), and pressing or (ENTER), as appropriate; or by
typing the initial letter of the desired item.

message. A notice that Word puts on the message line to tell
you what to do next (a prompt) or what is wrong (an error
message ). See also message line.

message line. The next to the last line on the screen, where
messages are displayed.

orphan. The first line of a paragraph when it appears alone at
the bottom of a page or column, whilc the rest of the para-
graph appears on the next page or column. Word avoids page
breaks that leave orphan lines.

outdented paragraph. See hanging indent.

overtype. A Word option that allows you to type new text di-
rectly over old text, using the OVERTYPE key, (F5).
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paragraph. The text between two paragraph marks, including
the trailing paragraph mark. Paragraph attributes control line
layout and spacing. See also paragraph mark.

paragraph mark. A character that identifics the end of a para-
graph. To insert a paragraph mark press while in
type-in mode. Use the Options command to make paragraph
marks visible.

pitch. A measure of the number of characters per inch of paper,
horizontally. Typically, typewriters and printers use 10 pitch
(10 characters per inch) or 12 pitch (12 characters per
inch).

point. A measurement used by typesetters. There are 72 points
in an inch.

.PRD file. Sce printer description file.

print wheel. On a daisy wheel printer, an interchangeable
wheel with a character set in a particular font and size. Also
called a daisy wheel.

printer. The output device used to print documents. Such de-
vices include dot matrix, daisy wheel, and laser printers, as
well as phototypesetters.

printer description file. A file for each of the printers sup-
ported by Word, containing a list of the fonts available on the
printer and the dimensions of the characters in each font.
Also known as a .PRD file.

proposed response. A response supplied by Word in a com-
mand field. A proposed response is usually based on your
most recent use of the command or the current status of the
program. You may replace a proposed response with your
own response. See also response.

ragged. Text with an uneven left (ragged left) or right (ragged
right) margin. See also justified.

reference mark. A character chosen to indicate footnoted text.

remark. A comment which can be added when you assign style
usages and variants to remind you of their purpose. See also
style, usage, variant.




response. Information you type in a command ficld to tell
Word how to carry out a command. When Word displays a
command on the command line, it often displays proposed
responses for the command fields. Replace or edit a response,
or leave it as proposed. See also proposed response.

ruler. The horizontal line that appears on the top edge of the
text window and displays the positions of tab stops and in-
dents. To change these positions, move the markers along the
ruler with the Format Paragraph and Format Tabs commands.

running head. Text that may appear at the top or bottom of
every printed page. Running heads may include page num-
bers, dates, titles, or other text.

save. Storing a permanent copy of a document on diskette or
hard disk with the Transfer Save command.

scrap. A temporary storage arca that holds the text you last de-
leted with the Delete command or key. It will also
hold text you have copied with the Copy command. The con-
tents of the scrap are displayed between braces {} on the sta-
tus line. To retrieve the contents of the scrap, choose the
Insert command, or press the key.

scroll. Moving the text so that parts of the document outside
the window move into view.,

search. Looking for a group of characters, a word, or a phrase
within a document with the Search command.

select. Choosing one character or a group of characters that
will be affected by the next command you choose.

selection. The highlighted character or group of characters that
will be affected by the next command you choose.

separator. Any character marking the end of a word. Separators
include punctuation marks, spaces, tabs, paragraph marks, and
line breaks.

soft break. A page or line break that is determined by page or
line layout. Soft breaks may change after further editing of the
document. See also hard break.
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status line. The bottom line of the screen, where Word displays
the following: the page number of the document in the active
window, the contents of the scrap, the percentage of free
space, the status of locking keys, and the name of the active
document.

style. A style consists of the name that identifies it and its defi-
nition, including its direct formatting attributes. You may re-
define a style by assigning different direct formats. Styles
determine text formatting indirectly by reference to their def-
initions on a style sheet. See also direct formatting, usage,
variant.

style bar. A special column on the screen, accessible with the
Window Options command, that displays formatting informa-
tion, such as paragraph styling and soft page breaks.

style sheet. A file containing a list of style definitions. You cre-
ate, review, and change a style sheet with the Gallery menu.
A styled document is always formatted according to its style
sheet.

subscript. Text that appears slightly lower on a line than the
text around it.

superscript. Text that appears slightly higher on a line than the
text around it.

tab stop. A position for aligning text in columns by using tab
characters. Use the Format Tabs command to set and clear tab
stops.

text. Characters that make up your document. Text is either
typed in the Alpha command, or taken from other files. Char-
acters typed as commands, responses in command fields, and
formatting key codes do not constitute text.

text area. The window (or windows) that occupies most of the
screen, in which the text of the document appears as you

type.
type face. Sce font.

undo. Reversing the most recent editing command with the
Undo command. Undo can itself be “undone.”

usage. A name assigned to describe the use of a given style. See
also style, variant.




variant. A letter or number variation of a style usage available
for definition. Sce also style, usage.

vertical scroll. Moving vertically within a document that is
longer than the window, so that parts of it above or below
the window come into view.

widow. The final line of a paragraph when it appears alone at
the top of a new page or column, while the rest of the para-
graph is on the preceding page or column. Word avoids para-
graph breaks that would leave widows.

window. A rectangular portion of the screen through which
you look at a document. Up to ecight windows may be open at
once. Each window may contain a different document or part
of a document that is visible in another window.

word. Any alphanumeric character or group of alphanumeric
characters that is surrounded by separators. See also
separator.

word wrapping. Automatic placement of a word on the next
line. When you are typing text and you reach the right mar-
gin, Word checks to see if the word will fit on the linc. If not,
Word automatically places the whole word on the next line.
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Index

active 122, 124-125, 214

alignment 171

Alpha command 32, 126, 128,
131, 154, 268-269

17-18, 69-72, 74-75, 102,
116, 130, 134, 154 Scc also
direct formatting; key codes

attributes 136-137
character 137, 158, 160-162,
169

division 136, 168

paragraph 136, 171-172
audible alarm 193
BACKSPACE) 15, 23-24, 131
boldface See fonts
breaks

division 81, 86

line 74, 77

page 67, 78, 82, 86, 123, 142,
164

paragraph 77-79, 172

word 138-139 See also
hyphens

buffer See glossary buffers

Cancel Key ((ESD)
13
centering text
character 69
appearance 70
attributes  69-72
changing formats 70-72
formatting 31, 69-72, 104, 134
initial formats 70
removing formats 71
styles 103-107, 163
color
choices 234

13, 106, 126

17, 30, 73-75, 171

columns 81, 83, 88, 111-112, 164,
166
in tables 52-57
multiplc 88
command arca 21, 123-125
command ficlds 46, 126-127
filling in 127
command menu 123, 125-126
choosing from 123, 126
main command menus 125-
126
commands 125-128, 153-239
canceling 127, 128
carrying out 16, 127-128
choosing 123, 126, 131
confirming 127
Copy command 44-45, 65, 132,
155
COPY command (MS-DOS) 21,
329
copving text  44-45, 132
correcting mistakes 23-24
See also Undo

default directory 225
default drive 225
Delete command  41-42, 65, 156
15, 42, 131-132
deleting files 216
deleting footnotes 96
dcleting hyphens 80
Digi Mouse See Mousc
direct formatting 17, 27-31, 69-
72, 74-75, 99, 102
DISKCOPY diskettes 66
changing 066, 147-148
multiple diskette operations 66
disk operating system (MS-
DOs) 7.8, 329



division 69
attributes 136, 168
beginning new divisions 13,
82-83, 86
breaks 81, 86
changing formats 84-85
formats 69, 81-88, 104
initial formats 83-84
marks 82
styles 111-112
documents 135-137
assigning styles to 116, 175
layout 102, 135, 138
loading 221-222
long and multiple 67
managing 66-67
merging 67, 223
printing 195-205
renaming 226
saving 67, 227-228
viewing with windows 61, 67
double underline 17, 71-72, 161

Edit command 113, 154, 157

Edit menu 125-126, 153, 157

editing documents 61-67

editing text 25-26, 131
undoing editing changes See

Undo

emphasis  See fonts

end mark 21, 122-123, 130

EXTEND key (F6)) 13-14, 128

extensions See filenames

files 147-151
backup copies 146-147, 151
deleting 150, 216
operations on  149-151
naming 148-149
reading 149-151
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renaming 147
saving 150
scratch 147
filenames 147-149, 212
extensions 148-149
fonts 161-162, 269-272
boldface 17, 31, 71-72, 160
classes 269-270
supported by Word 269-272
generic 161, 278
italic 17, 71, 72, 160
number assignment 278
small capitals 17, 71-72, 161
footnotes 67, 81, 95-97, 167,
169-170
automatic numbering 95, 122,
170
creating 95, 103-107 ‘@
deleting 96, 170
editing 95-96
inserting 96
jumping 95, 170, 189
moving 96
reference marks 72, 95-96,
103-107, 170
viewing with windows 96-97,
122, 231
Format command 102-103, 106,
134, 158-159
FORMAT command 7-9, 108, 111
Format Character command 70-
72, 106, 160-162, 163
Format Division command 67,
81, 83-85, 88, 83, 112, 164-
167, 168
Format Footnote command 95,
169-170
Format Paragraph command 74-
75, 78, 108, 122, 171-172




Format Running-hcad
command 91-95, 173-174
Format Stvle commands 102,
113, 116, 175
Format Tabs command 89, 91,
122, 176
Format Tabs Clear command 91
Format Tabs Reset-all
command 91, 178
Format Tabs Set command 54-56,
90-91, 177, 179-181

formatting
attributes 69-88
characters 31, 69-72
divisions 69
documents 27-31, 69-88
keys 17,18
paragraphs 27-30, 69, 73-80

text 134-145

with style sheets 99-116, 143-
146 See also direct
formatting

gallery 102-115
Gallery command
182
Gallery menu 101, 103, 108,
111, 113, 126, 143, 146,
153, 182
galley 137
glossaries 65-66, 118, 217
glossary buffers 133-134
clearing 218
copying to 65, 155, 156
files 66
inserting text from 65, 185
merging 66, 219
names 65, 133
saving 65, 220
storing text in 65, 133

101, 103, 113,

gutter width 83, 85, 165

hard disk installing Word on 9
headings 114
help  47-48, 128, 183-184
mark 51
menu 128, 184
HELP key ((F12)) 16, 47, 183-184
Help command 183-184
Help Resume command 49, 183-
184
hyphens 79-80
indents 172
and line layout 108
and paragraph formats
76, 172
hanging 17, 75-76
negative 76
positive 76
Insert command 43, 65, 103,
108, 111, 134, 185, 186-187
15, 43, 96, 131-132
italic See Fonts

73, 75-

Jump command 188

Jump Footnote command 64, 95-
96, 170, 189

Jump Page command 67, 190

justification 17, 28, 73-75, 171

keep attribute 78, 118, 172

key codes 101-104, 116, 143,
186
layout
document 135, 138

line 108, 118, 135, 138-141
page 81, 111, 135, 141-142
Library command 191
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Library menu 191
line
breaks 74, 77
layout 108, 118, 138-141
spacing 73, 76-77, 85
locking keys 13, 124-125

main command menus 125-126
margins 81, 83, 85, 122
measurements 84-85, 193
Merge See Print Merge command
messages 124, 241-261
message line 123-124, 241
Microsoft Print file 272, 275-278
mousce 5, 18, 317-327
canceling commands with 323,
324
carrying out commands
with 322-324
choosing responses with  322-
324
confirming commands
with 323
copying attributes with 18,
322
copying text with 18, 321
cut and paste with 321-322,
325
editing text with 321-322
moving text with 18, 322
quitting Word with 34-35
requesting help with 51, 123,
327
scrolling with  318-320
sclecting text with  320-321
tab stop operations with  325-
326
thumbing with 319, 320
window operations with 324-
325

344

mousc buttons 317 See also
mouse
mouse pointer
mouse
shape changes 318
moving text 40-43, 62, 132
MSPRINT See Microsoft Print file

317-318 See also

Name command 192

NEW LINE keys ((SHIFT)
(ENTER)) 13,52, 77,90

NEXT WINDOW key (FD) 14,
64

non-breaking hyphens 13

non-breaking spaces 13, 77

non-breaking hyphens 13

non-required hyphens 13, 118,
139 )
13

Options command  73-74, 85,
193-194

orphan lines 78, 118

OVERTYPE key ((F5)

overtyping 194

outdented See hanging indent

15, 24, 13

page
breaks 67, 78, 82, 86, 123,
142, 164
jumps 190
layout 81, 111, 141-142

length 83, 85, 164

margins 82, 85, 111, 166

new 13, 82-83, 164

number formats 82, 166

numbers 67, 82-83, 86, 111,
118, 123, 165

repagination 67, 86

width 83, 85, 88, 165




paragraph 69
alignment 74-75
breaks 77-79, 172
changing formats 77
formatting 27-30, 69, 73, 79,
104, 135
initial formats 74
joining 79
marks 130
new 22 73
spacing 29, 73, 76-77, 85
splitting 79
styles 108-110
phototypesetters 272-273, 275
pitch 270-272
points 270-272
pointer See mouse pointer
PRD files See printer description
files
Print command 57, 195
Print Direct command 196
Print File command 197
Print Merge command 198-199,
303-316
Print Options command 200-202
Print Printer command 57, 203
Print Queue command 204
Print Repaginate command 67,
86, 205
printer description files 10-11,
272-273
specification for 279-300
printers  10-11
daisy wheel 267, 269, 272
directly supported by
Word 267-273
dot matrix 267-268, 271
laser 272-273, 275

printing documents 57, 195, 265-

300

proposed responses 47, 127

Quit command 34-35, 206
quitting Word  34-35, 206

reference mark  See footnotes
Replace command 46-51, 207-
209
replacing text 46, 151, 207-209
required space 13
ruler 54-55, 89, 122, 234-235
running heads 84, 91-95, 173-
174
creating 92-93, 173
deleting 93, 173
editing 93
positioning on page 81, 84, 86,
91-95, 113, 167, 173-174
with page numbers 93, 118

saving work See Transfer Save;
Transfer Glossary Save
scrap, the 123-124, 131-132,
155, 156, 185
symbols in 124
scratch file 147
screen 21-22, 121
basic display 21
command area 21, 123-125
windows 21, 121-122
scroll bar 130, 318-320
scrolling 129-130
with keys 15, 129-130
with mouse 318-320
Scarch command 210-211
selecting text 24-27, 128-129
with keys 14, 24-25
with the mouse 320-321
selection bar 123
small capitals See fonts
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spacing

horizontal See indents,
justification

line 73, 76-77, 172

paragraph 73, 171-172

vertical 171-172

starting Word 11
status line 13, 123-124

strikethrough 17, 71-72, 160

style bar 122, 123, 234-235

symbols in 67, 69, 234-235

style sheets 17, 99-116, 175

attaching to documents 101-
102, 113

assigning 116, 175

editing 113

direct formatting along
with 102

formatting with 99, 175

indenting with

loading 102, 113, 221-222

merging 224

renaming 226

saving 113, 227-228

starting 215

viewing 101

styles 69, 143-146, 175, 186-187

assigning 116, 175

changing

character 103-107, 163

defining 106-107, 108-109,
111-112, 146, 186-187

division 111-112, 168

formatting with 99, 175

key codes 101-104, 116, 143,
186

naming 99, 102-106, 108, 111

numbers 101-102

paragraph 101, 108-110, 123
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remarks 101-102, 105, 111,
146, 187
renaming 192
usages 101-102, 104, 106,
113-115, 143-146, 186
variants 102, 104-105, 113-
115, 144-146, 187
subscript 17, 72, 161
superscript 17, 72, 161

TAB) 13, 16, 126, 130
tab stops 52-56, 89-91, 130, 176-
181
and line layout 108
clearing 91, 177, 178
in tables 52-56
measurements 55
moving 54-56, 179
preset 55, 89-90
resetting 91, 178
setting  52-56, 90-91, 179-181
viewing 54-55, 89, 122
tables
adding text to  52-53
adjusting formats 54-57
using tab stops 54-57, 90
with multiple columns 52-53
text
adding to a table 52-57
aligning around tab stops 90,
180
centering 17
copying 44-45, 132
deleting 15, 42, 132
editing 15, 131
entering 22-23, 130-131
footnote
inserting 43, 132
moving 40-43, 62,132




replacing 46-47
selecting 14, 24-27, 128-129
viewing with windows 61
width 88
thumbing 130
toggle keys 13
Transfer command 33, 212, 213
Transfer Clear command 103,
214, 215
Transfer Clear All command 125,
214
Transfer Clear Window
command 63, 214
Transfer Delete command 216
Transfer Glossary command 217
Transfer Glossary Clear
command 218
Transfer Glossary Merge
command 66, 133, 219
Transfer Glossary Save
command 65, 133, 220
Transfer Load command 37-38,
101, 113, 221-222
Transfer Merge command 67,
223, 224
Transfer Options command 225
Transfer Rename command 226
Transfer Save command 32-34,
113, 125, 227, 228
type-in mode

154, 157
underline 17, 71-72, 160
Undo 26, 229
usages 101-102, 104, 113-115,

143-1406, 186

variants 102, 104-105, 113-115,
144-146, 187
letter 105, 114

126, 128, 130, 131,

number 105, 114
widow lines 78, 118
Window commands 064, 230
Window Close command 64, 230
Window Move command 64, 231
Window Options command 64,
232-233
Window Split command 89, 234-
235
Window Split Footnote
command 64, 236
Window Split Horizontal
command 96, 122, 237
Window Split Vertical
command 64, 239
windows 061-64, 121-123
bars 121
borders 21, 121-122, 130
changing size of 64, 232-233
clearing 63
closing 64, 231
cut and paste with 61-62
footnote 96-97
move button 121
moving between 64
numbers 21, 61, 121, 234
opening 96, 236-239
scrolling 121
splitting 64, 121-122, 236-239
viewing documents with 61-
62,121
viewing footnotes with 64

word breaks 138-139 See also
hyphens

WordStar conversion utility 301-
302

word wrapping 23, 137
writing strategies 117-118
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