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Support Policy 
To participate in Software Publishing's support service, fill out and return the User Group 
Enrollment 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. 

©1983 Software Publishing Corporation 
First Printing, September 1983 
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1901 Landings Drive 

Mountain View, CA 94043 
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C.ltoh Pro Writer@! is a trademark of C.ltoh Electronics, Inc. 
IDS Prism@! is a trademark of Integral Data Systems, Inc. 
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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 lie or Apple lie computer system, an BO-column 
video monitor, a printer, the PFS:WRITE diskettes, and a supply of blank, formatted 
diskettes. If you have an Apple lie system, you also need at least 64K of memory, an 
BO-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 
Enrollment 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 1/0 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. 

:3 
3 
3 

3 
3 
3 
3 
3 

table of contents 

table of contents 
Introduction 1-1 

What is PFS:WRITE? 1-1 
Getting Started with PFS:WRITE 1-3 

What You Need to Use WRITE 1-3 
Making a Copy of the PFS:WRITE Diskette 1-4 
Starting the WRITE Program 1-6 
Using WRITE with Only One Diskette Drive 1-7 
Keyboard Control Keys 1- 7 
Document Name Conventions 1-8 
The PFS:WRITE Main Menu 1-8 

Experimenting with WRITE 1-10 
Sample 1: A Memo 1-11 
Sample 2: A Price List 1-14 
Sample 3: A Report 1-17 

When You Need Help 1-20 
Summary 1-22 

TYPE/EDIT . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 1 
The Working Copy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-1 
Selecting TYPE/EDIT . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-1 
Entering Text into the Document 1-4 
Correcting Mistakes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-6 

Using the DELETE Key . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-6 
Moving the Cursor 1-7 
Inserting Characters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-8 
Removing Characters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-9 
Removing a Word or an Entire Line . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-9 
Replacing Characters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-10 

Setting Tabs 1-11 
Returning to the Main Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-13 
Advanced Editing Features 1-14 
Summary 1-14 



pfs:write 

DEFINE PAGE ... · · · · · . · · · · · · · · · · · · . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 2 
Selecting DEFINE PAGE 2-1 
Changing the Page Length . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-2 
Setting the Top and Bottom Margins 2-4 
Setting the Left and Right Margins . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-5 
Adding Headings and Footings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-5 
Page Numbers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-6 
Leaving the DEFINE PAGE Function 2-7 
Summary 2-7 

PRINT . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 3 
Selecting the PRINT Function 3-1 
Printing an Entire Document . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-2 
Printing a Range of Pages 3-3 
Printing One Page of a Document 3-5 
Printing Single Sheets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-5 
Printing More than One Copy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-5 
Choosing the Line Spacing 3-5 
Printing an Envelope . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-6 
Indenting the Page 3-8 
Sending Special Codes to Your Printer 3-9 
Stopping the PRINT Function . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-9 
Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-1 o 

GET/SA"'.'EIREMOVE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 4 
Selecting the GET/SAVE/REMOVE Function 4-1 
Listing Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4-2 
Retrieving a Document 4-3 
Saving the Working Copy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4-5 

Saving to a New Diskette . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4-5 
Saving to a WRITE Document Diskette . . . . . . . . . . . . . . . . . . . . . . . . . . . 4-6 

Removing a Document 4-9 
Summary 4-11 

CLEAR . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 5 
Selecting the CLEAR Function . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5-1 
Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5-2 

table of contents 

Advanced Editing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 6 
Block Editing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-1 

Labeling a Block . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-1 
Removing a Block 6-4 
Moving a Block 6-5 
Copying a Block 6-7 

Searching for a Word or Phrase . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-8 
Searching for Partial Phrases (Wild Card Searches) 6-9 
Manual Search-and-Replace . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-10 
Automatic Search-and-Replace . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-11 
Counting Words . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-12 

Formatting a Line of Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-12 
Formatting a Page (Removing Space) 6-14 
Adding a Document or Graph . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-15 

Adding Another Document to the Working Copy . . . . . . . . . . . . . . . . . . . 6-15 
Adding Another Document when Printing . . . . . . . . . . . . . . . . . . . . . . . . . 6-17 
Adding a PFS Graph 6-18 

Print Enhancements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-20 
Printing Characters in Boldface . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-20 
Printing Characters with Underlining . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-22 
Starting a New Page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-22 

Sending Special Codes to Your Printer 6-22 
Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6-23 

Form Letters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chapter 7 
The First Step: A ,PFS File 7-1 
The Second Step: A WRITE Document 7-2 
The Final Step: Printing the Form Letters . . . . . . . . . . . . . . . . . . . . . . . . . . . 7-3 
Placement of Merged Data 7-6 

Left-Justified 7-6 
Text Placement 7-6 
Right-Justified 7-7 

Summary 7-7 

Appendix A Error Messages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A-1 
Appendix B PFS:WRITE Quick Reference Guide B-1 
Glossary G-1 

� Index . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . lndex-1 



What is PFS:WRITE? 

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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introduction I: 
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. 
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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. 

What You Need to Use WRITE 

Getting Started with PFS:WRITE 

To use WRITE, you need the following equipment: 

• an Apple lie or Apple lie computer system with at least 64K memory 

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

• for the Apple lie, 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 lie, WRITE takes advantage 
of the additional memory, allowing you to create larger documents.) 
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A Financial Report 

Here are some sample documents you might produce with WRITE: 

A Business Letter 

1-2 
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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 lie, a disk drive (built-in for the Apple lie) 

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 lie. Drive 1 on the 
Apple lie 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. 
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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: 

You sl!Oilld no11 ul, • copy of 

Prtss trO:L t lo st.rt uhnq t-e copy. 

Prus ESC ,, you ,rt ,ot rHdy 

to ,u, ll!tcopy ll tllu tf ee. 

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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displays the next screenful of text 

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. 

always returns to the WRITE Main Menu. 

moves the cursor up one line. 

displays the previous screenful of text 

moves the cursor down one line. 

Keyboard Control Keys 

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.) 

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

This manual is written assuming that you have a two-drive system. With a 
two-dnve 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. 

EJ 
EJ 
[] 
[] 
@±aj� 
lcTRLj E] 

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

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. 

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. 

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 
co�puter on. If the computer is already turned on, insert the WRITE diskette in 
Dnve 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. 

1-6 pfs:write 

Step 9: With a felt-tipped pen, label the new copy as PFS:WRITE for 
Apple lie/lie. 

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: 



,···:::1 
DEFINE 
PAGE 

GET/SAVE/REMOVE 
4 

TYPE EDIT 

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

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. 

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: 

LETTER.JFB YEAREND83 MEMO 

Document Name Conventions (File Name Conventions) 

trn,a...ito:t••••• 

When you type or edit a WRITE document, other key combinations are used 
to initiate WRITE's many editing functions. Some of these keys are 
demonstrated later in this chapter. All of the keystrokes are explained in 
Chapters 1 (TYPE/EDIT) and 7 (Advanced Editing). 
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All information 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 interchangeably. 

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

The PFS:WRITE Main Menu 

The name given to the document can be up to 15 characters long, including 
letters, numbers, and periods. The first character must be alphabetic. Here are 
a few sample file names: 

I CTRL j @] , then 0 returns to the beginning of the document 

J CTRL / @] , then [§] moves to the end of the document 



0.tr: Stpt.l0,1982 

Ire,: t.11roly11Jonn 
11,•tthll� 11;,. 

To: lollnlud,r 

lo: Jofllllodfl' 

·-··-····· . 
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f'lthtlltll u thr prthttflUY pl.an IOI' !!CT', dv,1tu1119 phi\\ 
for o, utt ft�ul ,u,. ,rfolt ue u,crusf'i ti;o�•t 10 
0111hnd n"'-.p�ptrs, to p1,1llllo u CNf tc;,�,16'1 ta, •nt C.110,t 
tl!irh1 rou�ts, Aho noa tht �0<1,11 on our nt• u11t0 

'"'uslt·h"' 1.11citt01,h''lrf. l!Us hn ,. ,it, e.s 
····,····1····r····1···•·••••1········•4•"''''''!i''''' .. ''•''''t''''l'''':''' 

11£NJ 1tr1111 t1n,101,,;,1 

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 nght 
arrow key until the cursor is on the P in Plan: 

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 C to 
continue. WRITE retrieves the document from the Sampler diskette in Drive 2 
and displays the first lines of it on the screen: 

Type 4 in the Selection Number item to select the GET/SAVE/REMOVE 
function, and press CTRL C to continue. Next you see the GET/SAVE/ 
REMOVE Menu: 

2 otn-ir r45r :, a.o.t 
I lll'EJEtlt • 6ET/S1W(/ll£l!OYE 

Now, start the WRITE program, if you have not already done so, according to 
the instructions given earlier. Then insert the Sampler diskette in Drive 2. The 
Main Menu should be on the screen: 

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. 
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Experimenting with WRITE 

Prnu!tflt 

I 6HICClll'£111 

'1 StiY[OOCUIIUII 

Mlfiii 1-il,iJA 

rrc1: c,.,01,11 Jorn 
l'•rltlln4114r, 

itt,,•H 1$ t .. e fftlluw, i,11-:. fOf 'ltl'i d1t1hU1!.� ohns 
lor tilt 11,11 flsul yur. lfett tllt 111<rtUtd •�pcs11rt 111 
u111h11d �t•spaptts, to ru.tbhcHt our t)p,n,1011 to 11,st t•o,t 
t�i.ftti o�tes. 4hil 11ott t-e loo, on :M rt•,_.,, .. 
'IIJnh·f•H •MitlQo't ,1.lf1�111�·- hn tltt U •ttll f/AII : ····:····,····r····r···:····3····:····4·········,····:····•····:····,··»:• .. 

11[1!0 2 I full LH't 1 o' Pf1t l 
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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: 
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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: 

lltUclltd u tllt prtlutur, oh• for IICI', •1htrcuin9 phn, 
,or th �ut fu.u} yur, !Iott lllt 111<rtnd ,.,,,w, u 
u1t1h"411«-111•11tn, tof'llbllcu, our .,,.11,1011 to 1'tsl c,01t 
<.tmtrr ro•tn. Also nett thf foc,.s � on ttt>• 11.1,r· 
•1tuslt·frtt••uhOJ1phn111n9', 1111, t1t1 It •lllovr 

·••·:····,····1····2····:····s····:·•·•4••••:••••5••··:····,····:····,····:··· 
MIE ti fwtl use 1 of,�, I 

,,ns CTli1. C lO<O-h"'* 

Press CTRL C again to complete the Save option. The revised version 
replaces the original version on the Sampler diskette. 

3 
3 
3 
3 
3 
3 
3 
3 
3 

ht,: Stpt.lO, 1982 lo; Jefl11LUdtf 
Prn111,�1 

Jro,: C•ro1ynlonn 
�t1tll,tf.!lft. 

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: 

6UfS��/lOO'it IIEIIJ 

I 6£1 DOCIJOT 

3 
3 

l Rfl!OYf DOCI.IOT 

flOilMI I I jff 2 

3 



�h•l .. ' .. ..... 
Ul't1f1"941•tfSOll'f .... 

Pu1,.tf0t , .... 1, .•. 
b911111t'1 ltu.o-111ur tl(le:H •o.tt 
Sul A.11 IW•ttt.o , .. ... 

WlU U(llitrl .. ... 
S.htt lt,\Ol1 _,, 

t•Cltt1Nt0V4r111t,1I n.tt• 
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r-Decimal tab stop 

123.45 
4439.22 

1.79 
727.80 

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: 

·" .... , .... ,. · r· .. · ·s00·1 •• , ••• • ,, ...... ·, 1· ... 1 .... : ... 
r:tlQ 21 J1 I u,, %7 t* r,;, I 

599.00 

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. 

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: 

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 

tJct us- 3 
ll,11;1 h,1nFll9IIU 14•,s·•1111,11u )tt,M 

•- 11,,,-u 111,�h "'·" 3 "'" ,,..,41w .... rJ ..... 
� hn ,._, l.fl••II l'l.N 

/11UfH "" ,-.u,,,..,, .. , 24,tt � 
Cll,rt .. f1\f11111 I I I .. , .. 

,or IIKIDCIH 11.00 

ltq,rhll'f ...... - J , .• 1 
. n....,,1-ttr ·- ·�-" I ,. T "I I . ... . )' ....... ,·:· ')" .. 

,OICf 21,,11 L1�1,.,1qpJ 

Typewriter Tab Stop 

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

Sample 2: A Price List 

Maui 
Hawaii 
Oahu 
Molokai 
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PRICE 

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 ' 

Press CTRL C to continue. 

T.his document was created using WRITE tab stops. WRITE provides two 
�1nds of tab stops, making it easy to type columns of data such as this price list. 

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: 

The result, after several lines, is a column that is lined up on the left. 
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and press RETURN to move to the beginning of the next line. The screen 
looks like this: 

RttfD1unt ,,.1.-lp.1. 
ctrhht6 ,nws cwtlr ·�.ot 

�, .. 1,1 '°' 9 •·•· - I J.1. 
1,91nntts 1tuon1i91,r1ntludtd 10.00 

S•1I Pu, Monh1rt ,,., .. ,,.,. 
IUIS 1nch1t!fd 90.00 

S1.1rhn9 leuons llourh 
Utl.a!IUUrft••hl 1'.ot 

SC ... �, llh1'1 $Clift )t,,00 

I 

'"':••••1••••r•••·2····;·•••3"'l:""''•";"''S'''''''''i''D':'· ')"•·:••• 
PRICE 

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 
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 
the blank line, so that the list looks like this: 

Rut llh1n9 , .... Ip,,. 
ttrhhtduvenmtr ..... 

fol ti••r tcwt�, , •. ,.·5p.,. 
.,,h 111chdtd ..... 

Surlu1qltUOM l't::irl, 
1ncludtclbourc1renul ?1.00 

St111tf01V1n1J 5Cl,u $'9.00 

'''';" .. ("''T' .. '2'' .. :""l'''J;''"t'''';''"5"'':"''6''0':""J"'':'" 
Prnt ? t hi! lint lt 111 P,qt I 

At this point, the price list is up to date and you need to store it on the 
Sampler diskette. 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. 
Pres� ESC to return to the Main Menu, select the GET/SAVE/REMOVE 
function, and then the Save option. Then type the new name NEWPRICE: 

� 

� 

3 
3 
3 
3 
3 
3 
3 
3 
3 

3 
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Press CTRL C to save the revised list with the new name, leaving the original 
document safely stored on the diskette. 

Sample 3: A Report 
For the last example, let's look at the document named ANNUAL. Return to 
the Main Menu, select the GET/SAVE/REMOVE function, and then the Get 
Document option. Enter the name 

ANNUAL 

in the Document Name item. Press CTRL C to retrieve the document and 
display it on the screen: 

!14.IIDIAAftRIRIPS 

Prtp,rffbv 
'"':''''(''''f''"2"":'"'J"":1"'4'"':"")1'";""•'"';'''')''":'" 

IIIQ!Ufll 7 I hi! Ltu I of ''1' I 
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I I r 

Holidays in Hawaii 
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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: 

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

Maui Charter Trips 

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

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 Sand WRITE prompts you for 
the letters/words to search for, and the letters/words with which to replace 
them. Enter the name 

.3 

.3 

3 
3 
3 
-3 
3 
3 
3 
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lo, lnt1tor1. 

0•• ....... t .. � ... 

··. idiiiii11ii 
" ... ,.....,, . .. . 

•• R(.CMT 

Wt Vt ntn11h plu,N lo •1111ounct Utt 11•�1 Dt•rttf 1,1u 
li,d •n di-tut nco,, rtH In I'll. l);r ultt ....,, rou,My 
... It Old Ut9H, r11, ''""'' fH\011 for IIIU pPrf•n•u 
II Nr tC!fl ut1 f l'f ••f'llff'of•t•l,.-,;,,1 , .. Ot9'1h 
u .1-.. �·"'· '""' trin ds.t .. ., ur� H,n 
t1.., t:1*l ..... ht tt,l h ... Jflr',.tN ••Wr f•ffU! ,._--, 
t:tu U�N, 

Jd'l,ft .. � ........ ......... 

...... ( ····t""" ··1 - 

1-18 pfs:write 

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 
!hrough _several pages_ of t�e 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: 

If you were to print this page of the document, the referenced graph would be 
printed where indicated: 
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To return to your document after reviewing the information on these screens, 
press CTRL C. 

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: 

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

3 
3 
3 

IM ·•aa 1 ,u 

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

When You Need Help 

Q\111 tllAlllU IIIIPS 

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 those 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. 

If 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. 
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Summary 
• PFS:WRITE is a computer program that prepares and prints all kinds of 

documents-letters, memos, financial reports, etc. 

• To use WRITE, you need an Apple lie computer with 64K of memory, an 
SO-column video monitor with an BO-column text card, and one disk drive; or 
an Apple lie computer with an BO-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. 

type/edit 1 -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: 

2 DHIIIE PA6( ) CLEAR 

l f'Rllll 

H*UHllllllllflfl 

PreuOpt11Appltltfo,lltlp 
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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: 

I 

····:···•···t····r···:····1····:·········:····5····:····,····:····,····:··· 
li..vt111q Cop, tt hll lint- 1 cf,,.;-, 1 

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. 
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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 J 

• 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.) 



Maul Charter Trips 
11800 lahaina Blvd. 
Ulh•ina. HI 23660 
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Cur r-r. u.C:!lrs. lltllu'l9ton, 

EnclO'SH u, Ult tlcltts lot 'f:>.I c1>.trt,1 fh911l t1>1!o11.11 tilt 
hut llftt o-f h<.ffi-t•, ''* •111 find ,cuclltfs hr ,out 
undtaUIU iNI ur rtnUI 1n tl't fotf,r llltli tilt ilrphtt 
htlth, 

Ju dso tnclcsu1q • o,ov-..1, and priu lut fo, tow,, 
'1Cur11ett>, , .. d sporh 1nstrcuh� •�uhth onu you rucll 
t-e uhnd. Plus, ht ff •�o•, �1tht1" btfwt o, ,11,r ro11 
irrnt, 1f fff •011ld hkt to bJJOl •nv o� uese ictilltlU. 

llr,•ndi'!<rs.Ha.rovlltll1119ton 
1B1tP1ontft �ltt 
lhd9t-oo6, Cl! t1106 

,,.. .. ,., .. ,.,. .. ,.. ,.,. t•c�•t• io,r yovr- ,,....,..t.,. 111Q"lt to,.,...,, n• 
l1r,t .... I QI C..<.•ooll••· Vo .... ,II ""II �ot..-h••s IQr- - 
�:;:��''" •l">ll ,.,. r..-,t•1 1n tn• folo•� .. 1,,. tr-• ,u.-pl••·• 

C•rol�n Jon•• 
..... , ... ., -.q ..... , 

t ,..,.. •l•o ,. ... ,10 .. ,,.9 • t>�oc,., .... •!'O 0�1t• IU,l •v to.,•, 
•·t"r,10,,• • .,-.o ,110·1• ,.,.t, .. chD" '""'"'l•t>l• O'lt• v<>o, ,. .. .,.,. ,,.,. ••*•""· "''•••• t et "* 1o .. o .. , ••tn., o••<Y• ,;,,- •'t•• .,.ou 
..,,.",•• 1t vo... ....... 111 1,1,. to b...,. •nv .,, '"'*'" 4'Ct• .. •n••· 

�, ..... ., "'•· 1-i•.-�•·, .... ,1, .. 0,c, ... 
11 ·�• P10" • ...- Or, .. ,t "•"<1-1><1d. �JI ,11 ... 

......... ( .... 1····r···:····i····:····•····:····s····:• ... , .... : ... ·,····:· .. 
•Mt1n9Cop1 11r11J1 llntl1ofhttl 

The letter on your computer screen looks like this: 

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, 

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): 

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 

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

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: 

I 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. 

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. 

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): 

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 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. 

Entering Text into the Document 
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These keys move the cursor one space in the 
specified direction . 

btloud•rttlltll(hllfor yourcllmtr lll911ttol!•u1 t11t 
first llftl of hueber. loq •Ill h•lf "*-"NS for y!Jllr 
condc,11111.-1 ._.,,ur renal HI Ult foldtr •1tlltllt•trpl•u 
hOtts, 

11, hope yei.1 •tll HJOf yotr tnp to Giit buut1hl ul,nd. 

I u •hot11clos1:"1 • lrotllurt •nd priu Int for tours, 
,,c...ruoM, •nd sports uutrctatlot •vulHlt <Witt r111 rtttll 
tile 1,1...,. Plunht 111ho•, t1tlltt' Otfottot 1flff ,ci.­ 
•inn, II ycu l!Oulll ltlt to book •nr of these ,ctnit1u. 
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l!r. •nltla. j!,wv,y lltlhn9ton 
11379 P1onfff lrt•t 
�1,;f'IIQl>f, U 97106 

· .... :····1····1•"'?"":""l"'':·········:"''$""'.""•"":""J"'':··· 
llorh1u1 Copy 11 Fu11 line 27 ol ,,,, I 

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. 

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

E]EJDJ[] 

Moving the Cursor 

The screen now looks like this: 

3 
3 

3 Control Key Function 

3 I CTRL I �, then � moves to the beginning of the document 

3 I CTRL I � , then 0 moves to the end of the document 

3 [QJ 1--j moves to the previous word 

[QJ 1-1 moves to the next word 

� 1-1 moves to the beginning of the current line 

� 1-1 moves to the end of the current line 

3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
.3 
3 

Sincerely yours, 

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

Using the DELETE Key 

• 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.) 

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 

• 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. 

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: 

Correcting Mistakes 
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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; I 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: 

bdmd "' '" t1thh fGf )"' , • 

.,1 

fl1t>t to,.,. u, 
lirtt tittt Gf lrt<Ntu. You 1111 hndt11chff1 far )our 
cead31t111111 Hd u,r rtntd 111 t/ot folu, 111 t� a, nr,tttt 
tlcttt,. 

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

&-, •ndllrs, ll.rnyllflll11gton 
lll1' ,1t11w Or1rt 
Rtd9tllOOd,tA91106 

E.tclostd •rt t.bt ttchu lor '(Ollt Cllart,r lli911l t•�u1 tllf 
fu\l 91Nt O'f �f9btr, tot ,111 hHl)UU!tn tor your 
conllot1111u••"lfur tfflUI Hltht fcldtr •ilh tilt ,uphu 
tidth, 

I <11 •hofflcle11nt •brodvrtlf'4,r1u lut for to.irs, 
tttwuoi,,, Ml "or-h 1nstrc11hon nnhblt onct ,au ,,1ch 
tilt Uhfld, Phut Id If he., tit• lltfort or •flt! tOM 
Utht, if 1'CIIIII iotli hh to ,oot •nr of Out •tthitiu. 

W. lloft t• ,111 ujoy )'Ollr trip to°"' buut1hl uhnd. 

····:····(''''1''''2'''':''''l'''':''''4'''':····,····: .... , .... : .... 1····:· .. 
I lFull l111t 16ofhtt I 

Notice 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: 

r.no1otd •rt tilt t1c•,ts for vo.ir cll•rur 1114111 te N111 tlu 
first .«t of Dttu:tr. You ,111 llnd 1,,,,l""'tt-�, •or 
,� .. r tonllo11n11.11 .nd (U n'lld 111 tti, loldff •Ith t11, 
,1,phut1ct,ts. 

3 
3 
3 
3 
3 
3 
3 

3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
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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: ! 

Entl� .,., t�, tlthts lor you, tll1rttr fltqnt to �JI tn, 
first ,e,t c-t ™Nbu. To,.; 1111! find tr•vtl vOl.lclltrs tor 
1o..J -C01"11111n1ue •nd ur ,,nt,! 11110� leldtt -1111 IN 
,1rphct ttci,ts. 

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: 

f11tl01td .,, Ult UCkftS tor ,o.rlfl11•t to NII l"t h•st 
� ef PMtOtt. Yo1111JII h11d trntl vo1.1chtr\ for ,our 
co11dc1111i111 ud nr rf'ltd 11 t;,t 'olc'tt •tli o, ,ir;hc, 
ttthts. 

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.: 

[ntloud arr !ht tlcttt1 for tCt..t flttlll tOl'.41.I t•t hrst 
•ttl o� Ottttht, You ••11 hnd lr.ivtl vo11clltrs lor �cur 
COfldC-ttllh .. t u,1 Cli' tf"'ld 1• t•t ,o!!!' 11tl tt•, •11,htt 
t1Chls, 
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Press CTRL W four times to erase the rest of the salutation: 

tt1rl 

bclos.H i!t o, tlthh for ,0..1 rn,,t to �id tu hrn 
11utcl DttHIIH, Yo11,1II flndtrotl vouclltrs for YOllr 
(OfllfOllU\"1 ... , (H r,nt�1 lit Ult loltN' Olll tilt atrfhU 
tachU, 

Now type the first names, Harvey and Jill: 

Ot11 hit•trandJ111, 8 

C.-clou·f u, tilt tictth fw )Wf fl,�llt to l'..i;,i1 o, f1r1t -.,t of Dttl'lbtr. Yo11 1ill !111d tra�,1 vo11tlltr\ !or yOl.if 
COflllCIHllr..t ..... ur ,,·hi llt l"'• fi;,ICtr ,,l .. Ult urplKI 
ta Ith. 

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 c in condominium, and type the word hotel. At this point, the 
paragraph looks like this: 

EndGIK 
art tht t1tut1 f« reur flltllt to Nd lilt lint 

•ttk l Otctthr. YOl.!•ill hndtrivtl vovctltrs l0t your 
hot1Q111,1u1 Ud u, fMtil tfl tilt folor 111 t• tl'lt urflKt 
llC�th, 

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: 

tnclCKtd �tt 111, t,cttu fot Je.d flirt to �a.1 tu hrst 
""' of Dtttehr. Y011•11l hntltr,nl v1111th1r1 for your 
llottllM ur rtntd II Ut fohltr •1tt1 t._, mtlut hcttt,. 

• ::3 

3 
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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 Trtps 
11800 lihatna Btvd. 
UhaJna. HI 23680 

0.1 -..- .... 1•. ,oe;: 

r,,, •<'O .,...,, _.,,.,,, w.11, .. �l<.,•, 
11·,, •,on-• Ora"• 
li10Q-OOO, CA <911,,, 

c.,.., .......... ,."CIJtll. 

,,.clo•..i •'"• t"• tic:••t• ,,..... .,.....,, tloql-1 to""'" t"• ,,,. .. 1 
-•• o' 11.� ..... --. Vo., ,.,11 ,,.,., vo.ic:11..,• tor yf>-,,- 
l">et•I .... a c.•· ,.,..t•I 1n tl'le •01<1..,. .. ,11'> i;,., .,.-pl-,i• tic:••••· 
J •"' •l•o .,..,,.,.,,.,q • o,�.,ur• •no pru,• h•I 10, ,....- •. .,,,c....-••u••· ..,.., •110,-t• ,.,.,,,-.,..,,..., .,,,.,,,,.1:,1• once"""-',.,...,,." 
tr• ••'•"0· ,1 ....... l•t .,. ,n.c,.. •1v,...- o•lo•• <=<" •*••• yo... 
,.,,.,.,.,. ,• vo.. -Id Ult' •o "°"'' '""" ct I�•- ;iCtl•<l\lff, 

11,.,1:t• o, ..... ,, 
Yl:)J<ollflO lour 
looo O•Y 1.,...,..,.,..., 
i.,.,,..,1fu• E•t•r Srlo,, 

c_,.,.,,vn J.on•• 
..-.01, .. q #lc;•rt 



15.00 

Sc1111lD1ttt1q 15,00 
Yolunolour J1.30 
f-,o.1.£•cwuo1 m.,s 
l1,1,11/Firt httr Sflo- I.» 

I •• •ho fl'l<lou�q • broc11..rt 1-'ld prnt lut for tow,, 
t1t1.,rs1ons, •ndsporh 1nitr11(IIOl'I it.il•bltonu ,.._,uch 
tilt ul��. Pluu ht •t t"o•, t1tller btlore or •Htt yo11 
,1nvt, If you 11C11lc 11-t to 11�• Mf of uese ut1Httu. 

2lfull L111tl0ofh9tl 
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[nc1oud ,,. tilt tlchts fo, .,_ Utqllt to 1'��1 t,1, hrtt 
ltftt of (lf'ttl�f'!'. hii •lll hnd tuvtl vouc11en for your 
houl .ind u, rtntil 111 tilt f•llff •1ti. t"-t•1ot,·, hclth, 

"":''''[''''T''''2 .. ",'"'.l""''"'4"":"D'5"";""''"'1'"')""1''' 

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. 

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. 

3 
3 

32.50 
124.95 

8.50 

Volcano Tour 
Two Day Excursion 
Luau/Fire Eater Show 

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: 

.. ,.l""(''":''''2''"1""l""J"''4' .. 'l''t'3""1''''t"''l'''')"''I"' 
Tr,, io '"' llor Ill t ... 1,n1CIILC. f 

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

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: 

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 



• search for any word or phrase 

• remove, move, or copy a block of text 

returns to the Main Menu 

moves the cursor to the previous tab stop 

moves the cursor to the beginning of the next line 

moves the cursor to the next tab stop 

cursor position 
removes the character to the left of the current 

removes the character at the current cursor position 

begins inserting characters at the current cursor 
position (press CTRL Y again to end the insertion) 

displays the previous screen of the document 

erases the line where the cursor is currently located 
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erases the word at the current cursor position 

moves the cursor to the end of the line 

(erase line) 

• I CTRL 
J �, then� moves the cursor to the beginning of the document 

(Go To Beginning) 

• I CTRL 
J �, 

then [I) moves the cursor to the end of the document 
(Go To End) 

• I CTRL 
J � 

displays the next screen of the document 
(Next screen) 

• jcTRLI � 

(Previous screen) 

• JcTRLI 0 
(Insert) 

• JcTRLI � 

(Remove) 

• I DELETE I 

• , TAB I 

.@]§] 
• I RETURN I 
• I ESC I 

. [!] EJ 
• ICTRLI � 

(erase word) 

• JcTRLj � 

moves the cursor to the next word 

move the cursor one space in the indicated direction 

moves the cursor to the beginning of the line 

moves the cursor to the previous word 

allows you to set or clear tab stops 

displays help screens 

• center, right-justify, or left-justify a line of text 

• search for a word or phrase and automatically replace it with another word 
or phrase 

These features, plus others, are described in Chapters 6 and 7. 

Advanced Editing Features 

• insert a document stored on diskette into your document 

WRITE provides a number of other editing functions that allow you to perform 
the following functions: 

• underline words or print in bold type 

• insert a PFS graph into your printed document 

• merge data from a PFS file into your document 

• Use TYPE/EDIT to type a new document, or edit an existing document. 

Summary 
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Selecting DEFINE PAGE 
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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 page 2-1 

define page 

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. 

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. 

2: 

3 
3 
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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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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. 

define page 2-3 

If you want a document to be one continuous page, with no page breaks, set 
Page Length equal to 0. 

Pro, Optn Applt H ,er Http 

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. 

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: 

"3 
3 
3 
3 
"3 
3 
� 

3 
:3 
3 

3 
3 
3 
3 

3 

toN 11th 11s for tllt but Chr11tu1 o,f ft/1¥ hhhtt. �·.iii 
Ult cro.ds M ••1tih. Shy •t • dtlnt oc.un4front 
tondo11n11,11 t1ou to �•Ju, rut.111,,nh •14 hu sAioi:,. 
Sptn4 tilt first dlj5 tf to.if .... Uhllll O'l l.bt bHth or 
uplortn9 Ult Jtt11 ttnh1rv llh•J1n4 to.n e+ l'-'111111. Iliff 
101nusonChnstushtfot ,..,1Jl-l•1ull on,uiuunto 
ltt eno�ttkt"f 11ll!ld of l.11111. 

2-2 pfs:write 

FLYER 

Changing the Page Length 

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. 
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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. 

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 FL YER 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 

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: 
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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 FL YER 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: 

BUIII( PK[ 
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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. 

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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Page A-3 Page A-2 

Page Numbers 

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

Page A-1 

Footing 

Page 16 
Page 2.1.1 

• 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 
O or blank for one continuous page 

• Make sure to leave top and bottom margins large enough to accommodate 
any headings and/or footings entered. 

define page 2- 7 

Page A-1 

Summary 
• Use the DEFINE PAGE function to determine the page size and layout of a 

document. 

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. 

Leaving the DEFINE PAGE Function 

Other examples are: 

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

On the other hand, if you enter 
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Page 1 

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 

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

Page Numbers 

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. 
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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: 
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print 3-1 

print 
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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. 

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: 

Selecting the PRINT Function 

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. 

3: 
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• Set left and right margins to values between 1 and 78 

• Set top and bottom margins from 1 to 18 

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

• Headings and footings can be up to two lines each; they are centered in the 
top and bottom margin, respectively. 
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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 LETIER1 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 

LETIER1 

in the Document Name item. When you press CTRL C, WRITE retrieves the 
document and displays the first part of it. 
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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: 
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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 Char1er Trips 
11800 lahaina Blvd, 
Lahaina. HI 23680 
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The next few sections explain when and how to modify the Print Options. 
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li(lth, 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. 

11r.,11 LH1tl0Jh9,1 LEIIUI 
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When you have changed the paper, press CTRL C to print the next sheet. 

print 3-5 

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 

Printing Single Sheets 

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. 

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 

3 page, it displays the message: 
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Then press CTRL C and WRITE will print pages 3, 4, 5, 6, and 7 of the 
document. 

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: 
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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 
be 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. 

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, 
1 o lines down and indented 35 spaces. 

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: 
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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: 
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Press CTRL C to continue. When WRITE displays the message 
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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: 
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print 3-9 
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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. 

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 

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 

3 
3 
3 
3 
3 
3 

3 
3 Maui Charter Tnps 

I 1800 lahatna Blvd. 
Lahalna. 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: 
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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: 

Indenting the Page 



Pause Between Pages allows single sheet printing 
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get/save/remove 

Type the number of the function you choose, enter the document name, and 
press CTRL C. 

MIHlllliiifjB 

This menu asks which function you want to perform, and the name of the 
document with which to perform that function. 

To begin the GET/SAVE/REMOVE function, return to the Main Menu (press 
ESC if necessary) and type 4 in the Selection Number item. Press CTRL C to 
continue, and WRITE displays the Get/Save/Remove Menu: 

Selecting the GET/SAVE/REMOVE Function 

You use the GET/SAVE/REMOVE function to manage the documents that are 
stored on diskette. Using GET/SAVE/REMOVE, you can retrieve a document, 
save the working copy, or remove any document. If you wish, you can list the 
documents on a diskette before performing one of these functions. 

4: 
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3 
3 
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merges data from a PFS file with a document to 
produce form letters if you enter a PFS file name 
(and insert an item identifier in the document. 
See Chapter 7 for details) 

prints a range of pages 

PFS File Name 

Include PFS Graph prints a chart created with PFS:GRAPH as part 
of a document if you enter Y (and insert a 
*GRAPH name* command in the document. See 
Chapter 6 for details.) 

Indent shifts the entire text page, including margins, the 
specified number of spaces to the right 

Single/Double/Envelope prints with single spacing (S), double spacing (D), 
or prints only the address of a letter for easy 
envelope preparation (E). 

Number of Copies prints multiple copies of a document 

From Page!f o Page 

• The Print Options are: 

• Use PRINT to produce a paper copy of the working copy, including any 
added material (see Chapters 6 and 7). 

Summary 
3-1 o pfs:write 

If you are using an Apple lie, as you read this chapter keep in mind that Drive 1 is 
the built-in disk drive; Drive 2 is the external disk drive. 
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Listing Documents 
Otten 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 tits 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: 

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

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. It 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: 

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

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. 
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II lnurt •PfS:IIIIITEdntrlhtnthrDn�,. 

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. 

Prtn CTR!. C to cootint;t 

Tiit dulttU HI Ori'lt 2 1S not • PFS:IIRIT( dnhU1 

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: 

2) lu,r ti.t <W'tfl'l 4uhtt, 1t I� Ott�,, 
indcruttiPFS:WlllEd1\httt, 

Saving to a New Diskette 

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. 

It is important, especially if you are workin!J 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 
clearing the working copy by mistake. We also suggest that you keep a 
duplicate diskette copy of any lengthy document, in case the original diskette 
becomes damaged or worn out. � 
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You can begin editing or press ESC to return to the Main Menu and select 
another function. 

Type 1 to select the Get Document option, and enter MEMO for the Document 
Name item, so the menu looks like this: 

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. 

Press CTRL C to continue. When WRITE has retrieved the document it 
displays the first part of the memo: ' 
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If you leave the current diskette in the drive and press CTRL C, you will see 
the following warning: 

114'111116 

11(0JS((ITEl110AJY[2 

llltllECei-Pl.El(U(".thltllJb 
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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. 

get/save/remove 4- 7 

For example, let's save the document in the worki�g c�py to the diskette in 
Drive 2. (If you have been following t�e example_s in this ch�pter, the . . 
document named MEMO is currently in the working copy. If 1t rs not, retrieve u 
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: 

I Ell DOCJIIUII 

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

IIEIIPRltc AA!ltl( 
ttlt! (ltllll 
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1Mliil·ll4',I Ml4,,ii'lfitt1 
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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: 

011Ktory ll\l1n1 for dnvt 2 

,Cr'QICE ARTICLE 
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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: 

tAAll!ll6 

get/save/remove 4-9 

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 preser:ve th� 
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: 

SWS11V£1R["6V(IOIJ 

2 SAVEDOC:U!!fll 

�[•tr• 

Press CTRL C and WRITE warns you that it is going to remove the 
document: 
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Press CTRL C to complete the Remove operation. WRITE permanently 
removes the document from the diskette and returns to the Main Menu. 

3. 
� 

� 

Si! 3 
�! 3 
m:! 3 
�! 3 
m:! 3 
a:! 3 
11:! 3 

3 
3 
3 
.3 
3 
3 
� 

get/save/remove 4-11 

�-----------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 
• 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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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 

:3 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. 

YCftKlll6 COf'l UOUI fO IE ClOflU 

Pr1o(Stto,11,ndcntlln011tu11on 

PtiM\ClRLCtocon\11111, 

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. 

6: 
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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. 
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For example, retrieve the document named ANNUAL from the WRITE Sampler 
diskette, so that the screen shows the first lines of the annual report: 

1'182 
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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 
and press CTRL L. WRITE highlights that character to show that it has been 
labeled: 

btttr 1,11,ntlltP(HICtflt: 
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Now press the RETURN key twice so that the entire sentence is labeled. The 
screen looks like this: 
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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: 

Wt 1/t tittHtly plt•iN !t,..,..01;11<tth•t l',1.11 Cb•rhr lrtpi 
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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 1 O lines of text. If you attempt 
to remove more than will fit in the block buffer, WRITE displays the following 
message: 

"":""(""f''''1'"'!""l'''':"''4"":'"'$''''!""6'"':"")""!'" 
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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: 
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Now press CTRL R to remove the lines from that location, as shown below: 
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"''!''''l''"J'"'2" .. "'"l''':J"'&"' :""5T"':•·•·,·•·•:"")''":''' 
IIIIIIOAL 1? full lint l)of ,i;t I 

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: 

flssth lutulitits 

l•ncllll 3,,,2,001> Acco.;ntshy,.i, ,u,ooo 
ll.i11d1,,;sm on,ooo LOC'S s,n,,ooo 
jlJrphnn 131 7,219,000 ,.,,, Ctltd J17,000 
(it,.tttHt ttl,000 
Coll " 1,10,000 
ltctMbR:tt 331,000 

loul l\utts ll,111,000 Tohl Lub1ht1ts&,Sl8,000 

lltt•ortll 1,26',000 
.... ·""I"" 1'"'2' "' "" }" .. ; 1"'4'"' ;''"�1'" !""� .... ''"'I'"" .... 
-� lnstrhn9 7lfull llnt20ofh,,• 
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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: 

hn•ncul SliUttnl 

Stphl!)f'!'l0,lti2 

'it1t11,i1t11,,,,, ... ,11 
Ill ll.a1n Strfft 

hi� �tto, t,hto,�u 

L.aM 11 ),4112,000 Atto11�ts P,vntt 962,000 
91.nld1nq\ •fl U5,ott lOM'!S 5,n't,000 
�rri,hnes 131 7,219,000 hin 0-tcl 371,000 
h;.1,•rt ttl,toO 
Cull n1 1,to,oot 

... · ;'" ., .... , •• ' '1'''': '' 'l'''' :I''',.''''''' '5l'' · ;•'' .•. ''' '''' l' 
�.'t• 1'�1N"t1t; 7 l fill ure 5 ot Pnr, 

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. 



the next word containing abc in any position 

the next word, no matter what it is 

the next word starting with abc 

the next word ending with xyz 

.. abc .. 

.. xyz 

abc .. 

•··•;"»('"'t''''1''''!''''J'''';I''''''" '"')T'''''"'b'"'''"'l'''':''' 
AIOl;W fl hll lu, S cl hgt 2 

11, .trt htrHt1Y plund lo .n11cu11ct tllit 1',11.11 ClMtft fr1ps 
!Id ,, ,U�h,, tttord yur 111 1'82. 011r 0,lu ,,re rou911ly 
cloubh 0tir t.rgtt. fh 11•11u, ruMJt, re- t\a �edaru«t 
,sour,1c41m1t1onot tt1et11glllyprof1tabltl'-AJ1 fu11fl19llhd 
1r, J .. nt. 110,e.tr, 011r oOtr trtps •ho tid stronqtr \dts 
tll•n t•��tti. Ht Out �,lo• �ro•1�tt .,,..,�1, fortust i!l'4 
•thtil UIU, 

advanced editing 6-9 

If you enter WRITE will find 

::o;.::::.-:::u_._0 .. ,1u••u::::,::::::::1u11H11&1•••••n:::::::uuuu1nH1; 

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: 

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) 

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: 

� 

•3 

3 
3 
3 
3 
� 

!t 
!t 
3 
!I 
3 
!t 
!t 
!t 
� 

� 

� 

� 

� 

� 

!1 

I,!\ ii \11ihh! IUltRII II 

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: 

·� 
m;nm 

Searching for a Word or Phrase 
6-8 pfs:write 

as shown here: 

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,_ pre.ss CT�L C to continue. WRITE searches through the 
docu_ment starting imrnediately 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 

• 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 
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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 
sub;titute 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 0, 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: 

,m 

� 

� 

� 

� 

!I 
!I 
!t 
� 

� 

·� 
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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: 

<II L•�� 1tel11dt, tl'lt mw,, ,t 11ulu u• Ut •tKhfront 
ofhu on hn•p•h 8uch, 

121 e�1lf1'1s tfloCl1-:, Vt w,!i,t lt.'"1.r a�d offltt 
b1uld1nq. 

ill ti8ottP;1l1,ud!tl!lOl"t'1Ht 111'82. 
m Cullcnll4nd ,nt111dtttlltttc:r011ucounl•101.1nlf0ttllt 

stlltdulto[iitobtr cltubrs. 

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 0. 

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. 

I 'I 1Ml·i!Nl·11 Hiii PI ,t 
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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. 

advanced editing 6-13 

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: 

'"':''''l''''l''''i''":"''l'''':t'''-'''':""51"';""6 .. ":"''I'"':''' 
IUJl3i Hl'UIJ:ilttMi 18 

Type one of the following choices: 

l•nd <U l, •02,«+ kco-.nh h·,.i:.1, ao.ooo 
lti1h'1n9s ,21 635,000 LO,tflS 5,219,000 
A1rplil!N U> 1111t,OOO 1un0,,fd 111,004 

·•••;""(''''T''''2'''':''''3'''':T'''4'''':''''$T'":''''6'''':'"')''':"' 
NIM.Ill. t?fi.,11 lt11tlofl'19t4 

Stplo�-« lO, lft? 

S•1tll,Kll11e,,Fre11c11 
Ill llun Stfrrt 

,110 ;Ito, C..ltfc,11u 

�111111 tltu, � ''"'<� 
1U 11,1n Strttt ,,1. Alto, r,11,0,•u 

llnta luluhtln 

Stptt>tbttlO, i,111 

h.nlftJI 1,•u,000 Atu11111,P•r•b-le 862,000 
l1.uld111qs t1) 6-l$,OOO lOiM ),nt,COO 
�uthn,s tll 1,21,,000 h1t1 O•rd 311,000 

"'':''''l''"J""?'"'''"'l''":f· '4 .. "'"''Sf'''"'"'•"".''''l'''':''' 
cmrrrur11rn:rwmma 

1Utt®¥10ttn 

c 

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

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: 

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

to center the line between the left and right margins 

R 

c 

L 

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. 

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: 

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 

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. 



_, >oi,e ,o. •Ill t�JOl yo..r tnp to o.r »••hhl uhrs. ····.····,····r····1····:····r···:····•···· ····:i····:····,···•:····r"·:•" 
lllff'I J lf9ll l1•tHtf P1tt I 

(nclcndirt 11111r tice,u lcr ,wr c11uttt ll1911t tol'1u1 t11, 
sec::,,f •tet o! hnuuy, lo;, 11111 h116 'l'Oilf.l'rf"S for yOUI' 
condc,,1111., ind u• rf'llil 1n tilt ,outt ,1tll tilt ur,lit!t 
hcliets. I 1•1ho,11tlos1119•broch11rt•ndpno 1"1 ;OI' 
tOl.lrs, f,cursi�s, M'C Sll�h ,,.str11<tton 1,111.-1,on 1'•111 
ihtll. Plunltltttno-, t1thrr lltiortor tltff you ,,,.,e, tf ,o. IIICN!f 111, to •oo• Ii:!) tf Vtst Klhtltts, 
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"tr. nf !!rs. ll1llu1 il�tbo�, 
?II� t1,on t.'t•f �. 
t,nto11, 1111 980:i:I 

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.) 

Adding Another Document to the Working Copy 

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 a Document or Graph 

Press CTRL R and the lower paragraph will be pulled up to continue the first 
paragraph: 

I 
I � 

3 
·� 
� 

� 

- I � 

� 

!I 
!I 
� 

� 

3 
� 

� 

1 l Fl.Ill ltflt I' ol P1�t I unru 
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Et!CIOIN .,, -,:i.ir llctrh ,:ir ,� c•Mtfl' fll;H lt "·�· tr., 
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OctobtrO, 1912 
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uutn 11 t-11t1 l1,t n of ''i' 1 

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

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: 

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

Formatting a Page (Removing Space) 
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Move the cursor to the blank line three lines below the signature line of the 
letter from the president: 

, . .,., tulyyo.rs, 

lot\1111, LUllf! 
,,�1�tl'll 

• 

"'''''''1''''1''''2'''':''''l"'':l"'4"''!"''Sl' .. :'"'•'''':''''1'''':''' 
7lhll Ltn,Oo! h9e2 

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: 

lOfln It u,-,,, 
Prnulfflt 

,.s. At tht htHt IHnl ctf ftrKton 1Ht1119, It HS 
ltu4td to dlfflft tht u.tt o' ll•ui Chrt" Trips to Ko1tt1rs 
IA lluol, to Wt lctur.tltly ltf!Kt tilt kuttu 11 ltlticll 
t.11, cotpuy 1s c""rtntly H1919d, nus t/oc11lfflt rtflKh 
tl,te.wch111,,. 

····:·••·c••••1····2····:····3····:1···•····:····s1···:····,····:····•····i··· 
-... 8lf11JI lu1t•loft,,,2 
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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 layout 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 lie or lie PFS:GRAPH version 8:00 (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.Pie, you would enter 

*GRAPH Sales.Pie* 

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: 

l'lllll!ER'IEIJU 

I ('Sll • Bi 

l ll(C/C.ITOI! 

11#1111111,1 i:fil 
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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 18 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. 
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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: 

Pnp•rtdbr 
.. ,.: .. "l'"'l'"'?""'" .. Z' .. ':1'"4'''"'")1'":·•"•'''':''''l''";''' 

/Nil.Al 1 l full h•r I of P,9r I 
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Now press CTRL B repeatedly until the entire title is highlighted: 

1982 

IIAIJI Cl!ilfHElt TJIPS 

f't$1rf'dlr 
'''':' '''(''' .,. '' '2' ., ':''' 'l'''' :,·' '4'''';''' ':if''';'''' ••• ": .• '')'' .• :· .. 

Mlf.Ml 1 t fvll t.1� I of r,qe I 

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: 

,m 

.... :""('"'t" .. ,. · · :"' ·1· · · .;'!.!'�':'..��I ·s,·• ·: · · · ·•· · · ·: · · · · r · · · :• .. : 
� BoUOtt 11,.11 t1,,1of,1q,t1 

To remove boldfacing, you must retype the material. 



*PRINTER 20* 

The command can be abbreviated to *P 20*. 

to return to normal printing. 

- 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 

entered in a search phrase, finds the next word starting 
with abc 

- leave Auto/Manual at M to verify each replacement 

searches for a phrase and, if requested, replaces it with 
another. 

removes a labeled block of text, if there is one, and 
places it in the block buffer 

if a block is labeled, places a copy of the block in the 
block buffer. If no block is labeled, places a copy of 
whatever is in the block buffer at the cursor location. 

labels the character the cursor is on. To label the rest of 
a block of text, move the cursor to the last character in 
the block. When text is already labeled, CTRL L unlabels 
the entire block. 

• abc .. 

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. 
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• I CTRL I [8 
(Search) 

• I CTRL I[§::] 
(Remove) 

• ICTRLI � 
(Duplicate) 

just before the word very. Then, after very, you would enter the command 

• lcTRL I [D 
(label) 

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

Summary 

*NEW PAGE* 

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

Starting a New Page 

The command can be abbreviated to *N*. 

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

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 code 1, code2, etc.* 

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

*PRINTER 14* 

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 
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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. 
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form letters 

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. 

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

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. 

The First Step: A PFS File 

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.) 

!i 
!i 
31 
31 
31 
31 
� 

:I 
31 
� 

� 

� 

� 

� 

� � 

� 

� 

starts a new page when printing 

underlines the character the cursor is on 

inserts the graph named "chartname" where 
the command appears when printing 

boldfaces the character the cursor is on 

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 

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

finds the next word containing abc in any 
position 

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

• 
ICTRLI 

� 
(Boldface) 

• ICTRLI § 
(Underline) 

• *NEW PAGE* 
*N* 

• *PRINTER code 1, code2, ... * sends the listed code to the printer to alter 
*P code 1, code2, ... • printing modes. Separate multiple codes 

with commas 

• *GRAPH chartname* 
*G chartname * 

• 
[CTRLI � 

(Append) 

• .. abc .. 

.1 CTRL I [D 
(Format) 

• *JOIN name* 
*J name* 

• .. xyz 
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WRITE can read data from Apple II, lie, or lie PFS:FILE files. The files can be in 
40· or 80-column format. On the Apple lie, 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 II 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. 
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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: 

PfUlOPTJOIIS 

bll,iltAiAti.111tl I 

lit.lli1tillilll. nu �m1 ,MHI HA s 

filnlit 14415HllCB IA • 

Prf\\Optnllppltllforlltlp 

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. 

W!Iillili8 I idLll I 

lll!DII O 

mll!mJilll SI Afr 

Pttnoi,•nl\ppltlllorlltlp 
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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: 
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Follow its instructions and WRITE will print the next letter, pausing after it is 
finished for the next sheet of paper, and so on. 

Salary 

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 

Rflll(V( 9(( flleSIAfF 

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. 

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. 

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

*item (T)* will insert item as a string of text 

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

*item* will insert item at position of left asterisk 

*Total Cost (Rt 

• Specify placement of the PFS file item as follows: 

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

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

Summary 

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

• You can merge data from any Apple II, Apple lie, or Apple lie PFS file into a 
WRITE document. 

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: 

Right-Justified 

� 

� 

!i 
!I 
!I 
!t 
:t 
:t 
:I 
:t 

� :I 
:t 
� 

3 
!ii 
� 

!I 
!I 
� 

�� 

� 

� 

� 

*Salary (T)* 

1200 North State 
Ukiah, CA 95482 

Text Placement 

*Name* 
'Address" 

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

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. 

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

type 

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

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. 

Left Justified 

WRITE provides three methods of placing merged data in your document: left 
justified, text placement, and right justified. 
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Most of these messages appear in the message area at the bottom of the 
screen: 

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. 

IIIYAllO S(L[tTICII 111.lllBU, �l-0'1£� 

PFS:WRITE displays other messages on a separate screen: 

,aoHUI 

1/0UlltOA 

Prtn ESCAPC tcrth•rn to ll•1n 11,nu 
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When you encounter one of these messages, simply locate the message in 
� 

Message Description Corrective Action 
the list below and follow the instructions in the Corrective Action column. To � DISK IS WRITE- You tried to SAVE the working Remove the write-protect tab or 
restart normal WRITE operation, press ESC to return to the Main Menu. PROTECTED copy to a diskette that is write- Save the working copy on 

Following is the list of WRITE messages, arranged in alphabetical order. � protected. another diskette. 

� DOCUMENT There is no more room in the Save the working copy, then 
Message Description Corrective Action FULL working copy. enter the rest of the document 
BLOCK TOO You have labeled and tried to Type Y to delete the block 

� 
as a new document. To 

LARGE TO remove a block of text that will without saving it in the block combine the two documents 
SAVE. REMOVE not fit in the block buffer. The buffer, or N to return to the when printing, insert a JOIN 
ANYWAY? (Y/N): block buffer will hold only about working copy. Label the block � command at the end of the first 

10 lines. in smaller sections to remove document. 
and save the smaller blocks � one at a time. You could also remove text 

� 
from the working copy. 

CAN'T FIND The computer cannot find the Check the cable connections. 
DISK disk drive. DOCUMENT Your working copy does not Make the document smaller 

� TOO FULL TO have enough room to adjust the before you adjust the margins. 
CAN'T FIND WRITE cannot find the Make sure you have entered REMARGIN margins. 
DOCUMENT document you specified when the name correctly, and that the 

� � using the GET/SAVE/REMOVE diskette containing the DOCUMENT TOO The document you tried to Resave the original document 
function or Append command. document is in Drive 2. LARGE TO Append will not fit in the in smaller sections and then 

=.t APPEND working copy. Append again, or JOIN the 
Or, if you try to Get a GRAPH WRITE can use charts only to document at print time. 
chart from a document diskette, print them. You cannot Get a � you will get this message. chart. 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 

DISK The area of the diskette where Immediately make another copy TO GET on a system with more memory and save the 
DIRECTORY IS WRITE keeps track of the of your backup copy, and then memory. It will not fit in document in smaller sections. 
DAMAGED documents on the disk can no use the backup. The damaged � memory on this system. 

longer be read. diskette must be reformatted 
and recreated or should be � 

'FROM' PAGE IS The page number you entered Enter a number smaller than 
discarded. TOO LARGE in the From Page item of the the last page of the document. 

� 
Print Menu is larger than the 

DISK FULL WAITE attempted to save the If you have some unnecessary number of the last page of the 
working copy and found that files on the diskette, use the document. 
the specified diskette did not REMOVE function to delete � 
have sufficient space. them. Or, you could use a IDENTIFIER The PFS file items you have Make the names in your 

different diskette on which to 
� 

LIST TOO LONG entered in the identifier spec document shorter, for example, 
Save the working copy. will not fit in WRITE's internal Zip instead of Zip Code. 

The diskette that contains the 
storage space. 

Use the REMOVE function of � PFS file you are using is so full PFS:FILE to remove some INCORRECT WAITE cannot use the margin The minimum left margin is 1 
there is no room for your unneeded forms from the file. ?J MARGINS numbers you have specified. and maximum right margiin is 
retrieve specifications or 78. Both margins must be given 
identifier specifications. a value, and the left margin 

You already have the maximum Erase one or more files that are ?J value must be less than the 

number (26) of files on the diskette. not needed, or use another 
right margin value. 

diskette. � 
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� 
Message Description Corrective Action Message Description Corrective Action 

INVALID WRITE cannot recognize the Document names can be only � NO TEXT TO You have pressed CTRL D Label the text you want to 
DOCUMENT document name you have 15 characters long; can include DUPLICATE when there is neither a labeled place in the block buffer, then 
NAME typed. only letters, numbers, and � block of text, nor any text in the press CTRL D. 

periods, and the first character block buffer. 
must be alphabetic. Retype the 

� name. NOT A PFS FILE The file whose name you Make sure you are using the 
entered in the PFS File Name correct name, and that the 

INVALID You entered a number for the Re-enter a number that is !I item of the Print Options is not diskette containing the file is in 
SELECTION Selection Number of a menu shown on the menu. a PFS file. Drive 2. 
NUMBER, that is invalid. The number !I 
RE-ENTER must be shown on the menu. PAGE LENGTH You entered too large a number Enter a number less than 1000, 

MUST BE LESS for the Page Length item on the or enter O to print the document 

1/0 ERROR There is a physical problem � THAN 1000 Define Page Menu. as one continuous page (no 
with either the disk drive, the page breaks). 
disk controller, or the diskette. � 
Some possible causes are: PAGE LENGTH The page length you have Enter a number at least one 

� 
NOT LONG entered is not large enough to larger than the sum of the top 

Disk drive door open. Close the door. ENOUGH accommodate the top and and bottom margins. 
bottom margins. 

Diskette inserted incorrectly. Remove the disk, then re-insert 
it properly. MUST ENTER A You have not specified the Enter the name of the 

DOCUMENT name of the document you document you want. 
The diskette isn't formatted. Format the diskette. NAME want. 

Loose cables. Check that cables between SEARCH LIST The retrieve specifications you Specify fewer requests in the 
computer and disk drives are TOO LONG have entered for the PFS file retrieve specifications. 
properly connected. � will not fit in WRITE's internal 

Dirty head. If the disk drive has been in 
storage area. 

use for some time, the head !I SEARCH WRITE found no occurrences of WRITE searches from the 
may need cleaning. Refer to PHRASE NOT the phrase you entered in the position of the cursor forward. 
the disk drive manual or see � FOUND Search For item. Usually you would want to start 
your dealer. a search from the beginning of 

Worn out diskette. !I a document. Also check the 
After 40-50 hours of use, the spelling of the search phrase 
disk may need replacing. Try 

� 
word. 

using a different disk. 

Malfunction. DO NOT USE THIS DISKETTE 
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 
AGAIN. Make a copy of your DUPLICATE will not fit in the block buffer. the original block in smaller 
backup disk, then use that 

� 
The block buffer will hold only sections. 

copy. If 1/0 ERROR persists, about 1 O lines. 
take the disk drive to your 
dealer for testing. � WORKING You have used all the space in Save the working copy on a 

MARGIN MUST 
COPY IS FULL memory. diskette, then use CLEAR to 

You have entered a top or Enter a number smaller than 19 
� 

continue with a new, blank 
BE LESS THAN bottom margin that is too large. in the Top Margin or Bottom working copy. 
19 Margin item. 
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!t Cursor Movement 
Keystroke Moves the Cursor 

1-11--1 [] [IJ one space in the direction shown by the arrow 

[QJ 1-- ! to the next word 

� 1-1 to the previous word 

� 1--1 to the end of the line 

[!] B to the beginning of the line 

I RETURN I to the beginning of the next line 
J 

TAB 
J 

to the next tab stop 

i]J I TAB 
J 

to the previous tab stop 

I CTRL J � to the next screenful of text 

I CTRL I � to the previous screenful of text 

I CTRL 
J 0 then � to the beginning of the document 

I CTRL 
J 0 then 0 to the end of the document 

� Special Function Keys 
Keystroke 

lcTRLI@] 

@] [8J 
I ESC I 

Function 

WRITE continues with the specified function 

WRITE displays the Help screen 

WRITE displays the Main Menu 
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Editing Options icTRL! � underline hold CTRL, press SHIFT and_ 
(underline) to underline each letter. 

Keystroke Function How to Use It Retype to remove underlining 

lcTRLI 0 append CTRL A, then specify document name, lcTRLI B erase word CTRL W to erase each word 
then press CTRL C � 

lcTRLI � boldface CTRL B to boldface eacl;l letter, retype to � 
Define Page Options 

remove boldfacing Left/Right Margin enter the column number for these margins 

lcTRL I@] duplicate label a block (see CTRL L below), then � Top/Bottom Margin enter the number of lines for these margins 
CTRL D to put copy in block buffer, move 

� Page length enter the number of lines from the top edge of cursor to new location, CTRL D again to 
duplicate at new location your paper to the bottom edge 

lcTRLJ � !I 66 for standard 81/2 x 11 paper 

erase line CTRL E to remove each line 84 for standard legal-size (81/2 x 14) paper 

� 
102 for standard ledger (11 x 17) paper 

lcTRLJ � format CTRL F, then L, R, or C O or blank for one continuous page 

JcTRLI 0 insert CTRL Y, then insert text. CTRL Y again Heading enter up to two lines of text to appear at the top 

to leave insert mode of each page 

I CTRL I [I] label block CTRL L, then move cursor. CTRL L 
Footing enter up to two lines of text to appear at the 

bottom of each page. For automatic page 
again to unlabel numbering, enter the starting page number in the 

JcTRLI � remove character CTRL R to remove each character or a 
footing. 

labeled block PR I NT Options 
I CTRL I [TI search move cursor to beginning of document, From/To Page enter the first and last page of a range of pages 

press CTRL S, type Search Phrase, 
press CTRL C Pause Between Pages Y to pause after each page to insert a new sheet 

search and replace move cursor to beginning of document, � of paper 
press CTRL S, type Search Phrase and 
Replacement Phrase, specify Manual or � Single/Double/Envelope enter S to print single-spaced 
Automatic, then press CTRL C D to print double-spaced 

count move cursor to beginning of document, � 
E to print the address 

press CTRL S, type a word or .. in Indent enter the number of spaces to shift the printing to 
Search For item, specify Automatic, then � 
press CTRL C the right on the paper' 

I CTRL I Cu set tabs CTRL T, then T or D where you want � Include PFS Graph enter Y to print a chart created by PFS:GRAPH 
tab. Space over T or D to remove. CTRL 

� 
as part of the document 

C to continue 
PFS File Name enter the name of the PFS file from which to 

� read data 

'I 
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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. 

Special Commands 

*JOIN name* 
(*J name*) 

*GRAPH chartname* 
(*G chartname *) 

*PRINTER code 1, code2, ... * 
(*P code 1, code2, ... *) 

*NEW PAGE* 
(*N*) 

appendix b B-5 

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 

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. Atter 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 

finds the next word starting with abc 
finds the next word ending with xyz 
finds the next word with abc in any position 
finds the next word 

e.g., abc .. 
.. xyz 
.. abc .. 

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: 

Manual/Auto 
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glossary 

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

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. 

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

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

� 

� 

!I ASCII 

� 
cursor 

� 

!I default values 

!I 
document 

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

format disk to prepare a disk to receive data. 

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

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

menu 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. 

wild card character 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. 

� wordwrap 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. 

A 
add 

document . . . . . . . . . . . . . . . . . . . . . . 6-15 
graph 6-18 
to working copy . . . . . . . . . . . . . . . . 6-15 
when printing . . . . . . . . . . . . . . . . . . 6-17 

addresses, finding 3-6 
adjust 

position of line . . . . . . . . . . . . . . . . . 6-12 
printing on page . . . . . . . . . . . . . . . . . 3-8 

append file . . . . . . . . . . . . . . . . . . . . . . . 6-15 
ASCII G-1 
asterisks 7-2 
automatic search-and-replace . . . . . . 6-11 

8 
beginning of line 1-7 
blank lines, delete 6-14 
block buffer . . . . . . . . . . . . . . . . . . . . . . . . 6-4 
block buffer size . . . . . . . . . . . . . . . . . . . . 6-4 
block copying 6-7 
block editing . . . . . . . . . . . . . . . . . . . . . . . 6-1 
boilerplate 6-15 
boldface . . . . . . . . . . . . . . . . . . . . . . . . . 6-20 
bottom margin . . . . . . . . . . . . . . . . . . . . . 2-4 
break, page ................•...... 6-22 
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