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Support Policy

To participate in Software Publishing’s support service, fill out and return the User Group
Enroliment Card.

Warranty: Software Publishing Corporation warrants that the PFS:WRITE diskette is free
from defects in material and workmanship, assuming normal use, for a period of ninety (90)
days from date of purchase. If a defect occurs during this period, you may return your
diskette to Software Publishing Corporation or its authorized dealer, along with a dated
proof of purchase, where it will be replaced free of charge.

Program Updates: Software Publishing will notify you of all WRITE updates. These new
versions may be obtained from Software Publishing Corporation or its participating dealer
by returning your current diskette along with a check in the amount specified in the
notification letter.

NOTICE

SOFTWARE PUBLISHING MAKES NO WARRANTY OF
ANY KIND WITH REGARD TO THIS MATERIAL,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE.

Software Publishing shall not be liable for errors contained
herein or for incidental or consequential damages in
connection with the furnishing, performance, or use of this
material.
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pfs:write

preface

This manual explains how to use the PFS:WRITE program to help you
prepare documents of all different kinds. If you are not familiar with the
general operation of your computer system, read through your Owner’s
Manual before beginning.

To use WRITE, you need an Apple lic or Apple lle computer system, an 80-column
video monitor, a printer, the PFS:WRITE diskettes, and a supply of blank, formatted
diskettes. If you have an Apple lle system, you also need at least 64K of memory, an
80-column text card, and at least one diskette drive.

This manual contains eight chapters and three appendices. The chapters give
detailed, step-by-step instructions on how to use each of WRITE’s features.
Examples are included to illustrate these features, and there is a summary at
the end of each chapter. One way to learn WRITE is to read through the
chapters, using your own computer to follow along with the examples. The
appendices include information on error messages and recovery and a quick
reference guide.

If you have not already done so, please fill out and return the User Group
Enrolliment Card. Enrollment in this group entitles you to receive product
update information, new product announcements, and tips on using the PFS
Family of Software.
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Protecting Your PFS:WRITE Documents

By the time you have typed and/or edited a group of documents, you may
have invested a lot of time. To protect that investment from such problems as
disk failure, a power outage, or an inadvertent error such as writing over a
document you need to keep, follow the guidelines below:

1. Use only high-quality, double density diskettes.

2. Always keep at least one extra (backup) copy of each diskette that
contains important documents.

3. Handle your diskettes carefully. Store away from heat, sunlight, and
devices with strong magnetic fields (TVs, diskette drives, etc.).

Recommended Backup Procedure:

1. Save your documents on a diskette frequently. A good rule-of-thumb is to
stop and save at least every half hour, so that you never have the
possibility of losing more than half an hour’s work.

2. Use the DOS COPY or COPYA command to make a backup copy of
the diskette at least once a week. Update that backup copy oftener if
you make significant changes to one or more documents. See your
DOS manual for more information.

3. If you encounter problems with a document or get an /0 ERROR
message, discard the diskette at once and use the backup diskette. If the

problem recurs with the backup diskette, ask your computer dealer for help.
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introduction 1-1

I: introduction

What is PFS:WRITE?

PFS:WRITE (or simply WRITE) is a computer program that you can use to
prepare, print, and store the documents you need in your daily work or
personal life. It produces all kinds of documents—interoffice memos, letters,
articles, financial tables, even books. WRITE is integrated with the other
programs in the PFS Family of Software, enabling you to use addresses from
your PFS files, or to print a chart created by PFS:GRAPH as part of your
WRITE document. Yet WRITE is so easy to learn that you can actually be
producing documents in just a few minutes.

WRITE operates much like a standard typewriter, but with many
improvements. When you begin a document, an image appears on the screen
that shows the top and side boundaries of a piece of paper. The margins are
set for a standard page width and length. All you have to do is begin typing
your document.

You don’t need to worry about reaching the end of the line or the bottom of
the page—WRITE automatically moves to the next line when at the end of a
line, and to the next page when at the end of the page. Best of all, if you
make a mistake you just back up and type over it, or change it using one of
WRITE'’s many editing functions. Thus, you can produce error-free documents
in less time than it would take you with a typewriter—and with considerably
less frustration.
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Here are some sample documents you might produce with WRITE:

A Business Letter A Journal Article

Hord Frocessors and the Cosesn Cald

HElp was nOE availsbie, nanagers and
g

Maui Charter Trips
11800 Lahaina Blvd.
Lahaina, HI 23680

THE CONTHOL

When you produce documents such as these, what you see on the screen is,
in most cases, exactly what you will get when you print the document. Thus, it
is easy to control the way the printed copy looks.

Getting Started with PFS:WRITE
What You Need to Use WRITE

To use WRITE, you need the following equipment:

A Financial Report

Crarter Fishing

Snorspting

Rewd Dising
Diving for Beginners 173,000

= an Apple lic or Apple lle computer system with at least 64K memory

Hail Amay Advarture

Suriing Lessans

f'ujlmmmmmmmmmwwwwmwwwm

= an 80-column video monitor, properly connected to the computer

= for the Apple lle, an 80-column text card, compatible with the current Apple
80-column cards. (Note: If you have the Apple 80-column text card with an
additional 64K of memory or if you have an Apple lic, WRITE takes advantage
of the additional memory, allowing you to create larger documents.)
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= any parallel or serial printer properly connected to your computer with a
Pascal-compatible card*

= the PFS:WRITE package, which includes the program diskette, a Sampler
diskette, and this manual

= blank, high-quality, double-density diskettes, formatted using DOS or ProDOS.
You will use one to make a copy of the program diskette and the others to store
documents.

= for the Apple lle, a disk drive (built-in for the Apple lic)

Making a Copy of the PFS:WRITE Diskette

Before you use the PFS:WRITE program, you should make a copy of the program
diskette. It is very important that you follow these copy instructions before using the
PFS:WRITE diskette for the first time. Making the copy takes from 15 to 20
minutes.

WARNING: You can make only one copy of the program diskette and you
cannot stop the copy operation once you've completed Step 5, below.
Therefore, follow the instructions very carefully. If you complete Steps 1
through 5 of the copy procedure, but do not finish the entire procedure, you
will lose your one opportunity to copy the program diskette.

You will need one high-quality, double-density diskette (new or containing
information you don't want to keep). Remove its write-protect tab if it has one.

In this manual Drive 1 refers to the built-in drive on the Apple llc. Drive 1 on the
Apple lle is labeled.

Step 1: Make sure your video monitor or TV set is turned on, and your computer is
turned off,

Step 2: Insert the PFS:WRITE program diskette in Drive 1. (As you remove the
WRITE program diskette from its envelope, take a moment to read the
precautions on the back of the envelope. Improper care could cause you
to lose information.) Slip the diskette into the slot with the label upwards.
The oval cutout in the diskette jacket should enter the drive first. The label
should enter the drive last. Gently push the diskette until it is entirely inside
the drive. Then close the drive door by pushing it down.

"PFS:WRITE will include PFS graphs in documents when used with the following printers:
Apple Dot Matrix, Epson, NEC 8023, C.ltoh ProWriter, IDS Prism, and Okidata 82, 92, or

93. WRITE will not print graphs in documents when used with a Grappler, a Grappler +,
or a PKASO card.

BN .
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Step 3: Turn on your computer. The red in-use light on the disk drive should come
on. You can hear the drive as it loads the WRITE program. This takes
approximately 20 seconds. When it is finished, the in-use light goes off
and you will see the following screen:

Wou should now make a copy of

your PFS prograe diskette.

Ta do this, you will need one
blank, double-density diskette.

Fress CT8L [ to start making the copy.

Fress ESC i you are not ready

to wake the copy at this tise,

Once you've made a copy of the WRITE program diskette, this screen will
not appear again. If you aren’t ready to make a copy (for example, you
don't have a blank diskette), press ESC. You will go directly to the WRITE
Main Menu.

Step 4: Press CTRL C to continue with the copy procedure.

For a Single Drive System:

Step 5: When WRITE asks you to, remove the WRITE program diskette from the
drive. Insert a high-quality, blank diskette on which you will copy the
program diskette. WRITE is formatting the diskette while the “Formatting
Diskette" message is on the screen.

Step 6: When requested, replace the WRITE diskette in the drive and press CTRL
C.

Step 7: Continue switching the two diskettes when requested. You will switch
diskettes several times.

Step 8: When WRITE tells you it is finished making the copy, remove the diskette
in the drive. Place a write-protect tab on both diskettes.
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Step 9: With a felt-tipped pen, label the new copy as PFS:WRITE for
Apple lic/lle.

Step 10: Test the new copy by using it to start WRITE, as explained in the next
section. If you see the WRITE Main Menu, you have confirmed that the
copy diskette works. Store the copy in a safe place and use the original
PFS:WRITE for your work.

You are now ready to begin using WRITE. Skip to the section called
“Starting the WRITE Program.”

For a Two-Drive System:

Step 5: When WRITE asks you to, insert a high-quality, blank diskette in Drive 2.
You will make a copy of the WRITE program on the diskette in Drive 2.
Press CTRL C to continue.

Step 6: WRITE is formatting the diskette while the “Formatting Diskette” message
is on the screen. When the “Copying Program Diskette” message is on
the screen, the copy procedure is underway.

Step 7: When WRITE tells you it is finished making the copy, remove both
diskettes and place a write-protect tab on each of them.

Step 8: With a felt-tipped pen, label the new copy as PFS:WRITE for
Apple llc/lle.

Step 9: Test the new copy by using it to start WRITE, as explained in the next
section. If you see the WRITE Main Menu, you have confirmed that the
copy diskette works. Store the copy in a safe place and use the original
PFS:WRITE diskette for your work.

You are now ready to begin using WRITE.

Starting the WRITE Program

How you start WRITE depends on whether or not the computer is already turned
on. If the computer is turned off, insert the WRITE diskette in Drive 1 and turn the
computer on. If the computer is already turned on, insert the WRITE diskette in
Drive 1 and press APPLE CTRL RESET. The Main Menu will appear and you are
ready to use WRITE.

Insert the WRITE Sampler diskette in Drive 2.

T
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This manual is written assuming that you have a two-drive system. With a
two-drive system, leave the WRITE program diskette in Drive 1 at all times.
Use Drive 2 for your Sampler diskette and other document diskettes. WRITE
always looks for the Program diskette in Drive 1 and a document diskette in
Drive 2.

Using WRITE with Only One Diskette Drive
WRITE can be used with a single diskette drive. You will have to exchange
the program diskette for a document diskette any time you Get or Save a

document. The program will tell you to change diskettes in the drive any time
it is necessary.

Keyboard Control Keys

As you work with WRITE and its menus, you will use several special keys:

CTRL | [C tells WRITE to begin or continue with the specified function.
(CTRL C means hold down the CONTROL key and at the
same time press C.)

I always returns to the WRITE Main Menu.

=

7§ =500 @5

B when filling in a menu, moves the cursor forward to the
next item; when typing or editing a document, works like a
typewriter tab key.

moves the cursor one character to the left.

moves the cursor one character to the right.

moves the cursor up one line.

moves the cursor down one line.

@]
_|
ot
=

displays the previous screenful of text

displays the next screenful of text
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CTRL | | G I , then @ returns to the beginning of the document
CTRL , then E] moves to the end of the document

When you type or edit a WRITE document, other key combinations are

to initiate WRITE’s many editing functions. Some of these keys are i
demonstrated later in this chapter. All of the keystrokes are explained in
Chapters 1 (TYPE/EDIT) and 7 (Advanced Editing).

Document Name Conventions (File Name Conventions)

All_in!ormation stored on a diskette is stored in files. Each file must have a
unique name. The files stored by WRITE are all document files, but other
programs, such as PFS:GRAPH, store other kinds of files such as chart files
This manual refers to your WRITE files as files or documents interchangeale

The name given to the document can be up to 15 characters long, including

letters, number_s‘ and periods. The first character must be alphabetic. Here are
a few sample file names:

MEMO YEARENDS83 LETTER.JFB

The PFS:WRITE Main Menu

The WRITE Main Menu lists the five main functions provided by PFS:WRITE:

FPLSITE e

L 2 4 BV SVERENIVE
I HYIM pegE 3 G
I RN

100 1902 Sodtware Publ ishing Corporation

P Dgee dopin 8 i mlp

WO W W W W W W o owoawoal ww a ad ad ad d d  w
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This menu appears whenever you first load PFS:WRITE, and whenever you
press the ESC key. The following diagram shows how the functions on this
menu work together:

3 GET/SAVE/REMOVE
TS|
WORKING COPY 0

TYPE/EDIT

You use the TYPE/EDIT function to type a new document, or to edit an
existing document. When you type a document, WRITE stores it in a
temporary area in the machine's memory that we will call the working copy.
When you edit a document, the changes are made to that working copy only.
You can edit individual characters in the document, or you can edit a block of
text together by “labeling” the block and then selecting one of the editing
functions. To make the document or changes permanent, you must SAVE the
working copy on a diskette.

The DEFINE PAGE function allows you to modify the standard settings for
paper size and margins, and to add headings, footings, and page numbers to
each printed page. If you choose PRINT, you can print the document in the
working copy on the printer connected to your computer system.

The GET/SAVE/REMOVE function allows you to retrieve documents stored on
diskette, store the working copy on a diskette for later use; or permanently
delete a document from a diskette. You can also get a list of all the
documents on the diskette with this function.

CLEAR erases everything from the working copy, so that you can start a new
document.




[-10 pfs:write

Experimenting with WRITE

Now that you have an idea of how PFS:WRITE works, let's experiment with
some sample documents. There are several sample documents stored on the
WRITE Sampler diskette. Before continuing with this section, we recommend
that you make a copy of the Sampler diskette (use DOS or PASCAL) and use
the copy for the examples in this manual. That way, the original version of the
sample documents will remain on the diskette in case someone else wants to
learn WRITE from this manual at a later time.

Nomf, start ?he WBITE program, if you have not already done so, according to
the‘mstructlons given earlier. Then insert the Sampler diskette in Drive 2. The
Main Menu should be on the screen:

PFSIRITE AN MENY

| TYPEVERIT A BET/GAVE /RENODVE
1 DEFIME PAGE 3 DEAR

1 PRINT

Press Opes fapie H for Help

Type 4 in the Selection Number item to select the GET/SAVE/REMOVE

function, and press CTRL C to continue. N
REMOVE Menu: ue. Next you see the GET/SAVE/

BET/SAVE /RENOVE HENL

| BET BOCURENT
2 SRVE DOCUMENT

7 REMIVE HOCLRENT

DOCUNENT WANE:

Press Opes Apple W for Help

i
%

o
-

v
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Sample 1: A Memo

Let's look at the document named MEMO first. Type 1 for the Selection
Number to select the Get Document option. Then press the TAB key to move
the cursor to the Document Name item and type MEMO. Press CTRL Cto
continue. WRITE retrieves the document from the Sampler diskette in Drive 2
and displays the first lines of it on the screen:

To: dohn Leader Date: Sept. 30, 1982
Frestsest

From: Carolyn Jones
Warketing Hgr.

Subject: Plan for 1983 Ad Campaign

Bttarhed is the preliminary plan for ACT's ddvertising plans
for the nest Frecal wear, Note the intredsed eeposete Lo
wainland neswspapers, te publicize our sxpdniien o West Caost
charter routes. Also note the focus on our new image--
1 *massip-froe varation plasateg’. This tues im mith sur
e T T L LI

. P
RERD 11FRll Line 1

of Page ©

Suppose that you want to change the description of the subject from “Plan for
1983 Ad Campaign” to “FY83 Advertising Strategy”. Press the down arrow
key until the cursor reaches the line containing Subject. Then press the right
arrow key until the cursor is on the P in Plan:

To: John Leader Bate: Sept. 30, 1962

President

Frow: Carslyn Jones
Marieting Mgr.

sapject: ERan for 1783 &8 Campargn

Stbached L& the prelintaary glin for MCT's advertising plans
far the next fiscal year, Note the incredsed exposure in
mainland newspapers, to publacize our expansion to West [aost
chartpr rputes. Also note the focus on Dor nee ImagE-
' *hassle-free vication planming®. This ties 1o with our
B e e e T T T e W]
HEND 11 Rl Line T of Page |
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Now type the new description:
FY83 Advertising Strategy

The letters you type replace the existing letters. After the replacement, the
screen looks like this:

To: Jehn Leader Date: Gept. 30, 1982
President
Frow: Carolyn Jones
Barketing Mor.
Subject; FYED Advertising Strateqyll
Attached is the prelisinary plan for WC1°s adwertising plans
for the next Fuscal year, Wote the increased erposere in
sainland newspapers, to publicize our espansion to Wes! Caosl
charter routes. Also note the fores on owr new jmage—
1 *hassle-free vacation planning®, This ties in with our
e T e A PR S R TR TR e
L] 31 Fall Lime 7 of Page |

Now, suppose that is the only change needed for the memo. You can store
the revised memo back on the Sampler diskette. To do that, press ESC to
return to the Main Menu, then type 4 to select the GET/SAVE/REMOVE
function. Press CTRL C to continue, and when WRITE displays the Get/Save/
Remove Menu type 2 to select the Save option. You could give the document
a new name if you wished to save both the old and new versions. Since you
have the original on another disk, that is not necessary, so enter the same
name, MEMO. The screen now looks like this:

BET/SAVE /REMOVE HEWU

Press pen Agple M for Melp

L.

-
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If you press CTRL C to store the document, WRITE warns you that the
version on the diskette is about to be overwritten by the version with the
changes you just made:

WEMD BBOUT 0 BE OVERWRITTEN

Press ESC to adandos this operation

Fress [TAL € Lo costioar

Press CTRL C again to complete the Save option. The revised version
replaces the original version on the Sampler diskette.
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Sample 2: A Price List
At the Main Menu, select the GET/SAVE/REMOVE function once more. When
WRITE displays the Get/Save/Remove Menu, type 1 for the Selection Number
press TAB to move to the Document Name item, and type

PRICE
Press CTRL C to continue.

When WRITE has retrieved the price list, it displays the first screenful:

PRICE LIST

Maui Fun Flights T tays-b nighty e

! 14 days=13 naghts #9500
Three-lsland Towr & fays Koy
T dawy Casar b Mamai) (X ]
Museus Taur Rald day By et R
Charter Fishing Ban - fpa,
grar ancluted .00
Searieling tan-lpn

H Ieveams § goar included 4500
i Ml ST (LTS ST SIS ST T eTey o AT e

4 et et il
FRICE bR Lise | of Page |

This document was created using WRITE tab stops. WRITE provides two

Ikir:ds of tab stops, making it easy to type columns of data such as this price
ISI.

A typewriter tab moves the cursor to the tab stop, places the first typed

character at that location, and places succeeding characters to its right as
shown here:

l—\Typewriter Tab Stop

Maui
Hawaii
Oahu
Molokai

The result, after several lines, is a column that is lined up on the left.

!
;

V™ VU VAR VY VOV V VY S V¥ VY Gy V'V S TV S ™Y S V'V TV ARV AR VART VAT VA VAT VY VY VY T
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A decimal tab, on the other hand, allows you to automatically line up a column
of figures by the decimal point. When you press the TAB key to move the
cursor to the tab stop and then type a number, WRITE moves the digits so
that the decimal point is located at the tab stop. Thus, you could end up with
a column that looks like this:

Decimal tab stop

123.45
4439.22
1.79
727.80

If you look again at the sample price list, you can see that both typewriter and
decimal tabs exist. They are marked on the ruler at the bottom of the
screen—a T marks a typewriter tab, and a D marks a decimal tab.

Now, suppose a new charter package has been organized, and you want to
add it to the bottom of the price list. The first thing you have to do is move
the cursor to the end of the list. To do that, press CTRL G (for Go To) and
then E (for End) to move to the end of the document. The screen now looks
like this:

H Eeei Buving Faa -

! cortilind divers only w.n

|

1 Thving dor Tam sl

t Beginners. Lessars & gear inclutes 40,00 1

1

! Bl Seay hivertare Tas = 3pu i

] wtals incluied LR 1

| Serfiog Lassons hour |y 1

! incluged bourd remtal mem 1

| !

t i

1 !

] '

t i

] L]

! t

1 {
: e v e Al o il et denl M W o e ik gy

i TIRIl LI e Pagel

Press the RETURN key twice to skip a line. The first column lists the
description of each package. Type Scuba Diving and then press TAB to move
to the next tab stop. Type 5 days and press TAB one more time to move to
the price column. Note that this is a decimal tab (you can tell by the D on the
ruler at the bottom of the screen.) Now type in the price of the package

589.00
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W W

and press RETURN to move to the beginning of the next line. The screen
looks like this:

BET/SAVE/RENOVE NEMU

Reed Diving Tam - |
certified sivers ely w0 1 GET DOCUMENT
Tiving for Vaw - 1pe 7 EAVE DOCUMENT
Beginners lessens & qear included  40.00
3 REMOVE DOCUMENT
Sail Away Adventure Tas -5pn
seals included 0. 60
Surting Lessons haourly
inleted boeard restal o
Seebe Diving 3 days 599,00
Press Cpen Apple ¥ for Help
B s T LR TR s o P T PR (IR (T
PRICE 11RN Lise 30 of Page |

Press CTRL C to save the revised list with the new name, leaving the original
document safely stored on the diskette.

Now, suppose that the package named Diving for Beginners is no longer ¥
available, and you want to delete it from the list. Use the up arrow key to Sample 3:A Report
move the cursor to any position in the first line of that item and press CTRL E ;
to erase the line. Press CTRL E two more times to erase the next line and For the last example, let's look at the document named ANNUAL. Return to
the blank line, so that the list looks like this: the Main Menu, select the GET/SAVE/REMOVE function, and then the Get
Document option. Enter the name
Reed Diving Fan - 1p ANNUAL
certified divers oaly 4000
e oo in the Document Name item. Press CTRL C to retrieve the document and
Sorbing Lessons hawly display it on the screen:
included boeard rental 5,00
Seuba Diving 3 days .00
AMMUGL REPORT l
; 1987 I
m;([Tz!T'jl;,uﬁfl“x‘ﬂnp: PR 1
;
At this poir_‘n. the price list is up to date and you need to store it on the :
E_Sampler dlgkette. It probably makes sense to keep a copy of the original price ]
list for archival purposes, so let's save the revised list with a different name. S=alhen e oo L el Al E )
Press ESC to return to the Main Menu, select the GET/SAVE/REMOVE s RERGEE L it

function, and then the Save option. Then type the new name NEWPRICE:

i W e e
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This longer document (4 pages) reports a company’'s 1982 performance. To
look at the rest of the document, press the down arrow (or CTRL N). Look
through several pages of the document so that you can see the variety of
information presented in this report. Notice that on the second page there is a
command to insert a graph in the text:

Letter irom the Providest:

Bear fovestors,

e are entrenely ploaved Yo announce that Maus Charter Trigs
had an ali-tise recors pear In 1582, Dur sales were roughly
doskle cur targed, The prisary reason dor this perdorsisce
I8 our atquisition of the ighly prefitable Mawi Fus Flights
% Jume. Nowever, owr siher brips also had stronger wiles
thae mupected.  The chart below prowises sonthly Forecint and
atual sales.

— HRARN Dalenpice
!

: LG I e s s s
A TThil Lime 29 of Page 1

If you were to print this page of the document, the referenced graph would be
printed where indicated:

Letter irom tre Frewden

HEEEEEEEEEEERERREN N

MWW W W W W W W W oW W W W ow

(§ VR VER ¥ ¥

(VR ' Vi | VRV {
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For now, keep moving through the document until you come to the end, just
to see the contents of the four pages. Then return to the beginning of the
annual report. You can do that by pressing CTRL G and then B to move
directly to the beginning. Your screen should look like this:

e
;’ (L H I
AN CSAATER TRIPG

' !
1 L]
i !

Fropared by )
LY T T CTTTPITTIT CRPER i o AP CRR R EER ey

L LR B Line | of Page |

Suppose that the Board of Directors for the company has decided to change
its name to better communicate the company’s business to the public. The
new name is Holidays in Hawaii. You could easily change the name
throughout the annual report, even at the last moment, by using WRITE's
search-and-replace function. Just press CTRL S and WRITE prompts you for
the letters/words to search for, and the letters/words with which to replace
them. Enter the name

Maui Charter Trips

in the Search For item, press the TAB key to move to the Replace With item,
and type

Holidays in Hawaii

When you have filled in those items, the prompts look like this:

|
| !
1 Prepared by '
Mawi Charter Traps
Seligary in Wamail

[, 0 aytomstic i B
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Now press CTRL C to begin searching. When WRITE finds the first instance
of Maui Charter Trips, it asks whether or not you want the phrase replaced:

- EPRT !
LY
[Gput CHARTER TIPS
]
1
Fropared by
Waui Charter Trigs
Slidars ia kami rerace S

!f you type Y, WRITE makes the replacement and searches for the next
instance. If you type N, it does not make the replacement, but still searches
for the next instance. Typing Q cancels the search-and-replace function.

Go ahead and replace the name throughout the report, then press ESC to
return to the Main Menu.

When You Need Help

All of WRITE'’s functions are described in detail in the next seven chapters.
One way to learn how to use WRITE is to read through at least the first five
of thosq chapters, following the examples on your own computer and
comparing your results with those in this manual.

Another way to learn to use WRITE is to simply sit down at your computer
and begin. Appendix B, the Quick Reference Guide, summarizes all the

information you need to use WRITE. If at any time you need an explanation of

your options, you can also press Open Apple H (for Help) to display a Help
screen. The following screens are available to you.

L

A A W W W W W W oW W owowowowowowowowow wow ow
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If you press Open Apple H at a menu, you will see an explanation of the
options on that menu. For example, if you press Open Apple H at the Main
Menu, you will see the following screen:

PASIMMLTE Masn Nesy Functioey

ean Tree in & new dotusnt, & ot the test b0 Dhe
wriing copy.
DEFINE PABE Change Teft, right, top, and botton margins.

Enter page headings and foolinga,
Change the page Length,

FRINT Frint the woriisg copy.

SETTENEENNE T - Betraewr o daceseel froe fusietie.
SAVE - Save the worbing cogy on diskette.
RESOVE - Ereove o docusent from diskette.
Aiva provides & [ist of docuseats ss doskette.

CLEAR Erase the working copy.

Press CTR C i costime

If you press Open Apple H in TYPE/EDIT, on the other hand, you will see this
screen:

TYPE/ERLT Qptioms

Ediling Functions ! Cursor Moveasent

Paglicate tet..o...on (e W
Erase lime.. i€
Farsat lise.. «~OORLF
P Insert bt o 8
P Lawel tmt,, «ETRL L

b Nesgve
1 charcher fblocks e CTRL R
! -y L

D bt tas LT
P g line charater .. 110 9

Doy of mest Dice. SETON

Press CTRL C to Coatisee

To return to your document after reviewing the information on these screens,
press CTRL C.
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Summary

PFS:WRITE is a computer program that prepares and prints all kinds of
documents—Ietters, memos, financial reports, etc.

To use WRITE, you need an Apple lle computer with 64K of memory, an
80-column video monitor with an 80-column text card, and one disk drive: or
an Apple llc computer with an 80-column video monitor. You also need the
PFS:WRITE package, several formatted diskettes, and a printer with a
Pascal-compatible printer card.

Make a copy of the PFS:WRITE diskette before you start using the program.

Keep the copy in a safe place; use the original for your work.

Press Open Apple H for an explanation of the options available on each
menu, and for a list of the editing options available in TYPE/EDIT mode.

[VURRREN VIV VI VI Y[ Y W ¥ S (VI VIV VIV Y Y VA VIR ¥V Gt U VIV VA Vi
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1: type/edit

You use the TYPE/EDIT function to enter a new document, making corrections
as you go along, and to edit an existing document.

The Working Copy

As you type a new document, WRITE places it in a temporary storage area in
the machine called the working copy. Similarly, when you retrieve a document
from a diskette for editing, WRITE makes a copy of it and places that copy in
the working copy. You can display 22 lines of the working copy on the screen.
Any editing changes that you make are made to the copy in the working copy
only, and have no effect on the version still stored on the diskette. When you
have finished typing or editing the document, you must use the Save option of
GET/SAVE/REMOVE to store the new or edited document on a diskette.
(GET/SAVE/REMOVE is discussed in detail in Chapter 4.)

Selecting TYPE/EDIT

To start the TYPE/EDIT function, load the WRITE program into your computer
system, as explained in the Introduction. (If you have been following the
examples in the Introduction, you should reload the program or CLEAR the
working copy before continuing.)

When the Main Menu appears, you will see the cursor next to the words
SELECTION NUMBER. Type 1 to indicate that you want to select TYPE/EDIT.
Your screen should look like the illustration below:

FFEINRITE  malw mEm

| TYPESEDLT A BET/SAVE/RENGVE
2 DEFINE PAEE 3 CLEAR

3 PRINT

Press Open Apple K for Help
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Once you have entered a selection number, press CTRL C to proceed with
the TYPE/EDIT function. WRITE displays a new (blank) piece of paper so that
you can begin typing a document:

bran g f AT g e e s
warking Copy 01 Full Ling | of Page &

As you can see, there are already several things on this “blank™ piece of
paper. The vertical lines from top to bottom mark the side boundaries of the
page, and the horizontal line across the top marks the top of the page. The
number line across the bottom is called the ruler, and the line below that is
called the status line. The last item to notice is the cursor near the top of the
page. Let's take a look at each of these items.

Page Boundaries. The page boundaries mark the top and sides of a standard
8-1/2 by 11 inch sheet of paper. When you are working with a document, it

looks on the screen the way it will look when printed, except that you can see
only 22 lines at a time.

To see the next part of the document, either press the down arrow to move
the cursor down line by line, or press CTRL N to display the next screenful.

CTRL P displays the previous screen, unless you are at the beginning of the
document.

As you move the cursor through the document, a pair of horizontal lines will
appear to mark the end of one page and the beginning of another. Also, the
line and page number shown on the status line will be constantly updated to
show the current cursor position.

R R RN REEE ="

A
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Ruler. The ruler, visible when you have a document on the screen, shows
three things:

= the left and right margin settings, shown by [ and |

® the current tab settings, shown by T for Typewriter Tab or D for Decimal
Tab

= the current column position of the cursor, shown by a highlighted rectangle
at the corresponding column on the ruler

Status Line. The status line displays several kinds of information, depending
on whether or not you have requested a special editing function:

= when you are entering or looking through a document, the status line
displays the name of the document, how much of the space available in the
working copy has been used, and the line number and page number of the
current cursor position. If you are inserting or labeling text, that is noted as
well. Also, if the cursor is positioned on a character with any special
enhancements, such as boldface or underlining, the status line identifies that
enhancement.

= when you have requested a special editing function, such as Search, the
status line requests any additional information needed to complete the
operation, such as what word(s) you want to search for.

= when a function cannot be completed because of an error condition, the
status line displays the appropriate error message.

Cursor. The cursor always marks the location where any characters you type
will appear. When you begin a new document, WRITE automatically sets the
left margin at column 10, and the top margin at 6. The cursor first appears
there. If you begin typing the document, the first character you type will
appear in column 10 of the seventh line. (WRITE counts the lines of text,
rather than lines on the page, and in the status line refers to this line as

line 1.)
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Entering Text into the Document

To start a new document, just begin typing. When you reach the end of a line,
you do not need to press the RETURN key; keep typing and WRITE will
automatically place the next word you type at the beginning of the next line.
This feature, called wordwrap, allows you to type your document very quickly,
without paying attention to the length of each line. When you reach the end of
a paragraph, however, you can press the RETURN key twice to leave a blank
line before the next paragraph.

For example, suppose you want to enter the first few lines of a letter. First,
press the RETURN key four times to start the letter four lines down from the
top margin. Type

October 13, 1982

to date the letter. Then press RETURN four more times to move the cursor
down four lines. Type the inside address for the letter:

Mr. and Mrs. Harvey Wellington
11379 Pioneer Drive
Ridgewood, CA 97706

If you make a mistake while typing, use the left arrow key to back up and
retype the characters in error.

After typing the zip code, press RETURN twice. Now type the salutation:
Dear Mr. and Mrs. Wellington,

and press RETURN two more times. You are ready to begin typing the body
of the letter. Type in the following paragraphs (remember you don't need to
press RETURN at the end of each line, just between paragraphs):

Enclosed are the tickets for your charter flight to Maui the first week
of December. You will find vouchers for your condominium and car
rental in the folder with the airplane tickets.

| am also enclosing a brochure and price list for tours, excursions,
and sports instruction available once you reach the island. Please
let me know, either before or after you arrive, if you would like to
book any of these activities.

We hope you will enjoy your trip to our beautiful island.

POV VY UV VU U U VY A VO U VAV U ¥V U VR VR VRN ¥ VR ¥ VR V VR V Vi ¥ Vi V VR ¥ VR ¥ Vi ¥ Vo ¥ 0
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That is the end of the letter, so press RETURN twice to move the cursor
down two lines, and type the closing:

Very truly yours,

The letter on your computer screen looks like this:

Mr. and Mrs. Harvey Mellingten
11579 Pioneer Trive
Ridgewass, 4 97704
Dear Pr. ase Wrs. Wellington,
Enclosed are the tickets for your charter flight to Raui the
First week of Becester. You will find vouchers for your
condominien and car rental in the folder with the airplace
tiekets.
1 an also enclosing a brachere and price list for bowrs,
excursions, and sports instrcutios avarlable once you reach
the tsland, Flease et ¢ bnow, either before or adter you
arrive, |f you would 1ike to book any of these activities, '
!
We haope you will enjoy your trig to our beautiful fsland, !
!
Very truly yours,Jj ¥
!
L T s RIS e TR T A (A TR P PP E PP PO
working Copy 11 Full Ling 17 of Page 1

If you were to print this letter, it would look just the way it does on the screen
(except that all of it would be visible):

Maui Charter Trips
11800 Lahaina Bivd.
i Lahaina, HI 23680
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Correcting Mistakes

As you type in a document, it is quite likely that you will occasionally make
typing errors, or simply change your mind about what you want to say. You
can correct simple errors in one of two ways:

= if the error is in the last few characters, use the DELETE key to back up,
erasing characters as the cursor moves. Then retype the characters
correctly.

= if the error is earlier in the document, move the cursor to the location of the
error and make the necessary changes (remove or insert characters or
words).

The next few sections explain how to make these corrections. Note that if you
need to correct more than a few words, it is easier to use one of the block
editing procedures. (See Chapter 6 for a full explanation of block editing.)

Using the DELETE Key

When you press DELETE, WRITE moves the cursor one space to the left,
erasing any character in that location.

For example, suppose you decide to close this letter “Sincerely yours” instead
of “Very truly yours”. If you have just typed the letter, the cursor will be
positioned just after the comma at the end of that phrase. (If the cursor is in
some other location, use the cursor control keys to move to that location.) To
make the change, press DELETE repeatedly until you have erased the entire
phrase, then type

Sincerely yours,

- NN N NN NN NN NN RN .
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The screen now looks like this:

Mr. and Wrs, Harvey Mellington

11379 Pioneer Drive 1
Ridgewood, Ch 97704 B

!

Tear Wr. and Frs, wellinglen, H

] 3
i Enclowed are the tickets for your charter $1ight to Maul the 1
‘| first week of Deceaber. You will find vouchers for your ¥
' condesiaius asd car rental in the felder with the airplace i
Eickets, H

!

| an alse enclosing & brochure and price list for tours, L

| #rpursions, and sperts instroetion availadle aste you reach
t the island. Piease ok we know, either hefore or after you

arrive, if you would Like to book any of these activities.
We hope ysu will enjoy your trip to our beautiful island. i
Sincerely yours,[] '
!
B T T LT EE LR N R RN TR A T P LI
Working Copy 11 Rl Line 27 of Page |

Moving the Cursor

When you need to correct an error located earlier in the text, you need to first
move the cursor to the error location. The cursor movement keys are the four
keys with arrows to the right of the space bar.

—IH M

The cursor can be moved more than one space or line at a time by using one
of the special control keys:

These keys move the cursor one space in the
specified direction.

Control Key Function

G| |-

moves to the beginning of the document

moves to the end of the document

moves to the previous word

[ ‘I-i

[&] []
%] =]

moves to the next word

moves to the beginning of the current line

moves to the end of the current line
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Inserting Characters

To insert text in the middle of a document, move the cursor to the position
where you want to start the insertion, and press CTRL Y (for Ynsert; | is not
available). Notice that the cursor blinks faster, and that the message
“Inserting’” appears on the status line. All you have to do is type the material
you want to insert. When you have typed everything you want to insert, press
CTRL Y again to stop inserting.

Suppose you want to insert the word travel just before the word vouchers in
the first paragraph:

H Enclosed are the tickets for your ML:IIQM to Mami the

I first weet of Decesber. You will Find hers for your

i condominium énd car rental in the folder with the airplace
tickets,

First, move the cursor to the “v” in vouchers, then press CTRL Y. The screen
looks like this:

Br. and Wrs. Harvey Wellingten
FITTY Ploseer Drive
] Ridgewood, CA 97704

Dear Ar. and Ars. bellington,

Enclosed are the tickets for your charter {light te Raui the
first weeh of Decesber. You will find fouchers for your

! condosinius avd car rental in the folder with the airplace
tickets,

I am also enclesing @ brochure and price Tist for tours,
#rcersions, and sports instrcution available ooce pau reach
the istand, Please let we bncw, either Before or after you
arrive, if you would like to book any of these actiwities,
We hope you will eajoy your trip to our beautiful island,

Sincerely yours,

[EETETEERT SRS TERT SETT P PSSR L T

rgreebyereegs
Working Copy Inserting 1

prenge gy
1 Full Line 14 ot Page 1

!\Iotice that there is a message on the status line to indicate that you are
inserting text, and that the cursor is blinking faster. Now type the word travel,
and press the space bar once to leave a space between it and the next word.
The paragraph now looks like this:

Extlosed are the tickets For your charter {1ight ts Maui the
First week of Decemter. You will find travel Qouchers for
pour condosinius and cer ceatal on the folder with the

t airplace tickets,

. ENERE .

nemn

[ VAN VARV VRV VR VA V'V Vi ¥ VI VA V VA VRV VR V VAR V VA V VARV VRV VRV VRV VOV VO VO PO
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Since travel is the only word you want to insert, press CTRL Y again to finish

the insertion. Notice that the message “Inserting” disappears from the status line.

Note that many people choose to stay in insertion mode at all times, so that
they never take the chance of typing over text that they want to keep.
WRITE’s editing functions work the same in either mode.

Removing Characters

To remove one or more characters from your document, move the cursor to
the first character that you want to remove, and press CTRL R (for Remove).
Press CTRL R repeatedly to remove more than one character. The characters
that occur after the removed characters are moved to the left to fill up the
empty space.

Suppose you want to remove the word charter from the first sentence of the
letter:

Enclosed are the tickets for your charter flight te Maui the
first week of Decesber, Yoo will dind travel vouchers for
your condoninium and car rental 1n Lae felder with the
airplace tickets.

To do that, move the cursor to the space preceding the word charter, and
press CTRL R eight times, so that the paragraph looks like this:

t Enciosed are the tickets for poerfliliqgat te Mamr the first

: weet of Decesber. You will find travel vouchers for your
condominlus and car reatal (o the folger with the airplace
tuchets.

Removing a Word or an Entire Line

You can more quickly remove the word the cursor is on by pressing CTRL W
(for Word). The characters to the right of the word move to the left to fill up
the empty space.

For example, in the letter you have been working with, suppose you want to
change the words “Mr. and Mrs. Wellington” to the more informal “Harvey and
Jill". First, move the cursor to the M in Mr.:

tear [, and Hrs. Wellington,

' Enclosed are the Uickels for pour PLLgAL te Maal the First

1 week of Decesber. You will find travel vouchers for your

t condesinien dad car restil in the Folder with the sirplice
tickets,
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Press CTRL W four times to erase the rest of the salutation:

e
Entiosed are the tickets for yoor FLight Lo Mawb the First
week of Decesber, Tou will find travel vouchers for your

H condominiun asé car rental in the folder wilh the dirglice
! tickets.

Now type the first names, Harvey and Jill:

Bear Rarvey and Jull, N

Esclosed are the tickets For pour Flight to Maul the First
weeh of Decesber. You will dind Eravel vouchers dor your

condoninien dad car restal o the Felder with the wirplace

Lichels,

You can also remove an entire line by moving the cursor anywhere in that line
and pressing CTRL E (Erase). The line below moves up to fill in the empty
space.

Replacing Characters

To replace text in the document, move the cursor to the first character you
want to replace, and type the replacement. If the replacement has fewer
characters than the original text, you will need to remove the leftover
characters. If it has more characters, you will need to insert the characters
that won't fit.

For example, to replace the word condominium with the word hotel, move the
cursor to the ¢ in condominium, and type the word hotel. At this point, the
paragraph looks like this:

I Encl are the tickets for your Flight te Masl the first

H week Wi Decesber. You will dind travel vouchers tor your
hoteliniue and car reatal in the folder with the airglace
tickeis.

Notice that the six letters, minium, are left over from condominium, since the
two words are not the same length. The cursor should be on the first leftover
letter, m, so simply press CTRL R six times to remove the unneeded
characters. Now the paragraph looks like this:

Enclosed are the tickets for your fLight to Mawi the first
week of Decesber. You will find travel vouchers for your t
hatefiad car rental in the folder with the airplace tickets,

W e .
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Setting Tabs

Only one tab is set automatically by WRITE in a new document. That tab is
set for normal five-space paragraph indentation. You can set other tabs
quickly and easily, and you can change them as many times as needed in a
single document.

WRITE recognizes two kinds of tabs: typewriter tabs, represented on the ruler
by a T, and decimal tabs, represented by a D. Typewriter tabs work just like
the tabs on a typewriter—you press the TAB key to move to the tab stop,
then start typing at that location.

Decimal tabs work a little differently. You press the TAB key to move to the
tab stop, but characters that you type are placed to the left of that stop until a
decimal point is typed; after that, any characters typed are placed to the right
of the tab stop. This type of tab lines up the decimal points in a column of
numbers for you.

Suppose that you want to add a few sample prices to the bottom of the letter
to the Wellingtons you just typed. You want the letter to look like this:

| Maui Charter Trips
T i e 11800 Lahaina Bivd.
2T Lahaina, HI 23680
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Since there is already a tab at column 5, let's enter the package descriptions
at that column, and set a new tab stop at column 48 for the price column. The
letter should still be on your screen, so press CTRL T (for Tabs) to set the
new tab. When WRITE prompts you to enter the new tab settings, move the
cursor to column 48, and press D to set a decimal tab there. Note that the
new tab stop shows up immediately on the ruler:

H
LU L L L T ST LT TR P T T T T TP PP P IO
Type in tabs (T or BIj thes press CTRL .

Press CTRL C to store the new tab and return to the document. Next, to enter
the first line of price information, move the cursor to the last paragraph in the
letter and press CTRL Y to begin inserting. Press RETURN to leave a blank
line and move the cursor back up one line. Type the sentence

Here are some sample prices:

and press RETURN twice. Next, press TAB to move to the first tab stop, and
type

Scuba Diving
Press TAB again to move to the second tab stop, and type

15.00

Notice that the price is entered so that the decimal point appears at the tab
stop. Now follow the same procedure to enter the next three lines:

Volcano Tour 32.50
Two Day Excursion 124.95
Luau/Fire Eater Show 8.50

Press RETURN to leave a blank line and then CTRL Y to stop inserting. The
letter now looks like this:

myFSEEEEEEEEEEEEENEERRNEWE S
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type/edit
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S1ggenone, CA 97706
Dear Harvey and Jill,
Enclosed are the tickets for your Flight to Masi thje First ;
weet of Decesber. You il find travel vouthers tor your 1
! hotel and car reotal in the falder with the airplase bichety.
[ an alse enclosiog @ brochere and price list for tours,
eecursions, and sports instructicn swailable once yew reach
the istané. Please let se know, either belore or after you 1
arrive, if you would 1ike te book sy of these activities, H
Herw are sous sasple prices: !

Seuba Bieing 15.00

Volcana Tour 1%
Twz Day Evcorsion 124,95
Luau/Fire Eater Show LR

i e hape you will engop yussr trip to wer Seautiful 1slasd.

I.rv||----[--.yl..-rr.n:n.ns..|»:...y'.-u:«rauuiuuiu jereey

Morking Copy 21 Full Line 30 of Page |

If you want to clear or “unset” a tab, press CTRL T, move the cursor to the
position on the ruler where the T or D appears, and press the space bar.
Then press CTRL C to return to the document.

Returning to the Main Menu

You can return to the Main Menu at any time while entering or editing a
document by pressing ESC. The document you have been working with
remains in the working copy, unless you use the CLEAR function, the Get
option of the GET/SAVE/REMOVE function, or turn off your computer. To
return to the document, simply select TYPE/EDIT from the Main Menu.
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=
Advanced Edltlng Features ~ G E moves the cursor to the end of the line
WRITE provides a number of other editing functions that allow you to perform J = |CTRL [ erases the word at the current cursor position
the following functions: J = (erase word)
= search for any word or phrase 4 « |CTRL erases the line where the cursor is currently located
m search for a word or phrase and automatically replace it with anoth d .! - i
nother wor
or phrase ‘! = [ CTRL , then moves the cursor to the beginning of the document
= remove, move, or copy a block of text 3 155 16 Eoginaing)
.! 3 ® CTRL . then moves the cursor to the end of the document
m center, right-justify, or left-justify a line of text !! (Go To End)
= underline words or print in bold type I i .[cR displays the next screen of the document
: ; ; Next screen
= insert a document stored on diskette into your document B o i Aeceon)
I = [CTRL E displays the previous screen of the document
= merge data from a PFS file into your document .i 5 (Previous screen)
= insert a PFS graph into your printed document B: 4 = |[CTRL begins inserting characters at the current cursor
: I (Insert) position (press CTRL Y again to end the insertion)
hese features, plus others, are described in Chapters 6 and 7.
-i R = | CTRL E removes the character at the current cursor position
Summary -i 3  (Remove)
= Use TYPE/EDIT to type a new document, or edit an existing document. - o S| UELENE L?‘r::"%\:esoggocnharacter S R 10 et
= | l TAB
= [k 1 move the cursor one space in the indicated direction 3 y MOVes 1hie. CUfeRt 19 e next tab &op
' G || TAB i
sl E sl holo saréens -i 4 = |C moves the cursor to the previous tab stop
RETURN inni [
« [CTRL aliows you b et or dloar tabs slope 4 = moves the cursor to the beginning of the next line
(Tabs) = ESC returns to the Main Menu
- moves the cursor to the previous word ;
=
. E moves the cursor to the beginning of the line
"3 moves the cursor to the next word E
=,
=
3
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2: define page

You use the DEFINE PAGE function to change the way a document looks.
Using DEFINE PAGE, you can specify a page length other than 11 inches,
change the size of the top, bottom, left and right margins, add a heading or
footing to each page, and automatically number pages according to your
favorite numbering scheme.

Any changes that you make with this function are immediately made in the
working copy, so that you still see exactly what you will get when the
document is printed. When you save the working copy on a diskette, the
information specified with this function is saved as part of the document.

Selecting DEFINE PAGE

To begin the DEFINE PAGE function, return to the Main Menu (press ESC if
necessary), type 2 in the Selection Number item, and press CTRL C to
display the Define Page Menu:

DEFINE PASE

fuer wiesiv: R v ik v: Rl

BOTTON MARGIN: I

Fress Opes fpgle H for Help

The values shown in this menu are called the default values, i.e., WRITE
automatically uses them for a document unless you enter different values.

To change one of the menu items, press the TAB key to move the cursor to
that item and type the new value. You can change any or all of the items
whenever this menu is displayed. When you have made all the desired
changes, press CTRL C to store the changes and return to the working copy,
where you will immediately see the changes you have made.
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Note that when you CLEAR the working copy, WRITE clears any values you
have entered in this menu, restoring the default values.

If you have Saved a document with values different from the default values,
the values you specified for the document are saved with the document.

Changing the Page Length

The Page Length item defines the length of each page, including the top and
bottom margins. The default page length of 66 is correct for most printers if
you are printing on standard 8-1/2 x 11 inch computer paper. If you are using
shorter or longer paper, you will need to modify this value.

For example, let's retrieve a sample document named FLYER from the
Sampler diskette. To retrieve the document, press ESC to return to the Main
Menu, type 4 in the Selection Number item, and press CTRL C to continue.
On the next screen, type 1 in Selection Number and the name

FLYER

in the Document Name item. Press CTRL C to continue. If WRITE displays
the warning message “Latest changes not saved”, press CTRL C again

(unless you want to save the working copy). WRITE retrieves the document
and displays the first lines on the screen:

SPEND CWRISTMAS Om mac)

! Cowe with ue for the best Christeas of your [idetise. Avoid

i the crowds of Walbiki. Stay at @ delure ocean-fronl

i tondoainiun close to quality restavrants and fine shegs,

t Spend the first days of yowr vacation on the beach or

H erploring the 19th century whaling tosn of Ladaina. Thea ¥
Join us en Christaas Eve for an all-day satl on a trimaran to :
the seighboriag island of Lanai. H

There, you will enjoy @ traditional island feast, the heliday

celebrations of native Rasiians, and & towr of the pineapgle

plantations, On the way back to Lahaina, you will be i
! serenaded hy the crew with 2 combisation of traditional 1
: Cheistas cirols and Poiymes arrival in £

B L S S R e L e e e
FLYER 23 Full Line | of Page |

WO W W W W W W oW o W o o w W w oW

NN NN NN W W W W W .

define page 2-3

This flyer was designed to be printed on a 6 by 11 inch sheet. However,
suppose that you want to print it as a brochure, with each page six inches
wide and four inches tall. The current line width is about five inches, which is
small enough, but the length of the page needs to be decreased to four
inches. If your printer prints six lines per inch (fairly standard), you need to set
the page length to 24 lines.

To make that change, return to the Main Menu and select DEFINE PAGE,
then press CTRL C. When the Define Page Menu appears, type 24 in the
Page Length item, so that the menu looks like this:

DEFINE PABE

HE AD [NE: |

Press Dpen Apple K for Help

Press CTRL C to store the changes in the computer's memory and return to
the working copy. If you browse through the document, you can see that each
page is now only 24 lines long, including the top and bottom margins of six
lines each.

To accurately figure the page length for a page longer or shorter than 11
inches, measure the paper from top edge to bottom edge, and multiply that
value by the number of lines per inch that your printer prints.

If you want a document to be one continuous page, with no page breaks, set
Page Length equal to 0.
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Setting the Top and Bottom Margins

The Top Margin and Bottom Margin items determine the size of those
margins, including the heading and footing if any are defined. The default
settings are 6 and 6, a good size for most documents.

To change the margins, display the Define Page Menu, move the cursor to
the appropriate item, and enter the desired setting. Then press CTRL C to
continue. Note that the maximum size for each margin is 18, and that the sum
of the two margins must be less than the page length.

For example, suppose you want to decrease the size of the margins for the
sample document named FLYER that you altered in the previous section.
Since the size of the paper only allowed a page length of 24 lines, with a top
margin of 6 and a bottom margin of 6 you could only print 12 lines of text on
each page. Let's reduce the size of both margins so that each is three lines.

First, return to the Main Menu (press ESC if necessary). Then type 2 to select
DEFINE PAGE, and press CTRL C to continue. When the Define Page Menu
appears, press TAB to move the cursor to the Top Margin item. Type 3 to
change the size of the top margin, press TAB to move the cursor to the
Bottom Margin item, and type 3 again, so that the menu looks like this:

DEFINE PAGE

RIS (IS v

Press Open Agple K for Help

Press CTRL C to complete the margin change and return to the working copy.
Notice that the top and bottom margins are noticeably smaller, much more in
scale with the overall size of the paper.

e o w W W W W W W e

define page 2-5

Setting the Left and Right Margins

The Left Margin and Right Margin items determine the position of the left and
right margins, and thus the width of the printing on each line.

The default settings for the left and right margins are 10 and 70 respectively.
The minimum setting for the left margin is 1, and the maximum setting for the
right margin is 78; a value must be entered for each margin, and the value of
the left margin must be less than the value of the right margin.

If you change the margins for a document already in the working copy,
WRITE will reformat the document so that it fits between the new margins.

Adding Headings and Footings

You can have WRITE print a standard heading on the top of each page of the
document, a footing at the bottom of each page, or both a heading and
footing. Up to two lines are allowed for each. The heading is centered in the
top margin, both horizontally and vertically. Likewise, the footing is centered in
the bottom margin.

To add a heading, select DEFINE PAGE from the Main Menu. When the
Define Page Menu appears, move the cursor to the Heading item and type in
one or two lines of text that you want to appear at the top of each page.
Press RETURN at the end of each line. Then press CTRL C to return to the
working copy, where you will see the heading at the top of the page. The next
time you print the document, the heading visible at the top of the screen will
be printed at the top of each page.

For example, let's retrieve the sample document named ANNUAL from the
Sampler diskette and add a heading that will make it easy to identify each
page. First, retrieve the document from the diskette. When the document is in
the working copy, return to the Main Menu, select DEFINE PAGE, and press
CTRL C. When the Define Page Menu appears, press TAB five times to move
the cursor to the Heading item, and type the following phrase:

1982 Annual Report
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Since that is the only change you want to make to this menu, press CTRL C
to return to the working copy. Notice that the first page shows the heading
you just entered:

1592 Annual Repart

AN BEPOET
1987

| WAUT CHARTER TRIPS

i Prepared by H
L LTt o e I TR o PO T PR PP P TS P I
AL 71 Full Line | of Page 1

To add a footing, you would enter up to two lines in the Footing item on the
menu. You can enter both heading and footing at the same time, along with
any other changes you want to make to the Define Page Menu.

Page Numbers

You can have WRITE automatically number the pages in a document by
entering the starting page number in the footing. If WRITE finds a number in
the footing, it assumes that it is a page number, and increases it by one for
each new page. (If more than one number is found in the footing, WRITE
assumes that the last number is the page number.)

For example, if you enter
Page 1

the first three pages of the document will be numbered like this:

Page 1 Page 2 Page 3

AN EEEEREW

H_E
VI Y I TV R VY R V'V R VR V VA V VR V VI V VI V VR V VIRV VRN V VRV PR ¥

B O W W W W W W

define page 2-7

On the other hand, if you enter
Page A-1

the first three pages of the document will be numbered like this:

[

Page A-1 Page A-2 Page A-3
AR g e i risey

Other examples are:

Footing Page Numbers
Page 16 Page 16, Page 17, etc.
Page 2.1.1 Page 2.1.1, Page 2.1.2, etc.

Leaving the DEFINE PAGE Function

Whenever you are finished making changes to the Define Page Menu, press
CTRL C to return to the Main Menu. The changes that you have specified will
appear in the working copy. If you use ESC to leave the Define Page Menu
and return to the Main Menu, your changes will not be made.

Summary

= Use the DEFINE PAGE function to determine the page size and layout of a
document.

= Set the page length to determine the length of each page:

66 (default) for standard 8-1/2 x 11 paper
84 for standard legal-size (8-1/2 x 14) paper
102 for standard ledger (11 x 17) paper

0 or blank for one continuous page

= Make sure to leave top and bottom margins large enough to accommodate
any headings and/or footings entered.
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Set left and right margins to values between 1 and 78
Set top and bottom margins from 1 to 18

Headings and footings can be up to two lines each; they are centered in the
top and bottom margin, respectively.

Automatic page numbers can be specified by entering the starting number
anywhere in the footing.

e e e e
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3: print

You use the PRINT function to produce a paper copy of the document in the
working copy. WRITE will print to any printer that is properly connected to
your computer system. By selecting different print options, you can print the
entire document, a single page from the document, or a range of pages. If
you wish, WRITE will print multiple copies of the document or selected pages.

Other options allow you to single-space or double-space your document, print
an envelope from the address in a letter, pause at the end of each page to
insert a new piece of paper, or shift the entire printed page to the right to
allow for variations in the position of your printer’s left margin.

Using WRITE, you can combine data from a PFS file with a document to
produce personalized form letters; you can insert a PFS graph; or you can
insert other WRITE documents into your working copy when printing it. When
combining these other items, you first enter a command in the document at
the place where you want the graph or other document to appear. Then you
select PRINT, fill in the Print Options, and provide additional information as
requested by the program. Chapter 6 explains how to add graphs and other
WRITE files to a document; Chapter 7 tells you how to prepare and print form
letters.

Selecting the PRINT Function

To begin the PRINT function, return to the Main Menu (press ESC if
necessary), type 3 in the Selection Number item, and press CTRL C to
continue. The Print Options screen appears next:

FRINT QPTIONS

Press Open Apple K for Help
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This screen requests information about how you want the document printed
and whether you are combining the document with one or more PFS:GRAPH
charts or with information from a PFS file. If you want to use the default
values shown for these options, press CTRL C without making any changes.

To change any of the items, press the TAB key to move the cursor to that
item and type the desired value. You can change as many items on the
screen as are appropriate. When you have made all the desired changes,
press CTRL C to continue. If you have indicated that a PFS graph is to be
included in the document, or that data is to be read from a PFS file, WRITE
will ask you for more information, as explained in later chapters. Otherwise,
WRITE will ask you to get your printer ready and then begin printing.

Printing an Entire Document

Depending on the printer that you are using, you will probably use the default
Print Options to print many of your documents. For example, suppose you
want to print the document named LETTER1 that is stored on the WRITE
Sampler diskette. First, retrieve that document from the diskette. To do that,
return to the Main Menu, select GET/SAVE/REMOVE, choose the Get option
and enter

LETTER1

in the Document Name item. When you press CTRL C, WRITE retrieves the
document and displays the first part of it.

October &, 1382

M. asd W5, Hillide dnthony 1
I 2119 Dixon Drive So. i
Renton, W4 #8035 f

Dear Fr. and Ars. Anthony!

Enclosed are your tickets for your charter (1ight te Maui the i
i second week of Janwary. You will Find vouchers for your i
i condowiniun and car rental in the telder with the airplane !
i tickets, H
i

L T T T Sy T

L ok b
LETTERI 1 TRl

Lok e |
Line | of Page 1

HITEE RN N NN AN NN W

e
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A

print 3-3

To print the letter, press ESC to return to the Main Menu, type 3 for the
Selection Number item, and press CTRL C to go on to the Print Options. You
can print the letter without making any change to this screen. Just press
CTRL C and WRITE will tell you to get your printer ready:

POSITION THE PAPER [N YOUR PRINTER

Pross CTRL O to contsmur

Adjust the paper so that the edge is just above the print head of your printer
and then press CTRL C to begin printing. The letter looks like this:

Maui Charter Trips
11800 Lahaina Bivd.
Lahaina, HI 23680

The next few sections explain when and how to modify the Print Options.

Printing a Range of Pages

When working with a multiple page document, you may sometimes want to
print a single page from that document, or a range of pages. Most often, that
is because you have corrected one page and want to reprint it, or because
you have made changes part way through the document and don't want to
reprint the unchanged pages. The From/To Page items are used to print
selected pages.
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The default value for From Page is the first page in the document, and the
default value for To Page is the last page in the document. If you want to
start printing somewhere other than page 1, enter the number of the first page
you want to print in the From Page item. If you want to stop printing before
the end of the document, enter the number of the last page you want to print
in the To Page item.

For example, if you want to print pages 3 through 7 of a 10-page document,
enter the following information in the From Page and To Page items:

PRINT 0PTEONS
EER: mE

IMCLUDE PFS GRAPH (Y/W) Q)

Fress Open Apgle H for Help

Then press CTRL C and WRITE will print pages 3, 4, 5, 6, and 7 of the
document.

Note that the page numbers you enter in these items are absolute page
numbers, i.e., the first page printed is page 1, the second page printed is
page 2, etc. The page numbers shown in the Print Options will correspond to
the page numbers shown in the status line of the working copy.

Page numbers in Print Options do not correspond to the page number you
have assigned in the footing, however. For instance, you might have a
document which is a chapter of a book. The first page of this document might
bte numbered 76 in the footing, but will be numbered page number 1 in the
status line.

If you include a *JOIN*, *GRAPH*, or *“NEW PAGE* command or add text
from a PFS file (explained in Chapter 6 and 7), these can all change the
pagination at print time.

m "S55 555555l ElEEEERERNEW

[V VI VU V¥ VAV Vi ¥V ¥V ¥ VI ¥ Vi VY VO V Vi V VI V VR 7 VRN V VRV VR V VO F VOV Va7 VRV

[V W\

print 3-5

Printing One Page of a Document

If you want to print only one page of a multiple page document, enter that
page number in both the From Page and To Page items. For instance, if you
want to print just page 4 from the same 10-page document, enter 4 for both
the From Page and To Page items.

Printing Single Sheets

If you are using loose sheet paper, you will want to modify the Pause
Between Pages item so that WRITE pauses at the end of each page to allow
you to insert a clean sheet of paper. All you have to do is enter Y for Pause
Between Pages before starting to print. When WRITE reaches the end of each
page, it displays the message:

FUT & NEW FAGE [N YOUR FRINTER

Press [TRL [ to continue

When you have changed the paper, press CTRL C to print the next sheet.

Printing More than One Copy

You might want to print a duplicate copy of some of your documents, rather
than relying on a copying machine. To print more than one copy of a
document, enter the desired number in the Number of Copies item. WRITE
will print that many copies before returning to the Main Menu.

If you request more than one copy of a multiple page document, WRITE will
print the entire document once, then print the second copy, and so on until
the requested number of copies has been printed.

Choosing the Line Spacing

The Single/Double/Envelope option determines whether your document is
double-spaced or single-spaced, and allows you to print an address on an
envelope without any special preparation.

If you want to print a document single-spaced, leave the default value of S for
this option. When you press CTRL C, WRITE prints the document, single
spacing from line to line.
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If you want to print a document double-spaced, type D for this option. When
you press CTRL C, WRITE prints the document, double spacing between
lines. (If there are blank lines in the document, two blank lines will be printed
for each of them.)

Printing an Envelope

If you want to print the address from a letter onto a business-size envelope,
enter E for the Single/Double/Envelope option. When you press CTRL C,
WRITE tells you to position your envelope in the printer. Position the envelope
so that the top edge of the envelope is at the print head. When you press
CTRL C again, the program will print the address centered on the envelope,
10 lines down and indented 35 spaces.

The address is found as follows: First the program looks for the first line of
text in your document starting at the left margin. If that line of the document
ends with at least two digits, WRITE interprets it as a date and does not print
that line as part of the address. It considers the next non-blank line to be the
first line of the address, and continues printing until it reaches the next line
with a blank at the left margin (or until it runs out of room on the envelope.) If
the first line is not a date, WRITE considers it the first line of the address and
prints in the same manner.

For example, suppose you want to print envelopes for the two letters shown
below. The letter shown on the right should still be in the working copy (if it is
not, retrieve it from the Sampler diskette). Before you begin, take a look at the
first part of these letters:

ALEEERREFY .

PV UV TV V™V V™V VY RV R VY Ry V™V R V- [y V'V [ Vi V VI V VI V VRV VI VY SV VAV VOV VT VR

BN

print 3-7

Notice that the first three lines and the date line of the letter on the left will be
ignored because they are not at the left margin. The first line of the letter on
the right is the date line which ends with a four-digit number so WRITE will
automatically skip that line. It will assume that the next lines are the address
and print them on the envelope.

To print the sample envelope for the letter on the right, return to the Main
Menu and type 3 for the Selection Number item. Press CTRL C to go on to
the Print Menu. Use the TAB key to move the cursor to the Pause Between
Pages item, and set it to Y. Then move to the Single/Double/Envelope option
and type E as shown below:

PRINT GPTIONS

§1WGLE/DOUBLE'ENVELDPE 15/0/E1 &3

INCLUDE PF5 GRAPH (1/N1:

PFG FILE NAME:

Froevs Open hppie H for Help

Press CTRL C to continue. When WRITE displays the message

FOSITION THE ENVELOPE LN YOUR FRINTER

Preas CIRL © to continee

insert the envelope into the printer, and press CTRL C to space down to the
center of the envelope and print the address. The envelope looks like this
when it is finished:

e,

@

Mr, end Mrs, William &nthory
2115 Dilxon Drive 5o,
Aenton, WA S80S
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Indenting the Page

Some printers begin printing very close to the left edge of the paper, not
leaving an adequate margin on the left side of a standard document. To
counteract this problem, WRITE will shift the entire page to the right as many
spaces as you wish. You specify this shift by entering the desired number of
spaces in the Indent item.

For example, suppose when you printed the letter earlier in this chapter it
came out looking like this:

Maui Charter Trips
11800 Lahaina Blvd.
Lahaina, HI 23680

As you can see, the letter has a much larger right margin than left margin,
even though the margins within the document are set to be nearly equal.

What you would want to do in this case is to move the letter, margins and all,

to the right about 6 spaces so it is centered on the page. To do that, you

would select PRINT from the Main Menu and, when the Print Options appear,

enter 6 for the Indent item. Then you would continue as usual. The printed
letter would look much better:

5EEEEEEERSS

¥ YSSEEEEREER

W oW W

“n

IVURRTY

print 3-9

Maui Charter Trips
11800 Lahaina Bhvd.
Lahaina, HI 23680

The instructions you use for this letter in the Print Options will be permanently
stored on the document diskette when you save the letter. Any time in the
future that you print the letter, it will be printed with the same indentation
unless you change it.

Sending Special Codes to Your Printer

You can send special character codes to your printer by entering a command
in the document when you are typing it. This allows you to set a special
printing mode, such as italics, if your printer supports different printing modes.
See Chapter 6 for details.

Stopping the Print Function

You can temporarily halt printing at any time by pressing the space bar. To
resume printing, press CTRL C. You can stop printing and return to the Main
Menu by pressing ESC. WRITE completes the line it is on and then returns to
the Main Menu.
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s |
i « s 4: get/save/remove
_ o 3 @
= Use PRINT to produce a paper copy of the working copy, including any
added material (see Chapters 6 and 7). 3
; i : L You use the GET/SAVE/REMOVE function to manage the documents that are
e il JI 4 Stored on diskette. Using GET/SAVE/REMOVE, you can retrieve a document,
=] rint i save the working copy, or remove any document. If you wish, you can list the
i Vi et id e g B* 4 documents on a diskette before performing one of these functions.
Pause Between Pages  allows single sheet printing I ; d
, o Al £ B 3 Selecting the GET/SAVE/REMOVE Function
Number of Copies prints multiple copies of a document I
1 : dlichis : ; E 4 To begin the GET/SAVE/REMOVE function, return to the Main Menu (press
Single/Double/Envelope  prints with single spacing (S), double spacing (D), I ESC if necessary) and type 4 in the Selection Number item. Press CTRL C to
or prints only the address of a letter for easy = o4 continue, and WRITE displays the Get/Save/Remove Menu:
envelope preparation (E). I
| |
Indent shifts the entire text page, including margins, the I 4 i 2
specified number of spaces to the right |
Include PFS Graph prints a chart created with PFS:GRAPH as part I : b ST DD
of a document if you enter Y (and insert a E 4 L e
*GRAPH name* command in the document. See I 3 0 menenT
Chapter 6 for details.) -:i 4
PFS File Name merges data from a PFS file with a document to E: 4
produce form letters if you enter a PFS file name I
(and insert an item identifier in the document. E 4
See Chapter 7 for details) I prass Spen Apie W fo el
E: 5
I This menu asks which function you want to perform, and the name of the
ti 4 document with which to perform that function.
K. -4 Type the number of the function you choose, enter the document name, and
A press CTRL C.
=

If you are using an Apple llc, as you read this chapter keep in mind that Drive 1 is
the built-in disk drive; Drive 2 is the external disk drive.

(VT Y

[\

AArnann
W N\
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Listing Documents

Often you do not remember the exact spelling of the name of the document
you want to get or remove, or you want to be sure to save the working copy
with a name that fits in with the naming scheme you have been using. In
either of these cases, you want to list the documents on the diskette you want
to use. To do so, insert the diskette in Drive 2, type 1, 2, or 3 in the Selection
Number item, and leave the Document Name item blank, as shown below:

GET/SAVE/HEMIVE HEMU

1 BET DOCUNENT

1 SKVE DOCURENT

3 REMOVE DCCUMENT

Press Open Apple W for Help

Press CTRL C and WRITE displays the list of documents on that diskette,
prompting you for the name of the document at the same time:

Directory Listing for drive 2

NENPRILCE RRTICLE
PRICE E1TRA
SALES.FIC o
REFORT FLYER
LUt L]
LETTER) WARE
THEGETS

LETTERZ

MAME OF DOCUMENT T0 BET:

To continue with the function you have requested, enter the document name
and press CTRL C. If you do not want to continue, perhaps because the
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document you want to get or remove isn't on that diskette, press ESC to
return to the Main Menu.

Retrieving a Document

You use the Get Document option to retrieve a previously-stored WRITE
document from a diskette.

When you retrieve a document, WRITE makes a copy of it and places that
copy in the working copy. You can then edit the copy or print it. Note that any
editing changes take effect on the document in the working copy only—the
version that is still on the diskette remains the same. (To make your editing
changes permanent, use the Save Document option to store the modified
document on the diskette.)

To retrieve a document, select the Get Document option from the Get/Save/
Remove Menu and enter the name of the document you want to retrieve.

Make sure the diskette containing the document is in Drive 2, and press
CTRL C to continue.

When the document is found, WRITE places a copy of the document in the
working copy. If there is already a document in the working copy that has not
been saved since the last changes were made, WRITE warns that it is about
to overwrite the working copy:

AR (NG

NORKING COFY ABOUT 10 BE OVERWRITTEN
LATEST CHANGES NOT SAYED
Fress ESC teo abandon this operation

Press CTAL [ to continue

If you do not want to lose the current version in the working copy, press ESC
to cancel the retrieval. Save the contents of the working copy and then use
the Get Document option again. If you do not care to save the contents of the
working copy, press CTRL C to go ahead and replace the working copy with
the document retrieved from diskette.




L
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For example, let's retrieve the document named MEMO from the Sampler
diskette. To begin, make sure the Main Menu is on the screen (press ESC if
necessary), and be sure the Sampler diskette is in Drive 2. Type 4 in the
Selection Number item, and press CTRL C to display the Get/Save/Remove
Menu.

Saving the Working Copy

You use the Save Document option to store the working copy on a diskette.
Until you use this option, the document that you have typed into the working
copy only exists in the computer's memory—if you turn off the computer
system, you will lose the document.

' " T

Type 1 to select the Get Document option, and enter MEMO for the Document

PRSI 10 e laoks (ke fris: It is important, especially if you are working on a lengthy document, to save it

frequently (every half hour is a good rule of thumb). You can too easily lose
information if there is a power outage, or through some inadvertent error like

' "

s oo d  Glearing the working copy by mistake. We also suggest that you keep a
duplicate diskette copy of any lengthy document, in case the original diskette

s docwent d  becomes damaged or worn out.

3 FEHE et To save a document, select the Save Document option from the Get/Save

Remove Menu and enter the name you want to give to the working copy.
The diskette must be formatted before you use it to store documents.

oocunext wane: B

Saving to a New Diskette
gl ey When you first save a document on a newly formatted diskette, enter a
document name. WRITE recognizes that the diskette is not a document disk

) and displays the following warning message:
Press CTRL C to continue. When WRITE has retrieved the document, it

displays the first part of the memo:

The diskeite in Drive 2 15 not a PFSINRITE diskeitn
Your options are:

L1 Insert & PFSMRITE diskette in the Drive.
fay okt Leader Date: Sept. 30, 1982
Fresident 2) Leave the current diskette in the Drive,

and create 3 PFEINRITE diskette.
Frea: Carelpn Jones
Marketang Mgr,

Subject: Plan for [961 Ad Campaign

Attached |s the preliminary plan for HCT"s advertinisg glass Fress CTAL € to continue
for the sest fiscal year, Note the increased exposure in
wainland newspapers, te publicize our espansion to Mest Capst
charter rowtes, Also note the folus on our new [sage—

1 “hassle-free vacation planming®. This ties in with our

L S e A S B P T A PP O

RERD 21 Rl Line |

hNOW W

1

W

of Page |

You can begin editing or press ESC to return to the Main Menu and select
another function.
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If you leave the current diskette in the drive and press CTRL C, you will see
the following warning:

L

THE DISKETTE IN DRIVE 2
WILL BE COWPLETELY OVERWRIITEN
Perss E50 o abandon this operation

Press CTAL © to continue

If you press CTRL C following the warning message, WRITE begins the
special formatting that labels the diskette a WRITE document diskette. Any
files on the diskette are erased in the process. WRITE will save your
document on the diskette and recognize the diskette as a document diskette
from then on. You will not see this warning message again with this diskette.

Saving to a WRITE Document Diskette

To save a document on the Sampler diskette or any other WRITE document
diskette, simply select the Save Document option from the Get/Save/Remove
Menu and enter the name you want to give to the working copy.

If the document name you enter already exists on the diskette, WRITE warns
you that it is about to overwrite the copy on the diskette. Press CTRL C to
replace the version stored on the diskette or, if you do not want to overwrite
that version, press ESC to return to the Main Menu. Then save the working
copy under a different name.

If you leave the Document Name item of the Get/Save/Remove Menu
blank,WRITE lists the files on the diskette in Drive 2 and prompts you for the
name you want to give to the working copy. If the document in the working
Copy was previously retrieved from a diskette, WRITE automatically enters its
name in the Document Name item. To replace that version, press CTRL C to
continue, and press CTRL C again when WRITE asks if you want to overwrite

the existing copy. Otherwise type the new name you want to give to the
working copy.

L.

MW M W M M M M A B M W W oW oW
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For example, let's save the document in the working copy to the diskette in
Drive 2. (If you have been following the examples in this chapter, the ;
document named MEMO is currently in the working copy. If it is not, retrieve it
from the Sampler diskette before continuing.)

First, return to the Main Menu (press ESC if necessary), type 4 for the
Selection Number item, and press CTRL C to continue. When the Get/Save/

Remove Menu appears, type 2 for the Selection Number, and leave the
Document Name item blank, as shown below:

BET ISAVE IREMNVE WEND

! BET DOCURENT
T GavE DOCUMEMT

1 REMDVE BOCEMENT

JGeLEL T IO mumser. Y
JoOCUENT RARE:

Press CTRL C to display the list of files on the Sampler diskette:

Directary Disting tor drive 2

MENPRILE ARTICLE
PRICE EXTRA
SALES,PIC Ab
REFORT FLYER
LU RERD
LETIERL NANE
THRBETE
LETTER?
L o oocueewt 1o suve: ES)
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Notice that WRITE has filled in the Document Name item with the name
MEMO, since the document in the working copy was retrieved from the

diskette under that name. But let's save the document under a different name.

Type NEWMEMO into the Name of Document to Save item, so that the
screen looks like this:

Directory listing for drive 7

NEFFRICE ARTICLE
FRICE E1TRA
SALES.PIC [
REPORT FLYER
ANMAL L2 ]
LETTER] RARE

TAREETS
LETTER?

WANE OF DOCUMENT TO SANE:

Now press CTRL C to store the document under the name NEWMEMO.

WRITE stores the working copy under the name NEWMEMO on the diskette
in Drive 2.

If there is already a document on the diskette with the name that you enter,
WRITE warns you that it will be overwritten. For example, if the document
above had been saved as MEMO instead of NEWMEMO, the following
message would have been displayed:

NEMD ABCUT T0 3E DVERWRITTEN

Press ESC to sdandee this eperatisn

Press [TRL © to continue

mEFF¥EEE3EEEE55.5.0.00.8.0 0.8 1.5 0
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If you want to replace the document on the diskette with the document in the
working copy, press CTRL C to continue. If you want to preserve the
document on the diskette, press ESC and restart the Save option using a
different document name.

Note that the document remains in the working copy even when you Save it.
You can continue editing (select TYPE/EDIT) or choose another selection from
the Main Menu.

Removing a Document

You use the Remove Document option to permanently erase a document from
a diskette. Be very sure that you want to remove the document that you
specify, because there is no way to recover it once the function is complete.
(This is another good reason for keeping backup copies of all your
documents.)

To remove a document, select the Remove Document option from the Get/
Save/Remove Menu and enter the name of the document you want to
remove.

Press the CTRL C to continue. WRITE displays a warning before removing
the document. Press CTRL C to go ahead and remove the document. If you
don’'t want to remove the document, press ESC to return to the Main Menu.

If you are not sure of the name of the document you want to remove, leave
the Document Name item blank to get a list of the documents on your
diskette. Then enter the name of the document you want to remove and press
CTRL C to proceed with the removal. Again, WRITE warns you that it is about
to remove the document; press CTRL C once more to complete the operation.
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For example, let's remove the document named EXTRA from the WRITE
Sampler diskette. First, return to the Main Menu (press ESC if necessary).
Type 4 for the Selection Number item, and press CTRL C to continue. WRITE
displays the Get/Save/Remove Menu. Type 3 for the Selection Number item
and EXTRA for the Document Name item: '

GET/SAVE/RENOVE NENL

| GET DOCUMENT
2 GAVE DOCUNENT

3 REWOVE DOCUMENT
[seteciion momsén:

cocument wan - BRI

Press Open 2pple ¥ for Help

Press CTRL C and WRITE warns you that it is going to remove the
document:

WARKINEG
EITRA ASQUT 10 BE RENOVED

Press ESC 1o abandon this operation

#ress CTRL L to rontimee

Press CTRL C to complete the Remove operation. WRITE permanently
removes the document from the diskette and returns to the Main Menu.

EEEEREE.E.WN
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WARNING

Once you Remove a document or file, there is no way to recover it.
Make sure you really want to delete it permanently from the diskette
before using this function.

Summary
s The GET/SAVE/REMOVE function has three options:
— Get Document retrieves a document from diskette
— Save Document stores the working copy on diskette
— Remove Document permanently erases a document from diskette

= Leave the Document Name item blank in the Get/Save/Remove Menu to list
the files on the diskette.

= Save your documents frequently, and keep duplicate copies of important or
lengthy documents.

= Make sure you have no further need for a document before you Remove it.
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5: clear

You use the CLEAR function to erase whatever text is currently in the
working copy. If there is a document in the working copy and you want to type
a new document, you must clear the working copy first.

Selecting the CLEAR Function

To clear the working copy, return to the Main Menu (press ESC if necessary)
and type 5 for the Selection Number item. Press CTRL C to continue.

If there is currently something in the working copy and the latest changes
have not been saved, WRITE displays a warning.

WORKING COPY ABDUT 10 BE CLEARED
LATEST CHANBES WOT SAVED
Prass ESC to abandon this operation

Press CTRL [ to continue

If you do not wish to erase the contents of the working copy, press ESC to
abandon the CLEAR operation. Otherwise, press CTRL C to confirm it. WRITE
clears the document from the working copy, including its name and any
information entered in the Define Page Menu, then returns to the working copy
(now blank).

For example, suppose you want to type a new document. If you have been
doing the examples in this book and have not turned off your computer since
the last chapter, the working copy currently contains the document named
MEMO. To clear MEMO from the working copy, type a 5 in the Selection
Number item of the Main Menu, and press CTRL C to continue. WRITE
erases MEMO and displays a new (blank) document in the working copy.
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Summary

= Use the CLEAR function to clear the contents of the working copy so you
can type a new document.
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¢: advanced editing

The TYPE/EDIT function offers a number of editing features besides those
described in Chapter 1. These additional features, termed “advanced” since
they are not usually needed for the preparation and printing of simple
documents, are explained in this chapter.

One of the advanced features is the ability to include other documents,
including charts produced by PFS:GRAPH, as part of a WRITE document.
You can easily include PFS graphs and other WRITE documents anywhere
you wish in your document. Other advanced features allow you to remove,
move, and copy a block of text; search for a word or phrase and, if you wish,
automatically replace it with another word or phrase; center, left- or right-justify
a line of text; and add print enhancements such as boldface type and
underlining, or send special commands to the printer.

Block Editing

There are times when you want to perform some function, such as removing,
on an entire section or “block” of text . WRITE allows you to move, copy, and
remove any successive lines of text that you have “labeled” as a block.

Labeling a Block

You can label as many characters, words, or lines as necessary for a block
editing procedure. All you have to do is move the cursor to the first character
that you want to label and press CTRL L (for Label). Then move the cursor to
the last character you want to label and specify the function you want to
perform, as explained below. The characters that are labeled appear
highlighted on the screen. You can use any of the cursor movement keys to
move the cursor while labeling.




6-2 pfs:write

For example, retrieve the document named ANNUAL from the WRITE Sampler
diskette, so that the screen shows the first lines of the annual report:

BMMIAL REPDRT
1982

M) CRARTER TRIFS

1 Fregaret by I
BT Y E AR TE D SRR ELIS (ARt P H R AR CEC PRI S ETY EELES SRECRCEE
ANNUAL 71 Fall Line | of Fage I

Suppose you want to label a sentence in the letter from the President. First,
press CTRL N three times to display the first paragraph of the President's
letter. Move the cursor to the beginning of the last sentence in that paragraph
;anbd Iprcuiess CTRL L. WRITE highlights that character to show that it has been
abeled:

Letter fromn the President: 1

Dear Investors,

We are ertresely pleased to announce that Maui Charter Trips
had an all<tine record year bn 1982, Dur sales were roughly
dowble our target. The prisary resson for this perforsence
15 our acquisition of the haghly profitible Mawi Fes Flightsd
in June.  Wowever, our other trips alse had stronger sales
ihan sxpected. [be thart bolow provides sonthly forecast asd
sctual sales.

VERAPH Sales.pich
FHpEEA g L G G g s e e
LN TLFall Line 17 of Page 2

A AL EALLEELEELELELE LKL EEK. 0

e e S— | S S—  — i — . — - — | — | — i — . — . — O — | — | — — — N —

OW W W oW OW W W W ow

[ VI Y VI VI ¥ VRV Vi ¥ Vi ¥ ¥

IV VR U T Ut

A W W

advanced editing 6-3

Now press the RETURN key twice so that the entire sentence is labeled. The
screen looks like this:

Letter froem the Fresideat:

Dear Investors,

e are esbreaply pleased to annpunce thit Maui Charter Trips
i had an all-tiee record year te 1962 Gur sales were rosghly
i Gouble our targel. The primary ressen for this perforsance
H is our acquisition of the highly proditable Maui Fun Flaghtse
In June,  However
than aspected. JECERE
actual sales,

e other trips also had stronger siles
hart helow provides sonthly forecist and

! HERAPH Sales.picd
B Rt TRt e

e qeeegee g e
AL Labeling 11 el

TPRPRTES CELTE e
Line 17 of Paoe 7

The sentence is now labeled for block editing. The next step is to specify what
you want to do with the block. The block editing functions are described in the
next few sections.

If you should want to unlabel a block of labeled text, press CTRL L again. All
of the labeled characters will be unlabeled, as shown by the disappearance of
the highlighting. Moving the cursor to any point before the labeled section or
pressing ESC to return to the Main Menu also unlabels the block.
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Removing a Block

To remove a block of labeled text, press CTRL R (for Remove). WRITE
removes the block and places it in a special location in memory known as the
“block buffer”. The block remains in the block buffer until it is replaced by
another block or until the computer is turned off. This last feature allows you
to transfer a block of text from one part of the document to another, or to
another document.

For example, suppose you want to remove the sentence from the President's
letter that you labeled in the previous section. (If you unlabeled it with CTRL
L, label it again.) All you have to do is press CTRL R. After the block is
removed, the screen looks like this:

Letter irome the Presidemt:

Dear Investers,

W2 are extremely pleased te anaounce thal Maul Charter Trips
had an all-tame record year an 1982, Osr sales were roughly
dousle car targel. The prisary reasen for this performance
45 our acquisition of the highly profitasle Maui Fus Flightsd
in Junge, However, our ether trips also had stronger sales
than gapected.

#ERAPH Sades.pece

LRttt SETTD SLTTTTEET PP r T o

T T e g
71l Lise 17 of Page 2

If you later realize that you didn't really want to remove a block of text that
has been removed, you may be able to get it back. If the block is still in the
block buffer, you can return the block to the document by pressing CTRL D
(for Duplicate). For example, you can re-insert the sentence you removed from
the President’s letter. The cursor should be in the original location, so press
CTRL D to return the sentence to its original place.

The block buffer will hold a block up to about 10 lines of text. If you attempt

to remove more than will fit in the block buffer, WRITE displays the following
message:

L CLTE) L T LTy TR T L LTI ET TRy e P T T e TP Y PR RIS RT TP T TS

.
BLOCK 100 LARSE T SAVE. REMDVE ANYNAY? (7/N) 3]

TEE R R R R R R R R R EEEEEEE
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If your intention is to remove that block of text permanently from the

document, and you are sure you have no further use for it, type Y to remove
it anyway. But if you are trying to move it to another location, type N to have
WRITE return the cursor to the end of the labeled block. Reduce the size of

the block and try again.

Moving a Block

When you want to move a block of text from one location to another in a
document, label the block and use CTRL R to remove it from its original
location. WRITE puts it in the block buffer. Then move the cursor to the new
location and press CTRL D. WRITE brings in a copy of the block in the block
buffer and inserts it at the cursor location (again, the block remains in the
buffer).

For example, suppose you want to move the “prepared by” section of the
annual report so that it appears on the financial statement page of the annual
report. Press CTRL G, then B to return to the beginning of the Annual Report,
and then the down arrow to move to the line

Prepared by

Label the section by pressing CTRL L and pressing the RETURN key five
times. The screen looks like this:

ANNUS, REFRT

1982

WAUL CHRRTER THIPS

PRTRTTorTY CERAS FETAD SEPYRTLAES TRAES (UL UTISERLLE ) CLARRLLE SR SARED LLRRH LN
LS Labeling TRl Ling 1% of Page |
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Now press CTRL R to remove the lines from that location, as shown below:

ANNUAL REPORT
1987 i

MALL CHARTER TRIFS

"":""[”"""'?'"'.""'!”"”""“”:""ST'”:””i"“i"“]””:'”l
AL PURGIL Lm0 of Page |

Next, move the cursor to the financial statement (which now appears starting
at the bottom of page 3) using the down arrow or CTRL N keys. Insert 5

blank lines so that the words Financial Statement appear at the top of page 4.

Page 4 now looks like this:

Financial Statessnt

Septesber 30, 1787

i

i hssets Liabilities
Land 111 T, 442,000 Accounts Payable  B42,000
Bulldings (20 B35, 000 Loans 5,27, 000
Rirplanes (31 7,71%,000 Tares Dwed 177,000
Eguipnest 993, 000
Cash 10 1,141,000
Bccounts Rec 337, 000

Total Assets 13,767,000 Total Luabilatses 6,518,000

i et Morth 1,264, 000 1
B L L L CE OO SUE FR PP O PN COE e
LLLICTR Inserting 71 Full Line 20 of Page 4

E.E.X.
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Move the cursor to the second line under the date. Then press CTRL D to
duplicate the contents of the block buffer at the cursor position. The beginning
of the financial statement now looks like this:

Financial Statesent
Septester 10, 1982
i Frepared by
; Saith, Kling, & Frmeh

117 Nain Street !
Falo 8lta, Laleloresa i

Assets Liabilities

1 Lang 110 1,482,000 hccounts Payabie  BaZ, 000
t Buildings (3} 35,000 Launy 5,2, 00 '
H Aurplanes 131 7,219,000 Taszs Dued mn,noe I

Emigamt I, 000 H
4 Cash (41 IRTIN !
T T SRR TR (RN S R SR (REF IR A S LA
NN Imsertisg 71 Rl Line § of Page &

If you want to move a block of text from one document to another, you follow
much the same procedure. First, label the block and remove it from the
original document. Then retrieve the second document and move the cursor to
the location where you want to insert the block from the original document.
When the cursor is in place, press CTRL D to duplicate the block at the
specified location.

Copying a Block

Copying a block of text is very similar to moving it, except that the block
remains in the original location as well as appearing in the new location.

To copy a block of text, first label the block, then press CTRL D to duplicate
it. WRITE makes a copy of the block and places it in the block buffer. Next,
move the cursor to the location where you want to insert the copy of the
original block, and press CTRL D again. WRITE inserts the copy in that
location. You can insert multiple copies of the same block of text by
repeatedly moving the cursor and pressing CTRL D—WRITE inserts the text
at the cursor location each time CTRL D is pressed.
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Searching for a Word or Phrase

WRITE will sea‘rch through your document, looking for a particular word or
phrase. To begin a search, press the CTRL S (for Search) to display the
following prompt on the status line:

All you have to do is enter the word or phrase you want to find in the Search
For item—this is called the “search phrase”. When you have entered the
search phrase, press CTRL C to continue. WRITE searches through the
document starting immediately after the current cursor position, and displays
the first occurrence of the search phrase.

WRITE uses the following rules when searching for the search phrase:
= spaces before and after the search phrase are ignored
= more than one space between words in the search phrase is ignored

m the search phrase is found regardless of upper and lower case differences
(thus “cat” finds cat, Cat, CAT, and so on.)

For example, suppose you want to search for the first mention of Sales in the

annual report. First, press CTRL G, then B to return to the beginning of the
document. Then press CTRL S to indicate that you want to make a search.
WRITE prompts you for the search phrase. Type

Sales

as shown here:

i 06 utomaiicin/ei
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Press CTRL C to begin searching. WRITE finds the first occurrence of the
word Sales, displays that part of the document with the cursor on the S in
Sales, and returns you to normal editing:

| We are extrenely pleased 1o anncunce that Maul Chaster Trips
| had #n all-tine record year in 1902, Dur [ales were roughly
{ double cur target. The prisary ressan for this periofesasce
t 15 our acquisnition of the highly profitable Maul Fun Flightsd
H in June. However, our obher Erips aiso had stronger sales
H than expected.  The chart delow provides soathly forecast and
i attual sales.
1 VERAFH Sales.pich
1
T PPITE R EE P Tt TRRE SIS G T T g g poerpees
LU 71 Full Lane 3 of Page 2

To search for the next occurrence of Sales, press CTRL S. Notice that Sales
is already entered in the Search For item. Now press CTRL C to have WRITE
search for the next occurrence of the phrase.

Searching for Partial Phrases (Wild Card Searches)

Sometimes you want to search for partial words or partial phrases in a
document. WRITE recognizes the use of the special symbol .. (two periods)
to indicate unknown characters somewhere in the search phrase. This symbol
works just as it does in PFS:FILE, as shown below:

If you enter  WRITE will find

abc . . the next word starting with abc
. XYz the next word ending with xyz
.abe .. the next word containing abc in any position

the next word, no matter what it is
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Manual Search-and-Replace

To search for a word or phrase and replace it with another word or phrase,
start with the same step: press CTRL S and enter the search phrase in the
Search For item. Then press TAB to move the cursor to the Replace With
item, and enter the phrase—called the replacement phrase—that you want to
substitute for the search phrase. Press CTRL C to continue.

WRITE searches for the first occurrence of the search phrase, then asks you
if you want to make the replacement. Type Y to make the replacement, N to
leave the phrase as it is. WRITE makes the replacement or not, depending on
your answer, then goes on to find the next occurrence of the search phrase.
(If you enter Q, WRITE stops the search-and-replace function and returns you
to normal editing at the current cursor position.)

When WRITE reaches the end of the document, it leaves the cursor at the
last phrase it found.

For example, in the document named ANNUAL that you have been editing
throughout this chapter, suppose you want to change the word October to the
word November. First (assuming the document is still in the working copy),
press CTRL G, then B to return to the beginning of the document and then
press CTRL S to display the search prompt.

Type the word
October

in the Search For item, press TAB to move the cursor to the Replace With
item, and type

November
The screen looks like this:

AL REFORT
1.

MAUL CHARTER TRIPS t

MAMUAL OR AUTOMATIC (N/A):]
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Press CTRL C to continue. WRITE finds the first occurrence of the word
October and asks you if you want to make the replacement:

otes: |

G0 Lind iscluded the alrstriz ab Wailea and Lbe Brachfront
otfice on Kanapali Beach,

12 Butldings inclede the airplose hisgar aad office i
bud lding. 1

130 & Boeing T37 was acded to the flest 1w 19870 I

(1 Cash on hand includes the escrow account amount for the
;ihldulnﬁ'lm charters,

U Octoter
LIALH Woveaber

If you want to make the replacement, type Y, and WRITE will replace October
with November and search for the next occurrence. If you do not want to
replace this instance of October, but want to search for the next occurrence,
type N. If you want to quit searching, type Q.

Automatic Search-and-Replace

Occasionally, you want to replace every occurrence of a phrase with another
phrase. This is called an automatic search-and-replace operation.

To specify an automatic search-and-replace, press CTRL S, then enter the
search phrase in the Search For item. Press TAB to move the cursor to the
Replace With item, and enter the replacement phrase. Press TAB again to
move the cursor to the Auto/Manual item, and type A to indicate that you want
WRITE to make each replacement automatically, without asking you for
verification. Then press CTRL C to continue. WRITE searches for every
occurrence of the search phrase, replacing it automatically with the
replacement phrase. When the last occurrence has been replaced, WRITE
leaves the cursor at the last phrase replaced.

You should be careful when using an automatic search-and-replace. It can
sometimes be tricky to reverse it if you realize that you didn’t really want to
replace all occurrences of the search phrase. You can, if you need to, stop
the search-and-replace operation at any time by pressing the space bar.
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Counting Words

You can use the Search function to count the usage of a particular word or to
count the total number of words in a document.

To count uses of a word or phrase, return the cursor to the beginning of the
document, press CTRL S, enter the word or phrase in the Search For item,
leave Replace With blank, and set the Auto/Manual item to A. Press CTRL C
and WRITE will count the occurrences of the search phrase throughout the
document and displays the number on the screen.

To count the total number of words in a document, return the cursor to the
beginning of the document, enter .. in the Search For item, and set Auto/
Manual to A. WRITE will count every word and display that number.

Formatting a Line of Text

Once a line of text is entered in a document, you can change its position with
respect to the left and right margins. Simply move the cursor to the line you
want to format, and press CTRL F (for Format). WRITE highlights the line and
prompts you on the status line for the way you want it formatted:

Type one of the following choices:

Iz to move the line so the first character in the line is at the
left margin

C to center the line between the left and right margins

R to move the line so the last character in the line is at the
right margin

As soon as you type your choice, WRITE makes the desired adjustment and
redisplays the line.

AARAAAEEEEEEENNENEEREE NN N

(VURSV VRV V¥ VI VI Vi ¥ Vi Vi ¥ VR ¥ VA VR P VO O T Y
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For example, the two-line financial statement title should probably be centered
on the page. Use the up arrow to move the cursor to the first line of the title.
Press CTRL F to display the prompt shown at the bottom of the screen:

Septesder 0, 1782
FPregared by
Smthy Kline, & Fremch
113 Main Street
Fale Alts, Callforaia
fsswiy Liabilities
Lang (1) 3,483,000 Accounty Payable B8z, o0
Buildings 120 435,800 Loans S0, 000
Aurplanes (31 7,219,000 Tases Oupd 77,000
D T T A

Notice that the line where the cursor is located is highlighted on the screen.
Type

C

to indicate that you want to center the line within the margins. WRITE
immediately redisplays the centered line. Now repeat the procedure for the
date. The screen now looks like this:

Financial 5tatesent

Septesber 30, 1982

Frepared by
Smith, Kling, & French
113 Hain Gtreet
Fale Alte, Taliferaia
3 Assets Liabilities
Land 11) 1,482,008 ecounts Fayable 842,000
Buildings 121 435,000 Lnans 5,219, 0t
t dirplanes (35 7,219,000 Tares Dued 7,60
8 AT T T AT R
ANNAL 81 Full Line 3 of Fage 4
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Formatting a Page (Removing Space)

Sometimes you need to close up text on a page. Use CTRL E and CTRL R to
remove unwanted space.

For example, suppose you want to combine the two paragraphs of LETTER1
into one paragraph. First, Get Letter1 from the Sampler diskette and then
position the cursor on the blank line as shown below:

October &, (982

Mr. and Mes. Mollisn Anthany
T Bixen Brive So.
Renton, WA FA055

Dear Mr. and Mrd, dathenyl

Enclosed are your bickets dor your charter Flight Lo Maul the
second week of Janudry. Tou will find vouchers for your
condoninien nd car rental an the folder with the sirplise
tickets.

1 aa alsa emclosiag 4 brochure ang price Fist for bours,

wicursions, and sports instruction aviilable en Maul itsell,

Please 1ot me kvow, wither bedore or atter you arcive, if you
i weuld Like to Book sy of Ubewr scbivities. H
B e R e T T TR TRV TR
LETTER] 11 Fall Line 15 of Page |

Use CTRL E to erase the blank line first. Then position the cursor two spaces
after the end of the first paragraph:

October & 1982

Br. and Ars. William Anthony
LT Yizon Drive Sa.
Renton, WA 7B03S

! Dear We. and Ars. Antheny:

Enclosed are your tickets for your charter FLight ta Maui the
second weeh af January, You will Find vouchers far your
condoninian and car rental in the folder with the dirglase
t tictets, I
! | am alwo enclosing a trochure and price Dist for tours,
i ercursions, asd sports Instruction available oo Mawi itself.
Please let se know, sither before or aller pou arrive, 1) you I
would Tike %o book any of these activities, I

RS LRELT CRER TITD SRS NS CU ety TE T SR T
LETTER! 1% Full Line 14 of Page |

IR R R R RN EEREEEEEEEEEE
OW W OW W W W W W W
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Press CTRL R and the lower paragraph will be pulled up to continue the first
paragraph:

Getaber §, 1782

Wr. and Ars. Willsam nthony

21T Binon Drive 52,

Epnton, W TR09S

Deat B, and Mrs, Antasny:

Enclosed are pour tichets lor your charter flight te Man the

second week ol January. You will find vouthers for yout

condeminiue and car reatal in the Folder with the airplane

Eackets. | aw also enciosing a brochure and price Jist dor

tours, aacorsions, and sgorls instruction available on Maui

itsplf, Please Iet s know, either belore or aiter you

areive, if yos wouls Like to book any of these activities,
| we hoge vou will esjoy yosr trip to our beasbifel ishaad. ¥
BT e e T IR LR O
LETTERI TTRAl Liee 14 f Page |

Adding a Document or Graph

There are several ways to add material to your WRITE documents. You can
use CTRL A (Append) to append another WRITE document to the working
copy for editing. You can use the JOIN command to add multiple WRITE
documents together at print time. You can use the GRAPH command to add
charts to your WRITE documents at print time. These operations are
described in the following sections.

Adding Another Document to the Working Copy

WRITE allows you to combine two documents by appending a document from
a diskette to the document in the working copy. This feature makes it possible
to insert “boilerplate” material into a document. Once the appended document
is in the working copy, it can be edited just as if you had typed it.

To append a stored document to the working copy, press CTRL A and, when
WRITE asks you for the name of the document to append, enter the
document name and press CTRL C. WRITE will retrieve the document and
append it at the left margin of the line above the one the cursor is on. If the
margins of the appended document are different from the margins for the
working copy, the appended document will be reformatted within the margins
of the working copy.

For example, let's append the document named NAME from the Sampler
diskette into the annual report. (Retrieve Annual from the Sampler diskette
before beginning this example.)
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Move the cursor to the blank line three lines below the signature line of the
letter from the president:

Wery traby yoars,

dohn H. Leader
Presidemt

L GO T O T U P LT AT OO LR T S ST I
AL T1Full Ling 45 of Fage 2

Now press CTRL A and WRITE asks you for the name of the document to
append. Be sure the Sampler diskette is in Drive 2 and type NAME after the
prompt. Press CTRL C to continue. WRITE retrieves NAME from the diskette,
and inserts it at the cursor location. The screen looks like this when the
document has been appended:

Very truly yours,

dohn K. Lesder i
President |

P.5. At the latest Board of Birectors seeting, it wis
decided to chasge the nase of Maul Charter Trips to Holidiys

in Hawaii, to sore atrurately reflect the busisess in which
the cospany is cerrently engaged. This docusent reflects
that nase change,
! 3
R T
AUA BT Full Line 83 of Page 2

[V Y V¥ iy

pEAAREREEEEEEENEENEENEERE R R
WL u

WO W W W WM W WO W W

AW W
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Adding Another Document when Printing

To join another document to a document when it is being printed, without
adding any material to the working copy, you enter a special command at the
location in the working copy where you want the joined document to appear.
The command is:

*JOIN name*

where name is the name of the document. (The command can be abbreviated
*J name™.) You would use the JOIN command rather than CTRL A when the
document to be joined will not fit in the working copy or when you have no
need to edit the joined material.

For example, if you want to add a WRITE document named Pricelist to your
working copy when it is printed, you would type

*JOIN Pricelist*
in your document at the point where you want the price list included.

When you print the document, make sure the disk containing the document to
be joined is in Drive 2. WRITE will find it at the appropriate time, and insert it
at the correct location, preserving its margins but otherwise conforming to the
page iayout of the working copy.

Note that you can join an unlimited number of documents while printing. This
capability is useful when preparing a very large document. You can split it up
into several smaller documents, then print it all together when you are ready
to print the final copy. To do this, you would enter the required *JOIN name*
commands at the end of the first small document, making sure they are

arranged in the order you want the other documents to appear when printed.

The JOINed document will be printed in your document where the command
appears. Any blank lines before or after the command will be printed before
or after the JOINed document. WRITE does not execute an asterisk command
in a JOINed document.
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Adding a PFS Graph

You can print a chart created with Apple lic or lle PFS:GRAPH version B:00 (or
later) at any location in a WRITE document, as long as that chart has been saved
on a WRITE document diskette. (See the PFS:GRAPH manual for instructions
on saving charts to a document diskette.)

To include a chart in your document, type the command

*GRAPH chartname™
at the location in the document where you want the chart to be printed. (The
command can be abbreviated *G chartname*.) For example, to print a chart
stored with the name Sales.Pic, you would enter

*GRAPH Sales.Pic*
at the desired location in the document.
The first asterisk of the GRAPH command will determine the placement of
your chart. If you want to change the position of the chart, move the
command to the left or right accordingly.
When you are ready to print the document, enter Y for the Include PFS Graph

item on the Print Options. When you press CTRL C, WRITE displays a special
menu that asks you which graphics printer you are using:

PRINTER MEW

| ErsOn b
1 APFLE BOT MATRIT 3 DELDATA
I MEC/C.ITOH

FENEERERNENNEEREEEREERR RN

A A A 4 4 U 4

(VAT U U VR VY Y VR VT VR Y Y Y T Y

AL
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Although WRITE can print a standard document on any printer, it can only
print a chart as part of a document if you are using one of the graphics
printers on this menu. Type the number that corresponds to your printer, and
press CTRL C for WRITE to begin printing the document.

Note: When you print a pie chart as part of a document, it should be printed
on the same printer that was specified when the chart was saved. Otherwise,
the pie might not be perfectly round.

When WRITE reaches the part of the document where the graph is to appear,
it reads the document diskette and prints the chart in the correct location. The
printed chart will be approximately 3-1/2 by 4-1/2 inches, occupying 18 lines of
the page. If it will not fit on the current page, WRITE starts a new page before
printing it.

It is a good idea to leave at least I8 blank lines in the document to
accommodate the chart, since that will make the page breaks shown in the
working copy correspond to those that occur in the printed document.

You can print as many charts in a document as you wish; just enter the
*GRAPH* command wherever you want the charts to appear, and follow the
above procedure. As WRITE reaches each graph command, it will look for the
chart on the document diskette in Drive 2.




6-20 pfs:write

Print Enhancements

WRITE supports three print enhancements directly, and any others supported
by your printer through the use of special printer control codes. The three
directly-supported enhancements are boldface type, underlining, and page
break.

Printing Characters in Boldface

To print a character in boldface, move the cursor to that character, and press
CTRL B (for Boldface). WRITE highlights that character on the screen. When
it is printed, the printer will print that character twice so the letters are darker.
The status line identifies the enhancement whenever the cursor is on the
boldfaced character.

For example, suppose you want to print the title “Annual Report” in bold type.

First, move the cursor to the A in Annual:

s EFORT
e

W&U1 CHARTER THIPS

Frepared by
PR CES L CITTS (YR TERPEL SE PR O v

O L LTI e
AANLEL 1.3 Full Line 1 of Page |

e e e ——— i —— i — . — . — | — . — . S—

W W W W W W W W W Wy

PR R RN R RN NN RN ENREEENE NN
(VY U Y

' MY VY U N I
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Now press CTRL B repeatedly until the entire title is highlighted:

WAUL CHARTER TRIPS

1 Fregared by L
LT LTt LRy R TOR DR TR RIS i Th LTy SRt SRPF PP T PR AP PPPP PR PP PO
LS T1Fall Line | of Fage |

If you move the cursor back a character, you can see that the status line
identifies the print enhancement which has been set for the character the
cursor is on:

“":""[”"T""}"":""S'"':T"'i"":l”ET’":""i""!"":l""!"‘
LY Baldtace 7 1 Full Line 1 of Page 1

To remove boldfacing, you must retype the material.
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Printing Characters with Underlining

You underline a character in much the same way: just move the cursor to that
character, and press CTRL __ (The CTRL key, the SHIFT key, and the
underline key). WRITE highlights that character as it does for boldfaced
characters. Underlined characters can be distinguished from boldfaced
characters by positioning the cursor on a highlighted character and noting the
enhancement identified in the status line. Characters can be both boldfaced
and underlined, in which case the status line will indicate both enhancements.

To underline several characters, press CTRL __
underlining, you must retype the material.

repeatedly. To remove

Starting a New Page

If you wish to start a new page at any point in your document, simply type the
command:

*NEW PAGE*

The line following the New Page command will begin on the next page of the
printed output.

The command can be abbreviated to *N*.

Sending Special Codes to Your Printer

You can send any control codes recognized by your printer by entering the
following information at the location in your document where you want a
special printing mode to begin:

*PRINTER codel, code2, etc.”

The codes in the command are the ASCII decimal equivalents for the desired
control code. Separate the control codes with commas. At the end of the text
that you wish to have affected by that control code, you should send the code
that “turns off” that enhancement.

For example, suppose you want to print the word very in a document in
double-wide mode on an Epson MX-80. You would enter the command

‘PRINTER 14

o e | — - — i —  — i — | — | — | —

MOW W OW WO W OW W W W W WW W
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just before the word very. Then, after very, you would enter the command
*PRINTER 20*

to return to normal printing.

The command can be abbreviated to *P 20"

Most printer manuals contain a list of the control codes that initiate and

terminate special printing modes; if yours does not, contact your printer dealer
for help.

Summary

= Use the TYPE/EDIT function to perform any of WRITE's advanced editing
features.

- [CTRL

labels the character the cursor is on. To label the rest of
a block of text, move the cursor to the last character in

(Label) the block. When text is already labeled, CTRL L unlabels
the entire block.
CTHL \E removes a labeled block of text, if there is one, and
(F{emove places it in the block buffer
[CTRL] [D]  if ablock is labeled, places a copy of the block in the
(Du licate) block buffer. If no block is labeled, places a copy of
P whatever is in the block buffer at the cursor location.
CTRL S searches for a phrase and, if requested, replaces it with
(Search another.
— leave Auto/Manual at M to verify each replacement
— change Auto/Manual to A to replace all occurrences
without asking for confirmation
— leave Replace With blank to search for a word or
phrase and count occurrences
= abc. . entered in a search phrase, finds the next word starting

with abc




6-24 pfs:write

=, . XYyZ

u i abt

- [orR] [F ]

(Format)

= *JOIN name*
*J name”™

« [ormi] [&]

(Append)

m *GRAPH chartname”
*G chartname*

- [cTRL] [B |

(Boldface)

« [c] ]

(Underline)

= "NEW PAGE"
iNi

= *PRINTER codel, code?2, . ..

*P codel, code2, . . .*

entered in the search phrase, finds the next
word ending with xyz

finds the next word containing abc in any
position

finds the next word, or counts the total
number of words in the document

centers, left-justifies, or right-justifies the line
containing the cursor

inserts the document named “name” where
the command appears when printing

prompts for the name of a document to

insert in the working copy above the line the
cursor is on

inserts the graph named “chartname” where
the command appears when printing

boldfaces the character the cursor is on
underlines the character the cursor is on
starts a new page when printing

sends the listed code to the printer to alter
printing modes. Separate multiple codes
with commas

W OW W W W WWL

TEERRENEREEEREEERE.

AW W W W W W W W
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F N
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£ form letters

This chapter explains how to merge a letter in the working copy with data
from a file created with the PFS:FILE program in order to produce form letters
automatically. This feature is extremely useful when preparing personalized
letters for people on a large mailing list. (In fact, you can merge data from a
PFS file with any kind of a WRITE document, not just a form letter.)

The First Step: A PFS File

The PFS:FILE program is used to organize and store information in many
different situations. One very common use is to keep lists of people—
customers, patients, subscribers, employees, and so forth. Assuming that you
have a list of people and their addresses stored in a PFS file, regardless of
what other information is stored for those people, you can print individual
letters for all the people on the list, or for any selected group of people from
the list.

For example, the STAFF file described in Chapter 2 of the PFS:FILE Apple llc and
Ile manual contains personnel information for six fictitious employees. The form
from the file looks like this:

[ Rase:
 odress:
rity: | itate: S
e Titie:]
[5alary:]
File STAFF IDENTIFIER SPEC Page 1

By combining the data in this file with a WRITE document, you can print
identical letters to each person whose name is in the file, to each person who

works in a particular department, or to each person who lives in a particular
town.
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WRITE can read data from Apple Il, lic, or lle PFS:FILE files. The files can be in

40- or 80-column format. On the Apple llc, the files are read and displayed in the
format they were created in, regardless of the setting of the 40/80-column switch.
However, text from Apple Il files is printed entirely in upper case letters.

The Second Step: A WRITE Document

The next step is to prepare the letter that you want to send to the people
whose names are on the list. Type the letter just as you would a normal
document, except that you must identify each piece of information that is to be
read from the PFS file. You do that by entering an asterisk, an item identifier
(either the item name from the form, or a shortened version of that name),
and another asterisk. For example, suppose you want to send a form letter to
all of your employees announcing a new bonus plan. You would start by
entering the following:

November 25, 1983

“Name*
*Address*
*City*, *State* *Zip*

Dear *Name*,

Notice that there are asterisks surrounding each item that is to be read from
the PFS file, even when several items appear on one line. Also, both spaces
and punctuation have been inserted where needed. (Note: the item identifier
must all be on one line.)

Now enter the rest of the letter:

We are pleased to announce a new profit sharing plan that will
affect all employees. Here's the way it works: 10% of profits will be
reserved for employee profit sharing. It will be allocated to
employees based on their monthly salary at the end of the fiscal
year. Your monthly salary was *Salary (T)* at the end of fiscal
1982, so that will be your base for this year's profit sharing
distribution.

We will be distributing the checks at the end of this month.
Very truly yours,

John Adams,
Personnel Mgr.

AR EEE W NN EW MW N MW N R RN W W
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You can insert data from the PFS file wherever you want in the document, as
shown by the *Salary (T)* item in the body of the letter. (Note: (T) for text
placement is explained in the later section titled Placement of Merged Data.)

The Final Step: Printing the Form Letters

When you have finished entering the letter, you are ready to begin printing the
form letters. Let's print the bonus announcement letters as an example. Return
to the Main Menu, enter 3 in the Selection Number item, and press CTRL C

to continue. WRITE displays the Print Options for you to fill in:

PRIND OFTIONG
ETEITA TR

Pross Open Apple H for Help

Fill in these options appropriately (enter Y for Pause Between Pages if you
want to use single sheet stationery).When you reach the PFS File Name item,
enter the name of the PFS file—STAFF for this example.

FRINT GPTioNS

stoee

Press Open Apple W for Help
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Once you have filled in all the options, insert the diskette that contains the
PFS file in Drive 2 and press CTRL C to continue.

Next, WRITE displays the form from the file with the words RETRIEVE SPEC
at the bottom of the form. You need to fill it in with retrieve specifications that
identify which forms from the PFS file you want to use to prepare the letters.

This allows you to prepare form letters for some special group of people from

the file, such as those who live in Honolulu or those who are flight attendants.

File STAFF RETRIEVE SPEC Page 1

Fill in the retrieve specifications just as you would when working with
PFS:FILE (see Chapter 4 of the PFS:FILE manual if you need an explanation
of retrieve specifications). For this example, you want to print letters for all
employees in the file, so leave the form blank and press CTRL C to continue.

Again, WRITE displays the form from the PFS file, this time with the words
IDENTIFIER SPEC at the bottom of the form:

[Eaooyee 1 hires]

 Mane: |

[ Address: |

it [state: T |

Lt Title]

[salir ]

File STAFF [DENTIFIER SPEC Page |

[ VRV VI 7 Y 7 VIV 7 R T VRV VR 7 TR V7 TR T/ T

FERER RN NN RN R E RN
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You use this form to enter any shortened item names that you used in the
letter. Just use the TAB key to move to the item, then type the name you
used in the letter. For example, you entered the item identifier of *Salary (T)*
in the letter, but the actual item name on the form might have been Monthly
Salary. You would press TAB to move to the Monthly Salary item, and enter

Salary

When you have filled in the names of any items identified with a different
name in the letter, press CTRL C to continue. If you have used the exact item
names from the form in the letter as in this example, leave the identifier spec
form blank and press CTRL C to continue. WRITE asks you to position the
paper in your printer, then begins printing the first letter.

When the first letter has been printed, WRITE will go on to the next letter
unless you have entered Y for the Pause Between Pages item. In that case,
WRITE will pause and display the message:

FUT & NEW FAGE IW YOUR PRINTER

Press CTAL [ to continue

Follow its instructions and WRITE will print the next letter, pausing after it is
finished for the next sheet of paper, and so on.
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Placement of Merged Data

WRITE provides three methods of placing merged data in your document: left
justified, text placement, and right justified.

Left Justified

Ordinarily WRITE will place items from your PFS file starting at the position of
the left asterisk of the command which identifies a PFS file item. If an item
from the file is more than one line, it will be printed in your document as more
than one line.

For example, if your PFS file contains the item “address” which looks like this:

1200 North State
Ukiah, CA 95482

type

*Name”*
*Address*

in your document to have the name and address printed on three lines.

Text Placement

The text method will print an item as text. Any time you wish to insert items
into a paragraph, use this option. If an item is more than one line in the PFS
file, the entire item will be printed as text, filling lines and wordwrapping when
the margin is reached.

For example, if you wish to insert the amount from an item called Salary into
a paragraph, follow the item identifier with a T in parentheses as shown here:

*Salary (T)*

TEEEEEEEEEEEEEREREEE NN NN
N NV U T\ T N N O 1 T TV T Vi TV 7 Vi TV ViV V7 Y7 V7 TR TR R e T A
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Right-Justified
The right-justified option will place an item from the PFS file in front of the
position of the right asterisk. This option allows you to merge data into a
column of numbers and have the final column lined up correctly on the right.
To specify right placement, follow the item identifier with an R in parentheses
as shown here:

*Total Cost (R)*

This will print the data from the item, such as 25.00, with the final digit in the
same column as the right asterisk.

Summary

= You can merge data from any Apple Il, Apple lic, or Apple lle PFS file into a
WRITE document.

= Specify the item in the document by entering an asterisk, an item identifier,
and another asterisk, e.g., *Name*

m Enter the name of the PFS file in the PFS File Name item in the Print
Options.

= Fill in the retrieve spec form with retrieve specifications that identify the
group of forms you want to use.

= Fill in the item identifier spec form with the names of any items used in the
document where the name is different from the name on the form.

= Specify placement of the PFS file item as follows:
*item* will insert item at position of left asterisk
*item (T)* will insert item as a string of text

*item (R)* will insert item right-justified to final asterisk
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A: appendix

Error Messages

PFS:WRITE displays a message whenever it encounters an error condition.
Certain errors are the result of mistakes you make as you use the program,
while others are the result of physical limitations or problems with certain parts
of your computer system.

Most of these messages appear in the message area at the bottom of the
screen:

PFS:MRITE  MAIN %END

1 TrEEml 4 GET/SAVE/RENOVE
1 DEFINE PAGE 3 CLEAR

3 PRINT

INVALLD SELECTION WUNBER, RE-ENTER

Press Open Appie H for Helg

PFS:WRITE displays other messages on a separate screen:

PROBLERN
Saving NEWDXC
10 ERAOR

Press ESCAPE to return 1o Main Menu

IGee manual appentis &
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When you encounter one of these messages, simply locate the message in
the list below and follow the instructions in the Corrective Action column. To
restart normal WRITE operation, press ESC to return to the Main Menu.

Following is the list of WRITE messages, arranged in alphabetical order.

Message

BLOCK TOO
LARGE TO

SAVE. REMOVE
ANYWAY? (Y/N):

Description

You have labeled and tried to
remove a block of text that will
not fit in the block buffer, The
block buffer will hold only about
10 lines.

Corrective Action

Type Y to delete the block
without saving it in the block
buffer, or N to return to the
working copy. Label the block
in smaller sections to remove
and save the smaller blocks
one at a time.

CAN'T FIND
DISK

The computer cannot find the
disk drive.

Check the cable connections.

CAN'T FIND
DOCUMENT

WRITE cannot find the
document you specified when
using the GET/SAVE/REMOVE
function or Append command.

Or, if you try to Get a GRAPH
chart from a document diskette,
you will get this message.

Make sure you have entered
the name correctly, and that the
diskette containing the
document is in Drive 2.

WRITE can use charts only to
print them. You cannot Get a
chart.

DISK
DIRECTORY IS
DAMAGED

The area of the diskette where
WRITE keeps track of the
documents on the disk can no
longer be read.

Immediately make another copy
of your backup copy, and then
use the backup. The damaged
diskette must be reformatted
and recreated or should be
discarded.

DISK FULL

WRITE attempted to save the
working copy and found that
the specified diskette did not
have sufficient space.

The diskette that contains the
PFS file you are using is so full
there is no room for your
retrieve specifications or
identifier specifications.

You already have the maximum

number (26) of files on the diskette.

If you have some unnecessary
files on the diskette, use the
REMOVE function to delete
them. Or, you could use a
different diskette on which to
Save the working copy.

Use the REMOVE function of
PFS:FILE to remove some
unneeded forms from the file.

Erase one or more files that are
not needed, or use another
diskette.
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Message

DISK IS WRITE-
PROTECTED

Description

You tried to SAVE the working
copy to a diskette that is write-
protected.

Corrective Action

Remove the write-protect tab or
Save the working copy on
another diskette.

DOCUMENT
FULL

There is no more room in the
working copy.

Save the working copy, then
enter the rest of the document
as a new document. To
combine the two documents
when printing, insert a JOIN
command at the end of the first
document.

You could also remove text
from the working copy.

DOCUMENT
TOO FULL TO
REMARGIN

Your working copy does not
have enough room to adjust the
margins.

Make the document smaller
before you adjust the margins.

DOCUMENT TOO

The document you tried to

Resave the original document

LARGE TO Append will not fit in the in smaller sections and then
APPEND working copy. Append again, or JOIN the
document at print time.
DOCUMENT You have tried to get a To get this document, you must
TOO LARGE document which was created return to a computer with more
TO GET on a system with more memory and save the
memory. It will not fit in document in smaller sections.
memory on this system.
‘FROM' PAGE IS  The page number you entered Enter a number smaller than
TOO LARGE in the From Page item of the the last page of the document.
Print Menu is larger than the
number of the last page of the
document.
IDENTIFIER The PFS file items you have Make the names in your

LIST TOO LONG

entered in the identifier spec
will not fit in WRITE's internal
storage space.

document shorter, for example,
Zip instead of Zip Code.

INCORRECT
MARGINS

WRITE cannot use the margin
numbers you have specified.

The minimum left margin is 1
and maximum right margiin is
78. Both margins must be given
a value, and the left margin
value must be less than the
right margin value.
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Message

INVALID
DOCUMENT
NAME

Description

WRITE cannot recognize the
document name you have
typed.

Corrective Action

Document names can be only
15 characters long; can include
only letters, numbers, and
periods, and the first character
must be alphabetic. Retype the
name.

INVALID
SELECTION
NUMBER,
RE-ENTER

You entered a number for the
Selection Number of a menu
that is invalid. The number
must be shown on the menu.

Re-enter a number that is
shown on the menu.

I/0 ERROR

There is a physical problem
with either the disk drive, the
disk controller, or the diskette.
Some possible causes are:
Disk drive door open.

Diskette inserted incorrectly.

The diskette isn’t formatted.

Loose cables.

Dirty head.

Worn out diskette.

Malfunction.

Close the door.

Remove the disk, then re-insert
it properly.

Format the diskette.

Check that cables between
computer and disk drives are
properly connected.

If the disk drive has been in
use for some time, the head
may need cleaning. Refer to
the disk drive manual or see
your dealer.

After 40-50 hours of use, the
disk may need replacing. Try
using a different disk.

DO NOT USE THIS DISKETTE
AGAIN. Make a copy of your
backup disk, then use that
copy. If /O ERROR persists,
take the disk drive to your
dealer for testing.

MARGIN MUST
BE LESS THAN
19

You have entered a top or

bottom margin that is too large.

Enter a number smaller than 19
in the Top Margin or Bottom
Margin item.
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Message

NO TEXT TO
DUPLICATE

Description

You have pressed CTRL D
when there is neither a labeled
block of text, nor any text in the
block buffer.

Corrective Action

Label the text you want to
place in the block buffer, then
press CTRL D.

NOT A PFS FILE

The file whose name you
entered in the PFS File Name
item of the Print Options is not
a PFS file.

Make sure you are using the
correct name, and that the
diskette containing the file is in
Drive 2.

PAGE LENGTH
MUST BE LESS
THAN 1000

You entered too large a number
for the Page Length item on the
Define Page Menu.

Enter a number less than 1000,
or enter 0 to print the document
as one continuous page (no
page breaks).

PAGE LENGTH
NOT LONG
ENOUGH

The page length you have
entered is not large enough to
accommodate the top and
bottom margins.

Enter a number at least one
larger than the sum of the top
and bottom margins.

MUST ENTER A

You have not specified the

Enter the name of the

DOCUMENT name of the document you document you want.
NAME want.
SEARCH LIST The retrieve specifications you Specify fewer requests in the
TOO LONG have entered for the PFS file retrieve specifications.
will not fit in WRITE's internal
storage area.
SEARCH WRITE found no occurrences of  WRITE searches from the
PHRASE NOT the phrase you entered in the position of the cursor forward.
FOUND Search For item. Usually you would want to start
a search from the beginning of
a document. Also check the
spelling of the search phrase
word.
TEXT IS TOO You have labeled and tried to Press CTRL C to return to the
LARGE TO duplicate a block of text that working copy. Then duplicate
DUPLICATE will not fit in the block buffer. the original block in smaller
The block buffer will hold only sections.
about 10 lines.
WORKING You have used all the space in Save the working copy on a
COPY IS FULL memory. diskette, then use CLEAR to

continue with a new, blank
working copy.
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B:

appendix

PFS:WRITE Quick Reference Guide

Cursor Movement
Keystroke

e
L¢][~]
(]

TAB

& | [T1AB |

Moves the Cursor

one space in the direction shown by the arrow
to the next word

to the previous word

to the end of the line

to the beginning of the line

to the beginning of the next line
to the next tab stop

to the previous tab stop

to the next screenful of text

to the previous screenful of text
to the beginning of the document

to the end of the document

Special Function Keys

Keystroke
a

ESC

Function
WRITE continues with the specified function
WRITE displays the Help screen

WRITE displays the Main Menu




B-2 pfs:write

Editing Options

Keystroke

o] [0

o] [7]

Function

append

boldface

duplicate

erase line
format

insert

label block

remove character

search

search and replace

count

set tabs

How to Use It

CTRL A, then specify document name,
then press CTRL C

CTRL B to boldface each letter, retype to
remove boldfacing

label a block (see CTRL L below), then
CTRL D to put copy in block buffer, move
cursor to new location, CTRL D again to
duplicate at new location

CTRL E to remove each line
CTRL F, then L, R, or C

CTRL Y, then insert text. CTRL Y again
to leave insert mode

CTRL L, then move cursor. CTRL L
again to unlabel

CTRL R to remove each character or a
labeled block

move cursor to beginning of document,
press CTRL S, type Search Phrase,
press CTRL C

move cursor to beginning of document,

press CTRL S, type Search Phrase and
Replacement Phrase, specify Manual or
Automatic, then press CTRL C

move cursor to beginning of document,
press CTRL S, type a word or . . in
Search For item, specify Automatic, then
press CTRL C

CTRL T, then T or D where you want
tab. Space over T or D to remove. CTRL
C to continue

4
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E underline

erase word

Define Page Options

Left/Right Margin
Top/Bottom Margin
Page length

Heading

Footing

PRINT Options

From/To Page

Pause Between Pages

Single/Double/Envelope

Indent
Include PFS Graph

PFS File Name

hold CTRL, press SHIFT and _
(underline) to underline each letter.
Retype to remove underlining

CTRL W to erase each word

enter the column number for these margins
enter the number of lines for these margins

enter the number of lines from the top edge of
your paper to the bottom edge
66 for standard 82 x 11 paper
84 for standard legal-size (82 x 14) paper
102 for standard ledger (11 x 17) paper
0 or blank for one continuous page

enter up to two lines of text to appear at the top
of each page

enter up to two lines of text to appear at the
bottom of each page. For automatic page
numbering, enter the starting page number in the
footing.

enter the first and last page of a range of pages

Y to pause after each page to insert a new sheet
of paper

enter S to print single-spaced
D to print double-spaced
E to print the address

enter the number of spaces to shift the printing to
the right on the paper

enter Y to print a chart created by PFS:GRAPH
as part of the document

enter the name of the PFS file from which to
read data
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Printing Form Letters

1. Enter the letter in the working copy, typing item identifiers in the letter
where you want an item of data to be inserted from the PFS file. Item
identifiers must be enclosed in asterisks, e.g., *“Name*. Use T for text
placement, R for right-justified placement, for example, *Name (T)"

2. Return to Main Menu and select PRINT.

3. Enter the name of the PFS file in the PFS File Name item on the Print
Options (and E in Single/Double/Envelope item if you want matching
envelopes printed).

4. To print on single sheet stationery, enter Y for the Pause Between Pages
item of the Print Options.

5. Fill in the retrieve spec to identify the group of forms from the file that you
want to use.

6. Fill in the identifier spec with any item names you entered in the letter
differently than they appear on the form.

7. After WRITE prints the first letter, insert an envelope or a new piece of
stationery and continue.

SEARCH Options

Search For enter the word or phrase you want to search for

Replace With enter the word or phrase with which to replace
the search phrase

Manual/Auto A (Automatic) replaces all occurrences of the
search phrase. (If there is no replacement
phrase, counts the occurrences and displays
the count at the end of the search)

M (Manual) asks for confirmation before
replacing each occurence

Wild card symbol entered in search phrase:

e.g., abc. . finds the next word starting with abc
.. Xyz finds the next word ending with xyz

. wabei. finds the next word with abc in any position
e finds the next word
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Special Commands
*JOIN name*

(*Jd name™)

*GRAPH chartname*
(*G chartname”™)

*PRINTER codel, code2, . .."
(*P code1, code2, . ..")

*NEW PAGE*
(*N*)

gets from diskette the WRITE document
“name” and prints it at the location where
the command appears

gets from diskette the chart file “chartname”
and prints it at the location where the
command appears

sends ASCII decimal code to the printer to
initiate or terminate special printing modes

starts a new page when printing
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glossary

ASCII

cursor

default values

document

file

format disk

format text

load

menu

wild card character

wordwrap

The letters ASCII (pronounced ASK-key) stand for
the American Standard Code for Information
Interchange.

the symbol on the screen that indicates where the
next action will occur; i.e., typing, deleting, etc.

responses to menu items and other prompts that
are automatically filled in. Usually default values are
the most common values, or the last-used values.

a single piece of writing stored under one name. In
the context of the WRITE program, a document is
the same as a file.

information stored as a unit under one name, the
file name; as in the contents of one file folder.

to prepare a disk to receive data.

to move a line of text to the left margin, center, or
right margin of the page.

the process of transferring a program from a disk
into the computer’'s memory.

the list of functions that you can choose at a given
time. The Main Menu appears when you first load
the program. You can always return to the Main
Menu by pressing the ESC key.

a character that can be used to represent any other
character. The concept is also described as using a
“don’t care” character or a “global” character.

the action whereby the computer automatically
moves a whole word to the following line if it will not
fit at the end of the current line.
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working copy

write-protect tab

a temporary working area in the computer where
your document exists before it is stored on a disk.

a gummed label stuck on a diskette to cover the
notch in the side of the diskette cover. If this notch
is open, the disk can be written on. If the notch is
covered, the disk drive senses this and cannot write
on the diskette.
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graph printing, using blank lines .... 6-19
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