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Congratulativns! You have purchased HomeWord Plus. the second updated
version of the award-winning HomeWord word processor. HomeWord, named
““Best Word Processor for the Home™™ by Software Buyer’s Guide and *"Software
Product of the Year™' by Classroom Computer Learning, is ““for people who want
to work with their computers without having to learn how their compulers work.™
-- Byte magazine.

Additions 0 HomeWord Plus since the previous update of HomeWord include: an
optional 80-column full-screen dispiay: u built-in speliing checker: support of bard-
disk, mouse, the new memory expansion card. and the new UniDisk 3.5 disk drive;
a new manual with Advanced Feawres never before referenced in previous
versions: new ProDOS system for taster drive access and directory filing.

To use this manual, read through the first few sections. Follow along on your
computer as you read. Follow the instructions 1o load the progruun. Exunune the
Menu Area and the Typing Area as you come to them in the manual. Experiment
with the Important Keys.

When you've jeurncd how to get around in the program, read through the sections
which describe cach Muain Menu feature, und its fumily of related leatures. in
Customize and Utilities, follow the guidelines for customizing your disk for your
preferred options and printer setup, and creating a data disk.

If you are new to word processing, pay especially close attention 1o the File section.
While other features {Edit. Layout) have their rough (someiimes very rough)
equivalent in the typewriter you left behind, File is something new und different. As
you'll soon find outl, it’s one of the main reasons you traded in that typewriter for a
COITIpULer. '

When you get to the Advanced chapters. STOP. Work with HomeWord Plus
awhile. Begin new files on your newly created document disk. Type in 1ext, erase
and move text. play with the margins and type styles. Find misspelled words, save

files, and print them out on your printer. Only afier you are really comfortble wiih
the basics should you venture forth into HomeWord Plus’s advanced sections (ihey
assume -2 minimum knowledge of how HomeWord Plus works).

If you get lost, there is plenty of help available. Look in the Index to quickly fincd
specific features. If you are having probiems and are stuck for an answer, W w
the Help section toward the back of the manual.

BACK-UP YOUR PROGRAM DISKS

Before you begin, make a copy of the HomeWord Plus word processor and speller
disks. Then you can put away the original program disks and just use the copies.
This protects you in case of disaster -- a spilled coffee cup. baby’s sticky fingers.
etc. Also, your master disk will last much longer if you operate only from copies.

Refler 1o Appendix Cal the end of this manual for detziled instructions on copying
HomeWord Plus to a 5. 1/4” floppy disk, hard disk, 3.57 disk, or Memory
Expansion card.

LOADING INSTRUCTIONS

To load HomeWord Plus, hold the word processor program disk with your thumt
on the label side up, and slide it into the drive. Close the drive door. then turn vn
your computer and MONior.

Now the red light on the disk drive is on, and there is a whirring noise. The
computer is busy loading information. Wait until it stops, then, when instructed ou
the screen, press RETURN o enter HomeWord Plus.

You are now in what's called the main *“menu’” area. It's called a ““menu’" becaus
it offers several choices. The choices are represented by pictures, which we call
“*icons.”” The words on the screen describe the functions of the pictures. You Cas
use the left and right arrow keys to view the various choices on the menu, and the
RETURN key to choose one.




This 15 the area of choices, which is why it’s called the “*menu
area.’” These choices are represented by pictures, cailed
Cicons,

The Irame around an won s called an “icon carsor.’”

Use the right and left arrow keys o ““frame™ whichever

won you want to choose.

Press this key (o choose the icon that is ““framed.”

From the main menu. press ESC w go to the typing area
{and back again),

Each icon in the main menu represents a “family™™ of icons that perform refate
functions. When you ““frame’ an icon with the icon cursor and press RETURN
seject it, you will then view the related icons.

Sometimes the icons in the level just “*under™ the main menu perform the funciios
you are locking for. At other times you have to go through several levels 1o get 1
the icon that actually does the job. For instance, to change from Normal type i
Boldface type, you must select “*Layout™ from the main menu, *"Print style™ tron.
the Layout menu, then “*Boldface text™” from the Print style menu. The lowest level
icon is always the one to do the work -- the higher levels only point the way.

In general. you press RETURN to go down one level and press ESC to go up .
level. Explore all the icon families o see how many levels there are and what the
do.

To see all the icon family trees in detail. look at your Icon Family Tree referenc
card.




Pressing ESC in the main menu takes you 10 the “"Typing Arca.” Here you may
type a memo, a letter, a term paper, or whatever else you need.

What you type appears here on the
screen. The cursor,.a blinking square,
shows where you are on the sereen.

In the lower lefi-hand corner of the
typing area. the computer gives you
information about the amount of storage
space available in the computer and on
the disk.

“Free mem” stands for “'Free memory.”” The length of the line tells you how
much memory is lefi for your document in the computer’s memory. When the line
gels very short. il means you should save everything you've written, or glse the
computer will be unuble o hold it.

“Free disk ™ tells you how much room 1s left on your disk for storing files. When
the line gets very short. it means you're running out of room. Then it's time to
make 2 new document disk. or erase some files that you no longer need in order to
make room for new cnes.

“Press ESC o go to the menw ™ is a messuge from the computer teiling you that
wheil you press this key, you go (o the menu area,

In the lower right-hund corner. there v
the Page Sketch section. You see o
sketch of what the printed page will look
like with the margins and spacing you's.
chosen.

if you look closely in the Page Sketch Section alter you've typed something. yoi
can see a replica of the blinking cursor. so that you always can teil where vou are o
the printed page.

You can easily move your cursor through the text you've already written by using
your arrow keys. You do this to delete a word, or to “"paint™” part of the text vou
winl to erase, or move., ete. But you cannot get your cursor past the last letter you
typed by using your arrow keys. [i"s as if the cursor marks an invisible wall thu:
surrounds the text you are typing. The only way you can break through the invisible
wall is 1o add a character. A character can be either a letter or a space; they are the
same thing in the compuler’s way of thinking. So if you want to move the cursor i
the right of the last letter you typed in your f{ile, press your space bar.

If you’ve never used a word procesor before, refer te Appendix B for step-by-ster
Instructions on creating, editing, and saving a document.




RETURN ;

1

t

DELETE

takes you from the typing area to the menu area. or from the
menw arca o the typing arca. It also lets you back up
mene Jevel, or ocancel a message you've given the
computer.

begins 4 new fine in the Wyping ares (ust like a carriage
relurn on i typewriier). In the menu area, press RETURN
10 select the menu choice “*framed™ by the icon cursor.

moves the cursor or the icon cursor o the right.

moves the cursor or the icon cursor to the lefi.

moves the cursor up one line.

moves the cursor down one line.

crases the character just before the cursor in the typing
ured.

A ‘mouse’’ is a small computer device you roll around on a flat surface next (o
your computer. When you move the mouse, the cursor on the scrzen moves
accordingly. HomeWord Plus supports use of 2 mouse in the following ways:

-

In the menu area...

Moving the mouse left or right moves the icon cursor lefl or right.

A single click is like pressing RETURN -- it selects the icon framed by the icon
CUrsor.

A double click is like pressing ESC -- it “"escapes™ to the typing area or to the next
highest lcon menu.

In the typing area...

Moving the mouse left, right, up, down. or diagonally moves the cursor lefi. right.
up, down, or diagonally.

A single chick i like pressing RETURN 1o continue. in response to a prompt. (it
does not perform carriage returns.)

A double click is like pressing ESC -- it “escapes™” 1o the main menu area.




s

PRINT to specity paper type, type short notes and
envelopes. print, preview your texi. choose beginning page
aumber, or print a portion of your ext.

EDIT 10 erase, put an erased part buck, move or Copy part
of the text. {ind a word or a phrase. or to tind a word or a
phrase wnd replace it with something else.

FILE to insert something from one document into another,
get a document out of the file, suve u document. begin a
new document, include another document when 1Us Time to
print, or erdase a document.

il

LAYOUT to set spacing, start a new page. sel lemporar:
new margins, align text, make an outline, boldface i
underline your text, or 10 make headings and/or footings ov
your document.

CUSTOGMIZE AND UTILITIES to lay down sonw
general specifications for your word processing: change the
Upermanent’- margins.  Cprepare” a document  disk
choose a standard outline form, let the computer know whi
kind of printer card you are using. specify format of screern
display, choose 10 make back-up copies to have on file. and
tell the computer tw Usave™ your choices on tn
HomeWord Plus disk, or exit the program.

FIND MISSPELLINGS w identify misspelled words o
typos to be corrected in a document.

We will examine the six maln menu icons and their ““families™ in the order u
which you should use them.




When you'te in the main menu, put vour icon cursor around the —~Customize and
Utilities™ icon,

Press RETURN 1o let the computer know that this is the icon you're choosing.

Now six new wons appear in the Customize und Utilites menu:

e Save customize choices @ ProDOS utlities e Type of printer curd
¢ Chunge preset marging ® Sct outhine labels » Options

~ Save customize choices

r . This icon shows a question mark with an arrow pointin,
- from it to a drawer in a file cabinet. Choose this icon 1
save what you chose in the cuslomize section onto you
HomeWord Plus disk. Your saved choices will remaiu
= uniess you tell the computer otherwise. Any choitces you
don’t save are temporary -- they will be gone the next time
you start HomeWord Plus. -

3 Change preset margins

This icon shows a page with arrows pointing 1o th
margins. It allows you to choose the line spacing, margins
By @ tab stops, and the size of paper you will use when it’s tini
te print your document. Some of these same choices are @
the Layout menu. The choices you make here are the
“normal’’ settings and can be changed for individuw
‘ﬁ documents by **Layout™ choices. (You can change you

customize choices at any time.)

Sel lop/hotlom et leflrigin Set Hine Sel tab Sel pliysiva Ser phiasial
margins W spacing ~tups page lengih parpe withih

There are six icons in the “"Change preset margins™ menu: “Set top/botior.
margins.” Set left/right marging.” *~Set line spacing.” *"Sel tab stops.” ~%
physical page length.”" and " Set physical page width.™” Put your icon cursor arout
the icon you are choosing, and press RETURN to let the computer know yor
choice. Then just follow the directions the computer gives and you will be able
change the margins. tabs. and spacing: and you will be able 1o tell the compuic
what length and width of paper you are going to use when it's time to print.




Apple’s ProBOS anliies to make w directory . convert

ProDOs urilities
This icon shows a ttoppy disk. Chouse this ivon when you
want W exit the HemeWord Plus program or prepare a
document dish o be used with HomeWord Plus or enter
ey,

2te. When you choose this con. you'il see three more:

EXIT

This 1con shows an exit sign. Choose this fcon when you
want o leave HomeWord Plus so vou cun put in another
PrOgram or gan.

Enter Apple’s ProbOS uiilities
This teon shows un apple. Choose this wcen when you want
10 leuve HomeWord Plus 1o 20 10 Appic’s ProDQS Filer.

Prepare document disk
This icon shows u disk with X s in cuch vorner, There isn'i
much roon feft on the HomeWord Plus Jisk. so documents
should be saved on u separaic disk. Chouse this icon (o
prepure 4 document disk.

Following the prompts, insert o blusk disk (or one with
information you no longer want) into any drive. If you have
two or more drives. choose “imiahze . Hovou have only
one drive. choose “mitialize and prepare.”

When prompted W enter the nume of the aew voluine .
yOU May ype i up to 15 characters. Tryv to give each disk a
unigue name. that will indicute what Ties will be swored on
the disk. Press RETURN. then indicate the sha and drive
the disk 1o be initialized is 10, Press RETURN ugain, and
votla, you've prepured a docuoment disk!

Set outline labels

This tcen shows a page with indented lines on it. Choosc
this icon when you want te wll the computer how you wani
vour outlines labeled. You can label your points with
decimal. roman or arabic numbers. upper or lower case
letters. or a poini-symbol (“buller™"} of your own choice.
See the “Advanced Layout™ chapter for examples and
more information.

Type of printer card

This icon shows a printer. Choose this icon to 1ell the
computer what brand of printer card you are using. You
have w do this before you print a document. Save this
customize choice once and you won't have 1o concern
vourself with it again -- unless you change printer cards.

If you have a printer card not specifically supporied by
HomeWord Plus. choose "Other.”” Apple llc owners.
whose printer card is built into the computer. choose
“Apple He' For more information on how your printer
setup can affect printing. refer 10 Appendix D.

Options

Thas icon shows a4 computer with a question mark. Choose
this icon 10 specity three options. You may omit the page
display and “"free mem™ and “‘free disk™ indicators for o
full screen displuy. You may choose to have either 80 or 40
columns displayed on the screen. You may also choose o
make # back-up document each time you save a file. Note.
the previeusly saved version of a document is saved as your
back-up decument.




Press RETURN to let the computer know that this is the icon you're choosing.

Now six new icons appear in the File menu:

= Insert document ¢ Begin new document
@ (et document ¢ Include document
¢ Save document e Erase document

insert document

This icon shows an arrow going from a file cabinet 1o the
middie of 4 page. Choose this icon when you want 1 pu:
two separate documents (ogether 1o make a brand new onc
You insert a previously saved file into the document thi:
shows on your screen. Note: you must first specify the
“root” directory. (disk name) foilowed by a slash. befor
vou type the name of the file to be inserted. For mor
information on directory filing, see “*Advanced Filing."

Get document

This icon shows an arrow coming out of the drawer of a {ilc

“cabinet, Choose this icon when you want to get a documen,

out of a disk's file. The file you choose will then b«
displayed on your monitor. Note: you must first specify th.
“root’” directory {name of the disk on which the file you
want 10 get is stored) followed by a slash, before you typu
the name of the file to get. For more information wi
directory tiling, see "Advanced Filing.™




save docament

This fcon shows anarrow poinis inio te drawer o o file
cahinel. Choose s feon when you wani 1o pul someiling
in a dish™s Ole. I vou change o docement alter you tile 1t
vou will want w 1He it agam. Otherwise the chunges widl
not be remembered, 1y goud te save ofien. Note: you must
first spectfy the root’” directory tnwne of the disk on
which you want o store the titey teliowed by w slash before
vou tvpe the name ol the file w be saved. For more

information on directory filing. see Advanced Filing

Begin new document

This icon shows a blank page. Choose this ivon w clear the
sereen wnd begin something new.

il

Include document

This jcon shows two pages with arrows going from one

the oter and back again. Choose this icon when you wu
w include a differeat document inside, or immediule,
betore” or after. the document you're creating. Lik
chapters in a book. this feature allows you to combine mut:
separate, small files to form one large printed documet
The moluded document wili not appear in the typing arc
However. when you print the document you're working
the included document will be printed wo. Note: you mu
nrst spectfy the “root”” directory (name of the disk .
which the file w be included is stored) followed by a shaw
betore you type the name of the file 10 be included. T
more information on directory filing. see “*Advanc.
Filing.”

Eruase document

This icon shows a file cabinet with an arrow poiniing
large X. Chouse this icon when you want 10 permanent
erase a document you have on a disk. Note: you must {u
specify the “root” directory (name of the disk on which u.
document you no longer want is stored) followed by
slush. before you type the name of the file to be erased.




Press RETURN Lo let the computer know that this is the icon you're choosing.

Now six icons appear in the layoul menu:

e Set spacing
° Start new page

* Alignment
* Qutline point

e Print style
e Headings/tootings

Set spacing

There are three icons in the set spacing menu: “Set top/bottom margins.” *'S
left/right margins.”” and **Set line spacing.”” Put your icoa cursor around the o
you are choosing, and press RETURN to let the computer know your choice. The
just foliow the directions the computer gives. and you will be able to set you

spacing.

margins and choose the spacing you want.

—%—

Set taprhotlom margins Sei Jeft.right margine

Start new page

This icon shows a page of ext with an arrow pointing r:
it to a blank page. Choose this icon when you want the pu;
you're typing on w come to an end. and a new puge

begin.

This icen shows o page with arrows pointing

1|1

L
L]

Sei lioe spacing

o

murgins. Choose s lcon when you want o change the b
or bottom murgins. or the right or feltones foran individe
document. ¢To chunge “detauli™ margins and hing spavin:
go to “Change proseymarginy” in “Customize™y You e
also choose what kind of spacing vou want between »o
typed lines. You may choese single, double or o




Alignment

This icon shows two pages wih the wxit lined up evenly
against the marging of the sceond puge. Choose this icon
when you want either the right of el murgins @ be even. or
both the right and feft margins w be even. Also when you
choose this icon, you can center a loe on the Dage. Presy
RETURN to let the computer know this is the jcon you are
choosing.

Now four new icons appear in the alignment menu: “Algn right.”” “Align left,”

“Center next line,

ER]

and “Even margins.”” Choose the con you wani, press
g Y - P

RETURN 10 let the computer know your cheoice, aind then follow the computer's

directions.

Align gipht

Align delt Center next dine Eoven suargias

Outline point

This icon shows a page with indented iaes on it Choose
this icon when you want w make ain outhne or a st If you
want 10 rearrange the prder in which your point labels
appear (decimals, roman and arabic nuinerals. capital und
small leiters, and a “bullet’” which you may speciiy). go
Customize.

See the ‘“‘Advanced Layout” section for moere information on automatic
outlining, and examples of some of your optiens.

Print style

This icon shows two “H's™': one is in boidface type. .

the other is underhimed. Cheose this icon when you waii

undertine words or make words appear in boldface (3,

Press RETURN 1o let the computer know that this s
* icon you're choosing.

Now threce new tcons appear in the print style menu: “"Boldtace text.” "Non
wext, T and lnderline text.” Move vour cursor to Trame the leon you're choos
press RETURN to let the computer know your choice, and then folow
computer’s directions.

-

——
Boldiaue text Sormal text Usiderline teng

O . ]

Insert a “Normal text” command when you are finished underlining

boldlacing. Otherwise, underlining or boldfacing will remain in efi
throughout the rest of your docurnent.

— Heading/footing

This icon shows a page that has both a heading un
tooting. Choose this icon when you want a heading and -
fooling to appear on the pages of your document. You

also turn page numbering off or on. or change the lovu
of the page numbers. When you are setiing up p.
numbering, the symbol # will tell the computer where 1w
the actual numbers.

For more information on f{ormatting page numbering and step-by-s
examples, tuen to the “*Advanced Layout’ section.




Press RETURN to let the compuier know that this is the icon you're choosing.

Now six new icens appear in the edit menu:

e Erase texl
s [jnsert erased text

o Move text
e Copy text

e Find
® Find and Replace

Erase text

This icon shows a page with an arrow pointing into a tra-
can. Choose this icon when you want to erase part of you
document from the typing area.

Insert erased text

This icon shows a trash can with an drrow pointing to
page. Choose this lcon when you want 1o put something you
erased back into your text. It only works for the text mos:
recently erased with the “"Erase text™” icon. This tunction
can be used to move ext from one file into another, as long
as there 1s enough space in memory for both the documen!
you're working on and the most recently erased text.




Maove text

This icon shows a puge with an arow polnting {rom a blank
arca where there ence was wext 1o the place where the text
was moved. Choose this won when you wanl 10 move part
ot your text 1o dnother place in your document.

Copy text

This icon shows a page with un arrow pueinting from one
line of text o unother place on the dovument where thut
same line was copied. Choose this won when you want to
copy part of your texi 1o another purt of your dJocument.

C—1

Find

This icon shows a page with a magnifying glass over on.
the words. Cheose this icon when you want to find a w
or a phrase that you’ve used in your document. You .
find every occurrence of that word or phrase throughout
whole document or press ESC once you've found the .
you want. If you type the word you want 1o find in cap
fetters, HomeWord Pius will find that word througl:
your document only when it 1s typed in capital leters
you type the word in small letters, it will find the w.
whenever it occurs in either capital or small letters.

Find and replace

This icon shows once again a page with a magnifying gl.
over one of the words. This time there is also an arr
pointing to the ““found word."” Choose this icon when »
want to find a word or phrase in your document and repl.
it with another word or phrase. You can find a word o
phrase and replace it throughouwt the text. If you only wai
few occurrences of the word or phrase o be replaced,
can stop at each appearance of the word to decide.




When you're in the main menu area. put your icon cursor around the *"Find
misspeilings™ icon.

Press RETURN 1o let the computer know that this is the icon you're choosing.

Now the computer tells you to insert your HomeWord Plus spelier disk into any,
available drive apd press RETURN. I you have two drives, it 15 recommended that
you remove your document disk and leave the HomeWord Plus program disk in
{the entire document you are checking is in the computer’s memory).

When the speller has finished checking the document, you will be returned 10 th
main menu of the word processor. All words not recognized by the spelier (a
words not in its wordbock) will be underlined for easy identfication. You ma
change these words, or leave them as they are. The underiines will disappear whe,
you save the file. Buz even if you go immediately to print, these underiines will i«

print -- they are merely screen prompts to remind you of words that might t.
misspelled.

Special keys allow you to look through “"misspelled’ words in a file quickiy:

s E moves you forward 1o the next underlined word

W moves you backward to the previous underlined word




When you

Press RETURN 1o let the computer know that this is the iwon you're choosing.

e the main menw, put yvour ean cursor around Lthe

Now six new icons appear in the prinl menu:

¢ Type of puper ¢ See final document
® Typewriter

e Print document ® Selected puges

¢ Sturting page number

“Print” dcon,

|

COEFIITIITIIITOLT

Type of paper

This icon shows two kinds of paper: the one with b
the side is “"continuous feed™” paper: the plain one is 1.
paper. HomeWord Plus is set 10 go with continuou
paper. so 1f that's the kind you're using, you don’t h.
tell the computer anything. However. if you have n
single sheet paper. this is where you tell the conpui
you choose single sheet paper. the printer will pause
end of each page to allow you 10 insert the nex: page
might want to save that choice permanenty on your J.
using the "Save Customize Choices™ icon in the Cusi
menu.

Typewriter

This icon shows a picture of a typewriter, Choose thy
when you want to turn your computer inie a typewriu
type shorl notes or envelopes directly onto your
Type in each line as you want it to appear. and

" RETURN o print it.

Before you can print anything. you must tell the computer what kind of print
you have. To do that. go to Customize and follow the computer™s directions.
save this Customize choice, you only have to do it once.




Print document

This icon shows a printer. Choose this lcon when you want
a printed copy of the document you wrote in the typing
ATeE.

Belore you can print anything, you must iell the computer what kind of printer card
you have. To do that, go to Customize and follow the computer’s directions. If you
save this Customize choice. you only have to do it once.

See finat document

This icon shows a computer monitor screen. Choose this
icon when you want ta see the final document on the screen
before you print it on paper. 1t will show you how it will
--- look on the printed page.

Starting page number
This icon shows a page with an arrow pointing W th
number at the bottom. Choose this icon when you wu.

first page number of your document to be something
than 1.

Selected pages

This icon shows a number of pages with two pages
selected from them. Choose this icon when you w
print only selected pages of your document. Hom.
Plus will ask you 1o enter the page numbers to be p
You may list the pages individually (example: 1. 3.
range (example: 2-4), or as a combination of th
{example: 1-3, 6, B).




ADVANCED
FEATURES
SECTION

Typing in the Change moede

HomeWord Plus is preset w type in the INSERT mwode. When vou posith:
cursor in the middle of a line and then type in more leiers. the other wurd
letters are pushed out of the way.

By pressing CONTROL-C you cun toggle from the INSERT to the CHA
mode and back again. In the CHANGE mode., if you place the cursor in the 1.
of a line and start typing. you will tvpe over or replace the characters and -
that are already there.

When you are in CHANGE mode, the word “"CHANGE"™ will appear
window at the bottom of your screen:




ISRy -t

High-speed editing Keys

The HomeWord Plus Reference Card lists two kinds of ““Speed™” keys. The first
kind of “Speed’ keys are icon replucement keys. Euch uses either the OPEN
APPLE key or the CLOSED APPLE key together with a letter key 1o perform the
same {(unction as a specific icon.

As an example. 10 change from 40 to 80 columns you must press ESC to go to the
main menu. press the right arrow key twice to frame ~Customize und Utilitles.™
pru.\ RETURN to choose it, press the right arrow key three times to choose

“Options.” press RETURN 1o choose it. then answer the several quesiions,
including the 40780 column option. With the icon replacement keys you can simply
press CLOSED APPLE - 8 (CLOSED APPLE - 4 toggles back to 40 columns) in
the typing area wi perform the same function.

For cusy reference. icon replacement keys are listed in the Icon Family Tree
referenve card, just beneath the icon they repluce. The keys are also shown on the
sereen below the icons when the icon cursor frames un icon that has a replacement
Ry

The second kind of ~"Speed”” keys listed on the Reference Curd are editing keys.
These allow you to move your cursor by character. word, hine, screcn puge. pringed
page. or whole document. They ullow erasing by character, word, and line.

Take 2 look at the Reference Card to get an idea of the things you can do. To
maximize your productivity with HomeWord Plus. refer to your cards often.

:
t
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High-speed editing using find and replace

Anyone wha creates long files with HomeWord Plus can become a more ¢l
editor with “'Find"" and “*Find and replace.”™

If, for instance you are reviewing a hard copy of a document and discover |
worded sentence on page 4 beginning with the words ~"We must realize thu
is....” you COULD use your cursor keys to page forward from the beginning
file and scan page 4. But by using “Find™ you can go directly to your destin
almost instantly. Just press OPEN APPLE-F and type in the “'string™” you v
“Find.™

If in checking your file you find that you have made the same spelling error »
times. you can correct all the occurrences of the error using ~'Find and rep
Press OPEN APPLE-R and follow the prompts (o replace an incorrect we
phrase) with the correct one.

It while performing a “Find™ or a “Find and replace™ you ESC w &
correction. you may return 10 your search-for the same word or string by p.
CLOSED APPLE-F or CLOSED APPLE-R. CLOSED APPLE-F will alsu «.

“Find"" for character sets identical 10 the last “"misspelled word™ you L
with CLOSED APPLE-E or CLOSED APPLE-W (see “"Find Misspelling:




Directory Diing

The directory syslem of filing lets vou get documents from und save them o any
drive you have booked up to your system. That means you can ~Get'” 4 file from the
disk in drive | and “"Save™ it 1o the disk in drive 2 {or drive 3 or 4.1 you bave tha
many). For those unfamiliar with directory filing, leUs tuhe it one step at & time.

First press OPEN APPLE-G jur Get document.” You
will be asked o type in the neme of the document you want.
But let's pretend you don’t know he cract nume of the
document, or cven which disk it might be on. Press
CLOSED APPLH=— unil the cursor is just o the right of

ilic first slush. Then proess the down witow ey to serold
i ¥

throdgh your choices.

First. the “root’” direciories are displuyed. These are the disk numes. If you have
your HomeWord Plus disk i drive 1. then the first raot directory will be " /HW.
Pross RETURN w get o file from that disk.

Now u slush appears and you have 10 choose another file nuime. For your first iry,
let’s chuose the tile called "ERRATA.™ Press the down arrow key unnl thut ik
name s displayed. press RETURN. and the fife appeurs on the screen.

Practice getung other documents from the HomeWord Plus disk. You may 1)
the name of the file vou wish 1o “"gel.” or use the down arrow key to scroil thre.
the choices in u given directory level. H you can remember part of a file name.
may type what you know and letan *"="" sign represent what you can’t remeind
Then when vou press the down arrow key you will see only those files whici
these criteriv. For exumpte. if you know the file you ure looking for iy on
“DISK T disk, and that the file ends with . RPT" then you can type:

[DISK1/=RPT

When you pross the down arzew key several times, you might view thewe
DA

IDISKI/LIT.RPT

JDISKA/HIST . RPT

JOISK/BIORPT

When the file you want is displayed. press RETURN 10 get it

-
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P a d Any document you have typed thut you want 10 keep must
i o be saved before you gel another document of wrn your

! computer off, etherwise it will he gone forever. Whea you
‘ { “Save documeni.”” vou can either save it under an exisiing
Ll J directory or credie a new directory.

To save under an existing directory, press OPEN APPLE-S. When prompted tor
the nume of the file you want w save. type “/DISKNAME/FILENAME.™ If you
cannot remember the name of the disk you want o store the file on, press the down
arrow key until it is displayed. Then press RETURN or CLOSED APPLE—
to accept that root directory and type your file nume after the second slash which
then appeurs. (f you cannot remember the filename, again press the down arrow
key to scroll through the list of files and directories at that hierarchical level. Press
RETURN when the one you want 1s displayed.)

If you want o cregie o new directory. go o the Customize and Utlities” menu,
select “ProDOS Utilities, ™ then select “Enter Apple’s ProDOS utihties,” or just
press CLOSED APPLE-A from the typing area. You will be prompted 1o insest
your ProDOS filer disk (the ProDOS filer is on Side B of your original HomeWord
Plus disk. At the main menu of the ProDOS filer, press “F for File commands. At
the File menu press "M for Make directory.

Let's walk through the process of creaung directory files. Pretend you want o
twar caiegories of [les on one decument disk: business and persomal. You no
make two directories. At the prompt. type:

/DISK1/BUSINESS

and press RETURN: One directory has been created. To make the second. &
type at the prompt:

/DISKI/PERSONAL

and press RETURN. Now press ESC twice to return to the ProDOS Filer |
menu. turn your HomeWord Plus disk over, and choose **Q" to reload Home
Plus. Now you can create files to save under the "business™™ and ““perso.
directories.

You may create as many directories with as many directory levels as you w

Here 1s an example of how files on a disk can be organized into direcioric
efficient retrieval.

IDIE}KJ

/PERSONAL [BUSINESS

/RESUME  /ECON.PAPER /XMAS.LETTER /MEMOS /BUDGET.RPT

/FRED.519 /SUSAN.5.23 /JBS62




Transtercing files

Since ProDOS allows you to designate the disk from which you are getting a file or
to which you are saving it, you can easily cransfer files from one disk © another.
You may have @ document disk filled with many miscellancous tiles, some that you
want to keep und some you no longer nead. Follow e steps below 1o move the files
you wani 1o Keep to & new disk. arrange them in fogicul order. and even give them
new file pumes.

i. Using the standard procedure for geting documents. GET the first file that you

want 10 move 10 the new disk.

Press OPEN APPLE-S to start the “save™ procedure.

3. Place un imitialized document disk (culled NEWDISK), with the directories you
need already defined (see Directory Filing ™) in any drive,

I~

4. You arce now ready o accept the originad file name artype i new name with
new dircctory path, Even i) you want the Ttle e w be the same, you must
still change the “root’” directory (disk name) Lo suve the iile W the document
disk NEWDISK. and then type the file nume.

5. Press RETURN uand the file will be suved onto the document disk with the
name NEWDISK.

Two-drive fiie transfer

Note: If you have two drives and have several files w transler at one sitting, you can
avoid having 1o reinsert the HomeWord Plus progrum disk for each file. Press
CLOSED APPLE-A and wrn the program disk over to " Enter Apple’s PreDOS
Utilities.”” Press F for File commands. Press M7 1o Make any directories
needed. Then ESCAPE bick 1o the File communds menu and press C™ for Copy
files. Insert the disk with the files vou want to copy. and a formutted data disk. Al
the first pathname., type a slash followed by the direciory path and {ile name of the
file you wunt o copy. Press RETURN. Al the second pathnaime. type a slush
followed by the directory path und file name on the new disk. Press RETURN,
Repeat the copy procedure as many 1mes as you need wo copy the files you want.

Insert and Inciude

Although INSERT and INCLUDE huve similar definitions in the dictionary. in
HomeWord Plus “Insert document’ und “laclude document’ are two entirely
different functions,

Insert document

When a docunient is INSERTED imto a file. it is actually transferred from the o
into the document currergly in memory (in the typing area). You <an INSER'
document anywhere in the file in memory -- at the beginning or at the end, betw
words, between paragraphs, ew.

If you frequently create files that conain a series of idenuical commands
special layout commands. ASCI codes, company address, €1¢.}, you may suve
repeating portion to a file. Then whenever you create a document that uses th.
commands, you can use ““Insert document’” o guickly pull the command fie ol
the disk and into the decument in memory. ' '

Include document

The “Inciude document”” command is used to hnk sepurate fifes together du
printing. When you INCLUDE a file. it will not appear in the typing area. Insic
the following message appears on the screen (Jet’s assume that you are typing «
document cailed “"PART.I. " and the name of the INCLUDED file is "'PART i

INCL:/DISKNAME/PART 1]

This message may be inserted anywhere in the document. Then, during the prini.
process when the computer reaches the “Include document’” command.
INCLUDED file is loaded into the computer and printed.

“Include document” enables you te print out very long documents made up
several files. Ii allows you to go beyond your computer’s memory limitation:
produce files of 30, 60, 90 pages or even more!

Notice that you must type the full file name, including the *root’” directory iu

pame). Thus you may include a file from a disk other than the one containing
document in memory. '




Possible error muessages using Insert document:
Not enough memory for this reguest.

Problem: The fiie in menwry and the file you want to INSERT. when combined.
are oo long o 1iL inlo the compuier’s memory. Try using INCLUDE msiwad.

Document not found.

Problem: The disk you specified with your ““roet” directory does not contuin the

file you necd -- try another disk, OR you forgot Lo save the file t be INSERTED
betore you loaded the current file. so i doesn't even cxist. OR you typed n the
name of the tile 1o be INSERTED. und you didn't type 1 exactly right. Use the
duwn arrow keys 1o scroll through the directories and files on the disk o find the
correct fite mame.

Pussible ercor messages using Include éocunment:

WARNING! This document does not exist!

Probiem: This could be because you didn ttype the disk nume or tile nume right (in
which cuse vou should press the down wrow Key o serolt through the list of
directories ard Hiles on the disky, OR the e o be included iy be on a Jdisk not
currently in i drive (it may not even be created yer). [ this fast is the case. don’t
hesitute 0 proceed — but make absolutely certain thut you do have the entire file
nuime correct. and that during the printing process. the required disk with the hle on
it is in one of the drives when the “Inelude™ comniand s activated.

The document in memoery was changed. To process the “lociude’” command,
the document in memery will be Tost. Please ssave’” your dovument,

Problem: When un lincluded’ file is pulled from w disk intw the compuier’s
memory during printing. the originul file is temporarily removed. Then after the
included portion is printed, the original file is taken from the disk and pat buck into
memory. You must save e most current version of the file in which you use
“Include” before you attempt © print it

Linking files (0 make documents of enfimited length

One way 1o link parts of a long document together during priniing is to tic
separate parts together in a shott file that consists only of INCLUDE comman
Create a file that looks something like this: ‘

After creating and saving this special file. you can PRINT it. The end product
be one long document consisting of five smaller files. This method of inking Hl
sometimes less confusing than putting separate INCLUDE commands W
individual documents.

You may use as many disks as you need. to create documents of unlimited len
But if you are using more disks than you have drives. make sure you keep an ey
the printing process so you can put the extra disk into a drive BEFORE the proy
needs to load it into memory. If you have more than one drive. try to leave the 1:
document (the one with all the INCLUDE commands in it} in a drive throughou:
printing provess. It you have only one drive. make sure you put the disk with
main documeni back into the drive BEFORE the INCLUDED file has fim

printing.




Effect of “Include’ on format conunands (margins, outline points, ete.):
When you link files together using ““include.” all of the format commands in etfect
when you leave one file carry over into the next file. For inswance. il there s a left
margin of 15 i cffect when you leave PART ., PART . ¢which has no murgin
specified. and when printed alone defsults-lo a lefl margin of [0, will also have
left margin ol 13 spaces during the printing process. If you use the POINT LEVEL
commands in PART.I without ENDING ALL POINTS. PART.1 will have the
indented left margin established by the POINT LEVEL commund, and any
addivonal POINT LEVEL | communds in the second file will start where the
numbering in the first file left off.

iIf you cannot keep track of the margins that might be in other files, there is stili o
way 10 ensure that each file has the appropriate format. At the beginning of euch hie
o be INCLUDED., mnsert all fayour commands even 1f they are the same ay the
defaults. Insert NORMAL TEXT, END ALL POINTS, alignment., margin, and
line spacing commands. That s, unless you want the marging (or other layuout
features) o be the same throughout the printed document.

Maximizing disk storage

Storage space ona 5 1/47 document disk 1s limited to around 30 pages ol ni.
There is a wuy 0 optimize the use of this storage space. und even w incre.,
availabie storage space on o dat disk.

Turn off sutomatic backup files

HomeWord Plus has an automatic backup feature. which is automatically sui
you buy the program. Every ume you revise and save a document under th.
name. the previous version of 1t is also saved as a backup file,
“DISKNAME/FILENAME.BAK™™  (substitute  your. file for DISKAM
FILENAME}.

The backup feature is especially handy for new HomeWord Plus users bec.
ensures that if the fiie is accidentally erased or erroncously altered and then
the previously saved version of the document will remain intact. However,
files can quickly fill up a documeni disk. When you decide you no longer n.
wunt .BAK files on your disk, you can maximize disk storage space by goiny
“Customize™” area of HomeWord Plus and turning oft the automatic b
feature in the “"Optiens’ section.




Printing out a disk catalog

Sometimes when vou have several projucts in progress or when a number of users
are sharing the same document disks, the vely way o wll what Bles are va cach disk
is to print out u catalog (list of documents on file) and wpe the printoul w the front
of the disk envelope.
Load the ProlOS System Utilities disk. A copy is on Side B of your original
HomeWaord Plus disk. At the main menu. press B for Applesolt Basic. When the
©1TT prompt appears. make sure your printer is on and type:

PR#1
Your printer will give a little hiccup. Pat the disk 10 be catwdoged in any drive and
type:

CAT/DISKNAME

(Substitute the actual name of your disk.) This will print out a list of all the files und
directories ut the “root” level. To print a list of {iles 5 another directory. type:

CAT/DISKNAME/DIRECTORY

(Substitute the actual nume of your disk and the directory. you want printed.)

Note: If you don’t know the disk name. specify the slot and drive. For instance. if
the drive card is in the stundard slot 6 and the disk o be catuloged is in drive 20 type
CAT.56.D2.

Dating your files

If you edit your files frequently, you may wish 1o use the HomeWord
SETDATE program to keep track of the lust date each file was worked on. |
later you can use the ProDOS filer o see an extendead catalog of your files, show
file name, type. size, and last date modified.

To use the HomeWord Plus SETDATE program, follow these steps:

1. Load the ProDOS Sysiem Utlities disk, and choose B (for Applesoft B.
from the main menu.

b

Put your HomeWord Plus word processor disk in any avaiable disk drive
the ] prompi. type: PREFIX /HW/HWSYS. Press RETURN.

3. When the | prompt appears again, type: -SETDATE. Press RETURN. Yo
be asked if you want 1o ~“Update System Date?"". Press Y.

4. Enter the curremt date. Type the day, then the month, then the .

(05-JAN-86). When asked if the date is correct, press Y.

5. The system daie will be set. and HomeWord Plus will automatically lead.
as it you had inserted the HomeWord Plus disk and turned on the compu

Now use HomeWord Plus in the normal manner, Whenever you save a file, the
you set will automatically be recorded with the file name. It won’t look

different in HomeWord Plus. You will only see a difference when you cataloy
disk in BASIC or within ProDOS tiler utilities.
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Changing tab settings

The default TAB seuings for HomeWord Plus ure ar 3, 10, 15,20, 25, 30, 35 and
0. AL the edge of the left margin, you are at space 1. 10 you press the TAB key
once, the cursor will jump over 4 spaces o space 3, The second 1ime you hit the
TAB key. the cursor will jump 5 more spac'r:s 10 space 10, and so on.

You may change each of HomeWord Plus’s TAB stops to any number irom 1 to 80.
No tab stop may excead the 80 column width of the typing area.

To customize TAB stops. tirst highhight "Customize and Utilities™ on the mam
menu and press RETURN. Next. select "Change preset margins. Finally, choose
*Set tab stops.”” This screen dispiay will now uppeur:

TABS may be set as Ittle as O spaces or 45 many as 79 spaces aparl. but they must
be set in uscending order from left w right.

Remember that when you customize TARB settings. the change applies only o the
curTent session at the computer unless you “"Save ctomize choices™ in
~Customize and Utilities. ™

Heading and Footing -- how to turn page numbering oif

HomeWord Plus s automatically sel up to print footings displaying the current
number at the bowom center of every page after Page 1. There are. however. .
Heading/foating opions available o you:

I. The footimg showing the puge number may be turned off for all or punt
document. leaving no headings or footings on the page.

2. An 18 churactar (maximuny) header may be printed at the top left. cente
right of cuch page (in addition 10 or instead of 4 footing).

30 An 18 character tmaximun) footer may be printed instead of the puge mu
footing. at the bottom jeft. cemter. or right of each page (in addition
instead of a heading).

Tarning the page numbering off
Press ESC 1o go 1o the main menu. In the main menu. select “"Layout.”™ I

Luyout menu, select ~Heuwding/focting.”” (To shortcut these steps. |
OPEN APPLE-T.}

Press either the right or left arrow key 1o highlight “Footing.”” Press RETU:
The following choices should now appeur on your screen:

Left  Center Right  Off

Use the right and left arrow keys 1o move the highlight bar. Since we want tu
our Fouting {the page number) off. highlight "Off.”" Press RETURN.

You are now insiructed o "move the curser to the place you want the ch..
(Footing offy 1 begin.”” You could actually place the cursor anywhere betorc
end of the page. press RETURN. and the numbering would be turned off. Bui
stumplest just o put the command at the beginning of the page. Move the curs.
the top of your page and press RETURN. Page numbering is now off.




Repositioning and/or changing the page number beading or footing

HomeWord Plus aifows you not only to wra page numbering off and on, bul to
place it at the top or bottom. felt. right or center of the page. inany formatup o 18

churacters.

For practive. lets define a different format tor puge nwmbering, Turn off the
normal bottom centered page namber by following the instructions on the previous
page. Then tollow the steps below:

12

Ll

LA

Press QPEN APPLE-T. w go to Headings/lootings. ™

Highlight ~"Heuding™ and press RETURN.

Let's mwke this hewding appear on the right side of the puge. Highlight
TRight’ and pross RETURN.

You arc asked 1o type in the desired heading. Fype your last name. followed by
a7 und # us shown in the examplestelow

Press RETURN.

As instructed. move the cursor o the place you want the change 10 begin. In
most cases, you will pluce the cursor at the wp of the file. Then press
RETURN. You will see this information printed at the top of your screen:

HEADER RIGHT: JONES:#

Your document will now have your last name followed by a slash and the page
number at the top right of every page. '

Starting numbering on a page other than Page 2

I you want page nuiibering o start on. Page l. insert your new page i
command (i.c. HEADER RIGHT: JONES/#) at the beginning of your filc

If you want to start numbering beyond Page 2 (where it normally begins). &
HomeWord Plus’s center boitomn page numbering and insert your new page
command ut the top of the page on which you want the first page number o

Defining other headings and footings

You can insert an almost unlimited variety of headings and footings
HomeWord Plus decuments, within these limitations. You may have on.
heading und one footing on each page (although you may have many dv.
headings und footings within a singlé document -- the insertion of a new h
will replace a previously defined heading}. And the lengih of each headu
tooting cun be no longer than 18 characters.

Remember to insert the heading command BEFORE the beginning of the pu
want it to start appearing. nsert the footing command BEFORE the end of th:
you want 1t 1o begin,

Any headings or footings vou define will apply only to the document you
them for. There is no way to permanently redefine headings or footings.
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Quiline points - automatic outlining and numbering

Four poiat fevels

The OUTLINE POINTS feuture allows you w astomaically number or letter lines Up to tour POINT LEVELS cun be used 1a combination (0 ¢reate an outl
or blocks of type. If. for instance, you are typing a memo and wish to number a fist labels for the different levels may follow the traditicnal Roman N
ol items within the text. ““outline poini™” provides a quick, cusy way to accompiish : Uppercase Letter. Arabic Number., Lowercase Letier format. If vou like. v
this (example below). rearrange the lubels in any order. and even substitute 1 BULLET CHAR.
(uny churacier on the keyboard) o mark one of the outline levels. Or vou ne.
outhine levels with decnnal numbers (fie. 10 11 U100 L LT

FROW ARNOLD . When you first purchuse your HomeWord Plus master disk it will be set up
T BERY : -
SUBJECT  HOMEWOHD'S QUTLINE POINT FUNCTION ) )
DATE. DECEMBER 15 i Arabic numcrals at POINT LEVEL [
2 reae leters P ! SV Y-

This 15 an example of how HomeWord Plus’'s oulling poini AL uppercase letters al POINT LEVEL 2:
function can be used Lo neatly align numbered blocks of a. towercase letiers at POINT LEVEL 3:
type within the text. . .
v # the BULLET character (which is
1. This 15 the kst a dist of three dllustrative : nrescl as L0 at POINT LEVEL 4.

ems. Nolce that an Arabic number 1 aulomancally ) : . F :

precedsas ths block of 1ext N :

. ‘ These keystrokes e required 10 set-a”POINT LEVEL label:

2. Aisg nohice that the iexl of 2ach numberad or letierad -

tem 1s ahgned along a new left margm thal s
avtomalically sel when thé cutling pamnt function s

A . While holding the OPEN APPLE key down. press ~*P."" The following
will uppear on your screen:

(%)

Al three of these enlnes are ar POINT LEVEL 1, which
15 the leftmost point level in HomeWerd Plus.
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Notice that Level One is already highlighted. To select a different point level,
press either the up or down arrow key untl vour choice is highlighted. Press
RETURN. :

You will be instructed o move the cursor to the place you want the change to
begin, It you are creating the outline as you go, the cursor will usually be
where you want the point level label w appear. If 1t is not. use your arrow keys
to move the cursor to the point you wish to place the number, letier or bullet.
Press RETURN. '

A POINT LEVEL message will appear on the screen. You cun see how the POINT
LEVEL command is affecting your margins in the Page Skeich in the lower right
hand corner of the screen.

VERY IMPORTANT! When you use QUTLINE POINT, two things
automatically happen:

1.

(g}

A NEW LEFT MARGIN IS SET. This new left margin will stay in effect until
you either type an jtem at a different POINT LEVEL or until you END ALL
POINTS.

A NUMBER. LETTER, OR BULLET CHARACTER WILL BE PLACED
IN FRONT OF THE TEXT YOU TYPE AFTER SETTING THE POINT
LEVEL. You do not have to type the point level label (number. letter, etc.), or
the space following the POINT LEVEL label.

End all poins
The END ALL POINTS option accomplishes two things:

[ It resets the left margin to 1ts normal width.

2. It starts numbering and lewtering over at [, [, A, or an a. (Bullets are o
same, so END ALL POINTS makes no difference to them).

If you have used the QOutline Points function to set off ftems within you.
and then wish to return to your normal left margin, you must END ALL PO
or your text will continue to be aligned at the ieft margin established by the
recently used point level.

If you want 1o make two or more lists of numbered or lettered items within the
file, and you want your numbering or lettering to start al the beginning again
must END~ALL POINTS.

The END ALL POINTS command is given the same way as all other poini
fabeis. Press OPEN APPLE-P, then choose END ALL POINTS.

Here 1s an actual screen display of a file in which extensive use of the Home:
Plus’s QUTLINE POINTS is made. On the next page is a printout of the 1!

o




Using decimal numbers in an outline =~

An outline which uses decimal numbers will look like this:

This file makes extensive use of HomeWord Plus's outling
points, or autematic outlining feature.
1. This item is al POINT LEVEL 1, and is precedad by an
Arabic numeral,
A. This second entry is at POINT LEVEL 2, and I8
marked by an uppercase letler.
a. Then comes an itlem at POINT LEVEL 3. marked by
a lowercase letler.
b. When you put another item at POINT LEVEL 3. it
is also preceded by a lowercase lstier. Since
it is the second in a senes, the telier is
b .
* This point is at POINT LEVEL 4, which uses
the bullet character as a label. In this
case, the bullet character 1§ s¢1 1o be an
asterisk. ’
c. Note that since no POINT LEVEL 1 or POINT LEVEL
2 commands have come in between lhis and the
last POINT LEVEL 3 command, this is the third
in the POINT LEVEL 3 series.
B. This interrupts ali the POINT LEVEL 3 (and 4}
series above.
a. Since this point is under the new POINT LEVEL
2 itis a new sefles, and begins again at "a.”
Now, assuming you wan! lo slop numberng and lettering
ilems and return to the normatl left margin, you must inser
an END ALL POINTS command under the iast POINT LEVEL
command.
1. 1, later on in the 1ex1, you want [0 again number
tems, you can msert more POINT LEVEL commands.
2. Notice that the numbenng was reset to begin at 1
again, by the END ALL PGINTS command.

A DECIMAL DUTLINE

1 This item is at POINT LEVEL 1

2 This is the second item at POINT LEVEL 1. Notice what
happens 1o the left margin when there is more than one
ling of text in an item in @ decimal outhine.

2.1 This item is at POINT LEVEL 2.

2.1.1  Hereis an entry at POINT LEVEL 3

2.1.1.1 This one is at POINT LEVEL 4

3 Now back to POINT LEVEL 1 again.




Here are the steps 10 tollow it you wish 10 use the decimal number outline style in a
document:
t. From the main menu, choose “"Customize and Utilities™™ and press RETURN,

2. In the Customize menu, highlight *Set vutiine labels™ und press RETURN.
The following message will appear on your screen:

3. Since NO is currently highlighted, press the left or right arrow key o highlight
YES, und press RETURN, Now whenever you print anything out during his
session at the computer any POINT LEVEL labels will use decimal numbers
only.

[{you wish to do decimal vutlining every time you use HomeWord Plus, you must
SAVE the change you just made with "Save customize choices.”’

Using Roman numerals in an outline:

1.

i 2
I 3
4.

To use the traditional Roeman rumeral outline form. go o “*Customize and
Utilizies ™ and select **Set outline labels.™

When asked i you want o “use all decimal numbers 1o label your outline.””
press RETURN 1o answer “"NO.™

A new prompt will appear:

Enter new bullet chuaructer.
Current character 1s: .

Press RETURN 10 continue.
Press ESC to cancel.

This prompt gives you the option of changing the BULLET label to any
character on the keyboard. More on the BULLET later. but since we will not
use it in the Roman numeral outline, just press RETURN to continue.

You are now shown the current arrangement of POINT LEVEL labels:




5. There is no mention of Roman numerals yet. but now if you press RETURN
you will be given the upportunity o include Ronan nunhers iayour ottline:

6. Use your right arrow key to highlight ROMAN. then press RETURN.
ROMAN is now designated as the LEVEL 1 lubel.

7. Select the remaining POINT LABELS in the sumie way. Your final order
should be ROMAN, UPPERCASE. NUMBERS. LOWERCASE.

4. When all POINT LABELS for & Romun numeral outline ure accurateiy'

displayed on the screen, press RETURN une  last ume tw SET
SELECTION. You will then be returned to the Customize menu.

The Roman numeral outline will now be in eflect for the rest of this session ai ihe
computer. It, however, you want to suve this change so thut the aest Hime you use
HomeWord Plus you will have Roman numcrals at POINT LEVEL 1. use the
Save customize choices™ icon to save the changed POINT LEVEL arrungement
to your master disk.

Starting point level labeling at something other than I, 1 or A:

If you want your POINT LEVEL LABELS w start at something other than 1 (or
““A™), vou can set the starting number anywhere you want simply by putting
POINT LEVEL labels on screen but not following thern with returns. For instance,
if you want to stari numbering at 3, your screen display must look jike this:

Changing the builet character:

The BULLET CHARACTER is originally set 1o be a peried (1), but you may
change it to any single character on keyboard. For instance. you might want 10
make your BULLET an asterisk (%) or 4 dash (-) 10 mark items set at a particular
POINT LEVEL, You can even set the BULLET to be a space so that a block of text
is offset from the left margin, but no point level label appears.

To change the bullet character. go to “*Customize and Utilities™ and choose “*Set
outline lubels.”” When you are prompied to “"Enter new buliet character.,”” press the
key for the characier you have chosen for your bullet. Then go completely through
the rest of the procedure for customizing POINT LEVEL LABELS, even though
you may not be changing any other labels at this time. The next file you print will
use your new bullet character. (Remember ¢ “*Save customize choices’ if you
want your new bullet setting to last beyond the current day.)




Printing special characters and type styles with ASCIE codes

Knowing how 10 use ASCIH numbers puts & much longer list of print styles at your
lingertips. Depending on your printer brand and type (dot marix printers can
perform many more kinds of type styles than can letter-quality printers). you can
print in itaiics. double-sized. compressed, and many other print styles.

ASCH is an acronym that stands for the American Standard Code of Information
Interchange. Almost all microcomputers understand it. An ASCII code is a
numerical value for & keyboard character -- for instance. the ASCH cede for an
uppercase “ATT is 63.

Your printer #lso understands ASCIL. Sending certain sequences ol ASCI codes to
u printer will cause it 1o do wonderous things hke print in different type styles and
sices. Inyour printer manual s 4 table of decimal and/or hexadecimul control codes
thiat instruct the printer to perform special functions. HomeWord Plus reads
decimal ASCIE codes. (If your printer oaly has hexidecimal codes, you need to
convert them to decimal. Refer to the hexadecimal to decimal conversion chart in
Appendix E.)

Note: Some printers understand “lower runge™” ASCII codes. that is, numbers
between O and 127. Others use the ““upper runge™” ASCII codes between 128 and
255. Try the lower range numbers from your prinier manual first. f they don’t
work add 128 to the number and try again (i.e.. 74 + 128 equals 202).

Standard procedure for sending ASCII codes to printers

Each printer needs a unigue set of conwrol codes o perform special ASCII
functions. For the suke of example. though. fer’s assume you are using an Appie
Imagewriter dot mairix printer. If you wamed 10 print a title in double-sized
headline type. you would {irst ook at your chart of printer control codes in your
printer manual. There you would find that « CONTROL-N. with a decimal ASCII

value of 14 instrucis the printer to use headline type.

To send this ASCI! instruction 1o your primer from within a HomeWord Plus file.
press CONTROL-X. Then. as prompted. enter the ASCU value (14) of the
character you want o inseri, and press RETURN. Now type the text you want to be
set in headline-sized fettering, You won't see any change in the size of the letters on
the typing screen or when you “See final document.”” but when you send the file to
the printer everything fatlowed by the ASCH code will be printed in headling-sized
type.

You wouldn't normally Want to print an entire filte in headline type. so after typing
in the ext you wani displayed in the special typestyle. you need 1o press
CONTROL-X again when the cursor is positioned after the last word you want in
headline type. to send the code for turning off this typestyle 1o the printer. When
you look In your printer manual you see that ASCII (15) turns off this print style. So
type 15 afier pressing CONTROL-X.




Printer control codes preceded by escape

Muany printers require that some ASCH commands sent 1o them be preceded by an
ESC (ESCAPE) commund. The ASCII value for ESCAPE s 27 {in decunal}, so
whenever you want o send a command 1o the printer thut must be preceded by the
ESC message. press CONTROL-X w insert ASCIE 27 {ESCAPL) into your lext.
Then. immediately wlter. type the letier or number which gives the printer ihe
dusired special instruction. '

On the Apple Imagewriter. for example, the special code for ultracondensed (very
simall) wype is ESCAPE followed by the letier Q. Thercfore. w print in
ultracondensed type. you would press CONTROL-X und type 27 0 send the ESC
command to the printer. Then direetly folfowing the ASCIL CHARACTER 27
notation on the screen, Type a Q.7 The @ will not be pitnted. and everything
bevond the Q will be in ultrucondensed type. The screen displuy should look like
this:

The best way 1o find out how ASCID codes are used, and o deterinine what your
printer will and will not do. Is w experiment. Examine your priater munual 1o
determine the ASCH codes thuat enable your prinier (o perform spectal functions.
then attempl 1o use these codes,

TWO POINTS OF CAUTION

When using ASCIi ESCAPE control codes. do not type 2 RETURN between the
ASCLI CHARACTER 27 command on the screen and the letter or number that

completes the command. A RETURN between the ASCH 27 and the rest of the
contrel code will cuncel the effect of the ESCAPE.

The use of different type sizes may affect margins, line spacing. and special text
positioning comumands fike tabs and centering. For example, 1if you attempt 0 use
HomeWord Plus's OPEN APPLE-O centering command while printing in double
sized headline type. you will find that your headline will be far 1o the right of center
because HomeWord Plus is inserting spuces based upon the standard type size it
thinks it is using. More on the relationship between margins and special type sizes
later on in this next section.

Determining the ASCII value of a character

The sole purpose of the CONTROL-V command is to provide a means o0f

determining the ASCLE value of a keyboard character. If. for instance. you find that
the code for creuting italics is the ASCI value for " (not preceded by an
ESCAPE). you could determine the ASCIl number for “*J" by typing ~J™" (0o
quotation marks). positioning the cursor directly over the “J7. and pressing
CONTROL-V. The ASCII value of **J (74) would then appear on the screen.




Fetterhead Sampie

Here are three iems thal may help you better understand the use of special ASCIE
printer controi codes. First there is an example of a Printer Conirol Code Chart
lor the Apple Imagewriter printer. Following that is the screen display of & file in
which special control codes dre used 1 print a persenabized Jetterhead with different
type styles. Finally. there is a reproduction of the actual printout of that letterhead.

Code Decimal Hex Tffect

CONTROL-N 14 $0E Begins headline mode

CONTRQL-O 15 30F Returns ta normat mode

ESCAPE n 27 110 1B $6E Extended {9 characters por mnch)

ESCAPE N 27 78 $1B S4E Pica (10 characters per inch)

ESCAPE E 27 69 1B $45 Ehte (12 characters per inch)

ESCAPE p 27 112 $iB $70 Piza proport:onal {144 dots per
inch)

ESCAFE P 27 80 518 $50 Elite proportional (160 dots per
inch

ESCAPE ¢ 27 1 515 365 Semucondensed (13.4 characiars
per inchy

ESCAPE g 27 113 518 371 Condensed (15 characters per
inch)

ESCAPE 27 a $1B 551 Ulracondensed (17 characigrs
per inch)

In order to preduce the actual letterhead printout (pictured below), the page width
setting was customiized to 130 characters.
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A final note about the use of special printer control codes

Suilie printer controt codes reguire the use of leters followed directly by numerical

calues W define such things us Tine spucing or charucter size. For this wype of

commiund . the char of prinier control codes will usually show wlewer Tollowad by
towercase Tn o which represents a variable numerical value (Ca, or Coonun where

1 ~eries of numbers might be required). [t is not possible o insert these Kinds of

commands into HomeWord Plus files using CONTROL-X.

IU s not possible o discuss all printers wnd their specilic ASCHE Tunctions hiere.
iollow the guidelines set down in the Apple Imugewriter examples and Epson
{X-80 example in experimenting with your own printer, o determine which speciul
cedes you czn use with HomeWord Plus files.

friect of speciat print styles on margins

Wwhen you send an ASCIL control code W your printer to pricduce @ nonstanduid
e size. you are also teliing your printer to print different size spaces. invluding
tie spaves in the Teft and right murgins. [f. for instance. you tell your printer w
produce ultracondensed (very sml) ty pe. that mcans there will be 15 churaciers or
paees i an inch. 15 your leli mizrgin is setat 10 spuces, which would be one inch in
normal-sized type. that margin will now be 107135 or 2/3 of un inch in width,
hecuuse each space now veeupies /15 ol an inch instead of 1/10.

Your right margin will show a more drastic change. .Because HomeWord Plus’s
automatic setting for page width is 80 characters. with the right and left margins set
at 10 spaces. the maximum number of characters that can be printed on a line is 60.
Printing in ultracondensed type at 15 characters per inch, the longest line would
extend less than just over halfway across the page: [60 characters plus 10 characters
(the Iefl margin)] divided by 15 characters per inch equals (60 + 10)/15 = 76/15 =

4 2/3 inches.

Using large type styles aflects the margins wo. A 10-space margin can grow 10
twice it size in normal type when the printer is producing double-sized (or larger)
characters. And on the right side. the type runs off the edge of the page.

To practice compensating for the ~“margin crashing ™ effects of special type styles,
fets pretead you want 1o print in ultracondensed type, which is 15 characters per
inch. To maintain lett and right margins of one inch, reset the margins to 15
characters using HomeWord Plus’s either the *"Set left/right margins™ icon in
Layout.

Now well adjust the page width for the new type size. Go to “"Set physical page
width”” in Customize. Since your paper is 8 1/2 iaches wide, and the
ultracondensed type style prints. at a rate of 15 characters per inch. multiply 8.5
times 15 to get your new page width. The resuit is 127.5. Since you cannot have a
non-integer as a puge width set the new page width at 128.

Press CONTROL-X to insert ASCII codes for ultracondensed type. Now you are
all ser to print all the way across the page in very small letters.




sutnoting with HomeWord

Hheugh HomeWord Plus does not have a predefined footnote Junction. it is still
sible o use footnotes in your files with a littde creative formatting.

‘acement of footnotes

‘onweWord Plus's PAGE SKETCH area (lower right corner of screen) mudkes
soper placement of fuotnotes at the bottom of the page a simple matter. When you
a¢ typing a page that has a footnote on it:

{0 Type to the point i your wxat ot which the Toolnoie oceurs, STt o fow e
RLITFURNS, then type the text of the Jootaule exactly as you wishat o appear ut
the bottom of the page.

1 Go back 1o your regular text and continue typing. Your footnote will gradually
be pushed to the buttom of the page. Watch the PAGE SKETCH area. When
the footnote reaches the botom of the page, move your cursor just below it
insert o UNEW PAGET command (OPEN APPLE-D), and begin work on the
nexl page of your report,

superscript numbers with footaotes

Printing superscript (or subscripty numbers requires the use of ASCII printer
control codes. If you don’t know how to insert ASCH codes into your HomeWord
Plus documents. see the section of this manual titled ~"Printing special characters
and type styles with ASCIl codes.”” Once you understand how to insert spectal
printer commands into your ext using CONTROL-X, check your printer manual to
see if your printer can print Superscript or subscript numbers.

Of those printers that will print superscript and subseript numbers. some require
one command to perform the entire operation. Others require a series of
conmunds:

1. Perform a negative 1/2 line feed (roll the carriage up half a line).
2. Print 2 number in a4 small type style.
3. Do a positive line feed (roll the carriage back down again) to continue printing

on the same line as belore.

Unfortunately, some printers do not have any kind of superscript or subscript
capability, or require that a series of numbers be inserted along with ASCII
commands to define the size and direction of line feeds. You wili Tiot be able to use
superscript numbers on these printers.




Here is an example of how 10 Insert 4 superseript number for o footnote using an
Lpson FX-800 Again, the speaific commands are ditferent for almost overy prinier.

but this example will ut least demonsirate the generad procedure w use.

[

Look up the ASCII code for superseripting in your printer manual. You {ind

that it is ESCAPE S¢.

Type to the place in your wext you want the superseript naumber o appear. With
the curser just afier your gquote. press CONTROL-X. Then wype 135 (which is

the upper runge ASClE code for ESCAPE fur your printer).

Immediately ufter typing the number w be superseripted. insert the ASCIE

command W turn ofl superseripting in the right pluce. The code for this

- Type 507 (ne guotes). followed directly by the number of the {ootnote.

s ESCAPE-T. Your final screen display should look fike this:

The actual prined line will appear as follows:

CThis s g fumous guote.™ 1

And the wext goes on after the footnote.

A fast way to insert 2 series of ASCII codes for footnotes

Repeatediy mserting u series ol ASCI codes for each footnote can get very tedious.
To shorteut, suve the communds for printing a superseript number in a file called
FN (tor fuotnotes. Then. whenever you need 1o place the codes in your text, just use
INSERT DOCUMENT (OPEN APPLE-A) 1 insert the superscript codes into the

file. You only have w udd the correct number to be superscripted, and vou're done!

An even faster way 1o call the superseript commands to the screen is to type them
once. then use the OPEN APPLE-E command 10 erase them. Wherever you want
the codes 1o reappyur in your texi. simply use the INSERT ERASED TEXT
command (OFEN APPLE-M). Then add the number to be superscripted -~ it's that
casy! Of course. this methed will only work until you put something else in the
ERASE butler, or uniil you wrn the computer off. When you turn it on again. the
string of codes will ne longer be in memory.




Adding words to the user wordbook

To identify misspeiled words, HomeWord Plus compares the words in your
document with aimost 30,000 of the most commonly-used words in the English
lunguage. These words are listed in a Ole (inaccessible o you) on the speiler disk.
When you check a document for “misspelled words, ™ any words not on the spetler
disk are underlined to label them as misspelled. (These underlines are not actually
in the file -- they will not show up when you print. The next time you save the file
the underlines will disappear.)

Because you are almost certain to have a working vocabulary which extends beyond
this basic word list, you may add other words of your choice o a file calied
“/HS/HWSYS/USER.BOOK. "™ When there are words in this fiie, the document
being checked for misspelled words is compared against it as well as the basic
speller list.

If your profession uses a great many technical termis that are not widely used by
other people, you can add them o /HS/HWSYS/USER.BOOK. Load the file into
memory with “Get document,”” then type in words that are not in the basic list. Be
sure 1o ““Save document” (under the same name please. since this is the oniv
file besides the basic word list the speller is set up to check) when you have added
the words you want.

Words from the latest document checked that are not recognized as being in the
spetler word file or in /HS/HWSYS/USER.BOOK are inserted into a file called
/HS/HWSYS/MISSPELLINGS. It is easy to add those words that are not actually
misspeliings. but just words not in the speller word file. 1o
HS/HWSYS/USER.BOOK. Just *Get ™ the file /HS/HWSYS/USER.BOOK, and
“Insert™ the file /HS/HWSYS/MISSPELLINGS. Remember to Save™
HS/HWSYS/USER.BOOK when you're through adding new words.

~<




Alphabetizing the user wordbeek

HomeWord Plus doesn’t care if the words in /H3/HWSYS/USER.BOOK are in
alphabeticai order or not. But you might. especially when the user wordbook gets
very large. The speller disk hus a program on i, calied /HS/HWSYS/SORTBOOK.
that alphabetizes the user wordbook, :

To run the sor1 program. load the ProDOS System Utilites disk. At the main menu.
press "B’ for Applesoft Basic. Then. at the | prompt.

Type: RUN /HS/HWSYS/SORTBOOK and press RETURN,

The program will save the sorted file w0 a new file name,
JHS/HWSYS/USER.NEW. But to be as uselul as possible. you want the sorted
words in the file /HS/HWSYS/USER.BOOK.

At the | prompt. type: DELETE /HS/HWSYS/USER.BOOK und press RETURN.
When the | prompt reappears, type:

RENAME /HS/HWSYS/USER.NEW. /HS/HWSYS/USER.BOOK and press
RETURN.,

Your user book is now alphubetized.

Creating a larger user wordbook

There is a bLimited amount of space on the speller disk. It
/HS/HWSYS/USER BOOK gets very big. you won't be able to add any more
words. You can remove words from the file 10 make room for others. Or. if you
have two drives. you van move the file 1o another document disk where you'll have
room tc make a much larger file. Here™s how:

1. Creaie a new document disk, and call it anything but /HW or /HS (you cannot
have iwo disks with the sume name in the drives at the same time). For
demonstration purposes, let’s call the disk /WORDBOOK.

Load the ProDOS Filer (on Side B of your original HomeWord Plus disk) and
choose F for File Commands, M for Make Directory. and type
/WORDBOORK/HWSYS. Then press ESC.

3. Now press C for Copy Files. At Pathname. type /HS/HWSYS/USER.BOOK
. and press RETURN. At the next Pathname, type
fWORDBOOK/HWSYS/USER.BOOK and press RETURN. Press ESC when
the process is complete.
4. Now press D for Delete Files 1o erase /HS/HWSYS/USER.BOOK from the
original speller disk. At Pathname, type /HS/HWSYS/USER.BOOK and press
RETURN.

]

From now on, when you check a document. you must insert BOTH speller disks
into the drives, so the document can be checked against the original speller word list
and the large /WORDBOOK/HWSYS/USER.BOOK.




Frinting on envelopes
I. Using the OPEN APPLE-Q command. set your top margin to | and your
bottom margin to 30.

2. Type your return address. Then press RETURN five or six times.
3. Using OPEN APPLE-K, set the left margin to 35, and the right margin to 10.
4. Type in the mailing address.”

Go 1o the Print menu. select the " Type of paper™” icon, and iell HomeWord
Plus that you do not have continuous form paper.

6. Position the top edge of your envelope in the printer just as you would a nornal
piece of paper, then start printing.

If you don't need o save the addresses in a file, you might want 10 use the
Typewriter icon to print envelopes guickly.

Your printer as a typewriter — direct printing:

One of HomeWord's unigue options is that of sending information directly from the
keyboard to the printer. It is handy when you are typing quick notes that you don 't
want o save. filling in blanks on forms. or addressing a few envelopes.

To type on the Typewriter, first make sure your printer is turned on (if the printer
isn’t on and you choose the ~Typewriter™” icon, the program wiil hang). Go 10 the
Print icon menu, highlight the ““Typewriter"” icon and press RETURN. The
following screen display will appear:

Start typing. Every time you press RETURN the line shown will be printed.

The best way to learn to use the typewriter option is to experiment with it. Here are
some things you will notice,

Normai left and right margins are not in effect when you are printing directly from
the keyboard to the paper. Position the starting point of each line with the tab key,
and press RETURN when you want the line to end. If you want o print 2 memo
with left/right margins of 10 and 10 and a line length of 60 characters, TAB to 10 at
the beginning of each line and press RETURN when the second line of typing on
the screen reaches 30 on the scale.

Either the LEFT ARROW key or the DELETE key will backspace to correct
mistakes before you press RETURN. No other editing keys work when you are
using the typewriter function.

L




Drisks are {ragite and cusily dumaged. They conuun hours of your wark ot
programs you buught. They Il work Tor you as long us you give ey o litiie

wender joving vare.

What a disk likes

@ Rovm lomperatare 0 a0 disk s been exposed o exireme emperatune,
FOLUrR it 10 FOOIN temperature before you use i

g To be stored vertically, like record aibuins

& To be mailed in commerciatly designed disk mailérs

@ Reinloreing venter yimgs

To be genty inseried into the disk drive

@ To have the disk drive closed gemty

Cleur and accurate labels. so _\«'nu‘ﬂ know where you stored vour duta

& CWrite protect wh’oen commcrcially  produced  product o protect it
trom being crased

@ A disk storage cuse

g To be copied onio another  disk, for safekeeping. Then it something
happens to your original disk {you gel it near o magnetic souree, o spill
coffee on i1y, you huve u backup copy

What a disk doesn’t like
# To be bent or tolded
B Static c?lectriciiy, because i attracts dust (so ground yourself by touching
something metal before you touch your disk) :
& Exreme temperatures
B To be touched on s surface f i igui
S s ce by fingers, tissues, liguids S
: y S, tis . or solv >
o q solvents of
8 Magnetic  fields such as .
5 s magnets, TV sets, telephones i
gnets, ; , or
speakers ° e
wTo han. you write on the disk label or envelope while they are on the disk
(do it separately. then atfix 1o the disk)
B Cigarette, cigar, or pipe smoke

To be left in the drive when the computer is not in use




if you have no picture on your screei...

muke sure thal your monitor’s “onfoff’’ switch is “ton.” tif.c m\onilor s
plugged into an  electrical socket, and the connector wire from  the
computer to the monitor s securely inseried.

If you try to move your cursor, but instead you’re getting nothing but
spz;ces ad&ed hetween your words...

you're probably hitting the space bar instead of the directional AITOWS. The
cursor only moves left or right, up or down when you press the right keys.
Look on your refersnce card Of press the Help key (OPEN APPLE-H} 1o sce
what keys you should be using.

If the lines in your typing area are becoming shorter and shorter undil
finally the computer is putting only one word on each line...

you have exira spaces at the end of your file that are ~pushed along™’ by
your cursor. Since they are at the end of your file, you cun't see them. onu
may even have inserted them accidentaily, by hitting the space bar a few
timJes when you didn’t mean to. To get rid of these exira spaces. press
CONTROL-B to move your cursor 10 the bottom of the file. Then hold dt_}wn
the DELETE key until your cursor ““eals up’” all the exira space and arrives
back at the last jetier you typed.

A periodic check for exira spaces a the end of your.ﬂ%e will pn?vcnt wl‘zat
HomeWord users call the Broken Line Syndrome irom happening  again.
Also, using CONTROL-C 1o type in the CHANGE typing mode prevents
extra spaces from accumulating afier the cursor.

When the **Free disk’’ line at the bottom of your screen starts to shrink...
hat means that the availuble space left to store documents on the disk is getting
smaller - it is time to think about creating & new data disk. The smaller the line

vets. the more critical this becomes,

Don’t be ulurmed if the *"Free disk™" line appears 10 be dangerously short right afier
you boot HomeWord Plus into the computer. because the length of the line at that
point reflects the amount of storage space available on your master disk (not on
your document diskj. As soon as you ““Begin new document,”” "Get.”" or “Save
a docuwment the “"Free disk™ line will register the space on your document disk.

When the *“Free mem?’ line at the bottom of your screen starts to shrink...

HomeWord Plus is telling you that the tile is pushing the limits of yvour computer’™s
memory. It is a good idea not o let the line get much shorter than 3/4™ for a
particutar file, w leave room for later correciions and additions.

If you need a document to be longer than you can fit in the computer’s memory. use
“*Inciude document™ to perform file linking. You'll be zble to create documents of
hundreds of pages out of many smaller files, and not be able 10 1ell where one flle
Jeaves off and the next begins.

5,
-

If the ““Free mem”’ line is geiting shert and you don’t think your file is that
long... ’

you probably used the ““Erase text’” function. which stores the most recent text

" erased (in case you want to “'Insert erased text’" later). Since the erased text is

stored in the same area of memory that holds your document, the use of this feature
reduces the available memory.

You can release memory occupied by the erased text by using OPEN APPLE-E
again 10 erase one single letter or space. This will clear the larger block of erased
material out of memory and make more room for your file.

When the “‘Free mem”™ line disappears completely and there’s nowhere for the
computer to put anything else...

the HomeWord Plus will warn you, “"Not enough memory to complete request.”
DON'T PANIC!! Just erase a few words or lines, save the portion of the file that
remains, and start a new file for the rest of the text. Tt s always better. though, to
anticipate the full memory situation and to “*Begin new document™ before the
*‘Free mem’’ line disappears entirely. '




Help files on the master disk
“On the HomeWord Pius master disk there are several files that provide helpful
information and insiruction in the use of two special HomeWord Plus functions:

THW/HWSYS/HELP

The /HW/HWSYS/HELP file is a Listing of ull of HomeWord Pluy’s GPEN-
APPLE, CLOSED-APPLE and CONTROL functions. This file can be brought
instantly to the screen by yping OPEN APPLE-H from the typing arcd. You can
Jiso Get” it as a regular document and print it out on paper. The swne iformution
is provided on the relerence card that comes with your new HomeWord Plus
program, but il you misplace the reterence card. you can prinl out
(HW/HWSYS/HELP jor eusy reference.

/HW/HWSYS/CUSTOM.DRIVERS
Computer experls who wish 10 write their own program for controlling thelr printer

will find the necessary technical specifications in this file.

PRINTER HELP

If your printer is not printing...

Make sure you huve paper in the printer, and that the prinier is plugged mto the
wall, Check to see thai the cable from (he interface card (o the prinier s secun and
(hat the power is on. Make sure that the printer card is securcly focked 1ots slot.
Did you tell the computer what kind of printer card you are using and which slot 1t
is in? To do that, go © the ~“Type of Printer Card™™ 1con in the “Customize and
Utilities™” menu.

If your printer prints all on one line, or double spaces where it should single
space...

Go 1o the Customize and Utilities”™ menu. Did you el the computer what type of
printer card you huve, and save your choice using the “"Save Customize Choices™
- SR T R » o R N H

icon? If you chose ~Other,”” chunge your response 1o the question ~Do you wanl

use underline or boldface?”™ Then try prining again,

If your printer won't underline or boldface...

Look in your printer manuzl to be certain you have responded correctly 1o the
prompts in the “Type of Printer Card™ 1con. Experiment with different settings.
Unless you have u printer that must send line feeds and a printer that does not
backspace. you should be able 1o perform these functions.

If the printer is producing strange heiroglyphics insiead of desired text...
BomgWord Plus may not be properly “"Customized™ for your specific printer
interface. Try different interface settings. Remember to turn the printer off and on
again each Ume you muke a customize change.

if you are geting strange results when you print. it is also possible that the
connection between your compuier and your printer may be bad. A loose or
damaged cord or connector may send inconsistent signals to the printer.

If you have a Ilc sud your printer isn’t working properly...

C.h.ca:k to muke sure vou specitied the standard type e printer port in the “Type of
Printer Card™™ icon (the nonstandard port is only for those printers that need to be
plugged into the modem port). 1l you followed ail the default selections, turn o
Appendix D.




OTHER PRINTER PROBLEMS

Wrong printer card type

There are two main types of printer interfaces, serial and parallel. If you have a
serial printer interface but your printer requires a parallel one, your printer will not
function. Check with your hardware dealer to obtain the correct printer interface
for your printer.

Dip switches set incorrectly:

On almost ali printers and primter interfaces, there are banks of tiny switches that
can be set in a variety of different ways depending upon the kind of equipment you
have and the kind of printing you want to do. These lle breakers, called DIP
SWITCHES, are often hidden in obscure places on the printer or printer interface,
and they look too small to be of much importance. However, one incorrectly set
switch can determine whether your printer will work properly or just sit there and
stare at you when you try to print.

Somewhere in the manuals for your printer and for your prnter interface, there are
charts showing standard dip switch settings. If your printer won't print, if it
produces characters or spaces not present in the files you created, or if your hines
aren’t printing all the way across the page. check your dip switches to make sure
they are set correctly. Be sure to check the dip switch settings on beth the
printer and the printer interface.

if you can’t make sense out of your manuals. try to find somebody else who has a
printer like yours that is working properly. and write down their dip switch settings
SO you can check them against yours. Or contact your local computer store or
service center for advice. As a lust resort, call (or write) the manufacturer of your
printer, printer interlice, or compuier,

It your printer isn't working right. and you can’t find out what the proper switch
seteings are for your printer and printer interface, leave them alone. Chances are
they are set correctly. Arbitrarily flipping switches can result in major problems.

o’

¥ .

Imporiant note!!

When you are trying 1o solve printer problems. always turn the printer off and then
back on again after you make any changes in dip switch or customize setlings.
If you don’t the printer may retain a memory of previous settings.




APPENDIX A

Converting from the old HomeWord 1o HomeWord Plus

To use old files created with the DOS 3.3 HomeWord, you inust convert theim o
the ProDOS operating system. For this you need a ProDOS Systems Uulities disk.
A copy is on Side B of your original HomeWord Plus disk. You also need a disk
furmatted with HomeWord Plus in the ProDOS language.

‘Insert your ProDOS System Utilities disk and turn on your computer and MONIEOT.
Al the ProDOS muain menu, press C 1o Convert DOS 3.3 files to ProDOS.

Press P o Set the Prefix -- then press P ougain to indicate the pathname of your
ProDOS disk und type in the name of the ProDOS disk you'li be transterring the
[OS files 1o, lnsert the DOS disk and ProDOS disk into the drives indicaied (you
cun chunge the drives if you want to. but for now let’s just accept the defaults).
Then press T 1o, Trunsfer {or List) Files.

You van now cheose o have all files on the DOS disk trunslerred to the ProDOS
disk. by just pressing the equal (=) key. Or you can press RETURN 1o see a list of
files on the DOS disk. and select some or all of them w be wansferred to the
ProDGS disk.

It you press RETURN 10 see a dist of files on the DOS disk. usc the arrow keys to
scroll up and down. Press the spucebar to select and deselect files 10 be transterred.
When youre ready o transfer the tiles selected. press RETURN. And you're done!

APPENDIX B

Creating and saving a document

If you ve never worked with a word processor before, go through this step by step

10 learn how to create, edit and save a document.

You want 1o start in the typing area. If 'you are in a menu area. press ESC one or
more times, until you get to the typing area. The top 2/3 of the screen will be blank,
except for the smali biinking square, cajled a cursor, in the upper left corner of the
screen. '

Let’s try typing a shori leter. If you make a few typos (mistakes}, don't worry -- &
little later, you'll find out how to correct them. For now, just keep going.

Type: Dear Debbie,

See what the cursor is doing? It's one space after what you just typed. The cursor
always marks the space where the next will be typed.

Now you want 10 go to the next line. To do that you maust perform a “‘carriage
return,”” so press the key labeled RETURN. A crooked arrow appears. signifying a
carriage return. and the cursor jumps down to the beginning of the next line. Press
RETURN again to create a blank line in between the address (Dear Debbie) and the
body of the letter.

Now type: Thank you for your offer to bake three cakes for the PTA fundraiser next
Monday. '

What if you say to vourself. “"Ch no. the fundraiser is Tuesday. not Monday.™
How cun you crase the mistake? Very sinple. Find the DELETE key on the upper
right corner of the keyboard. It erases the lemer just behind the cursor. Press
DELETE once. and the period vanishes. Press it again. and the “"y™" disappears,
and so on. Keep pressing DELETE until the word “"Monday’” is gone.




Now type: Tuesday.

You've fixed your misiake. The sentence now reads, "Thank you for your offer to
bake three cakes for the PTA fundraiser next Tuesday.”

But how do you fix a mistake that’s up a tew lines. or back a paragraph? You
wouldn't want 1o eruse everything you've written. Let’s say you decided 1t was a
mistake to have cailed her Debbie -- that sounds oo informai. So let’s change

PR - -, . - . . -
“Debbie’ o ~Mrs. Hoffman. ™ Use your arrow keys. i the lower right corner of

the keyboard. 10 get your Cursor up to the first line. Then, starting with your cursor
blinking on the comma, press DELETE unti! “Debbie’ is erased.

Now type: Mrs. Hotfman
Let's continue typing the letter. Press the down arrow key to get the cursor o the

end of the letier. Press the RETURN key twice 10 begin a new paragraph. Finish it
as shown:

34890 Mormngside Lo,
Shark, MD 73085
May 7

Oear Mrs Heltman,

Thank you for yaur offer 10 bake Ihree cakes tor ihe PTA
tundraiser next Tuesday

| nead 1o have all cakes dehvered 10 me al the school by
2:00 on Tuesday. 1f you come by betore t arnve, please
leave your cakes with Miss Olsen mn the man affice

Lel's hope thes 1§ our most sugcessiul lundratser ever We

nave a chance 10 purchase several microcompulers at a large
arscount, and we wan! to gel as many as we can.

Sincerely.

Kate Rogers

The screen display when you are finished should lock like this:

Notice that a miniature overview of the page as it will look itke when printed
appears in the lower right hand corner of the screen. This is cailed the page sketch.

Now that you have finished the letter, you want to save it. You want it on file.
When you want to do sornething other than type, press ESC to go 1o the menu area.

In the main menu, the icon cursor is framing the “File™ icon. You want 10 file your
letter, so press RETURN to choose that icon.

In the File menu, you see six more icons. The icon cursor is framing the “Save
Document” icon. Since that's exactly what you want 1o do, press RETURN again.




Now you niust give your file a name, which will oe in twe purts. The st part of

ihe name refers to the disk the document is w be filed on. Untess you have already
created a document disk with the " Prepare document disk™ icon save this file on
your HomeWord Plus disk. The next part of the name reives 1o the speciiic file,
Let's cull this file "HOFFMAN.LTR™ (you are not alfowed 0 put spaves 1o
Olenames. »0 i you want  separate two words or phrases, o period works besty,

After the slush, vyper HW/HOFFMAN.LTR

Press RETURN. Now you've got the letter written and {ided, What il you want 1o
write a similar leter (o another person, who cunnot debpver her cabes! How do you
change something on a letier that's already typed and {iled?

Press ESC 1o go o the main menu. Press the left arrow key once o frame the
CECT ican, then press RETURNL Tnthe Edit mene, press the feli urrow Koy twice
o frame the Erase text’ icon, and press RETURN.

You are prompted o move the cursor Lo the beginning ot the 10X you wanl 1o erase.
Use the arrow Keys 1o move the curser w the beginning of the sentence T need w
have all cakes delivered o me at the school by 3:00 on Tuesduy . Press RETURN.

.

Now you are prompied 1o paint the text by moving the cursor. “Painting™ is like
asing a highlighter pen. Press the right arrow key to move the cursor along the text
you want 1o erase. When you get o the end of the paragraph. stop. If you've painted
more than you want. back the cursor up with the left arrow key. Press RETURN
when you're finished painting. snd the paragraph will disappear.
A

Type: [ kaow it's hard for you o drive with your broken leg. I would be happy to
pick up your cakes around 2:00 on Tuesday.

Since this lever is uddressed o u different person, practice using either of the
miethods described above 1o change “"Mrs. Hotfman™™ 1o ~"Mrs. Arnovick.”

So far. whenever we've discussed changing something, we've erased text then
typed in the new text. But there are several other ways 10 edit text. Let's practice
another one of thent now.

Say you wanted 1o rephrase the sentence *'1 would be happy to pick up your cakes
arcund 2:00 on Tuesday.” to "1 would be happy to pick up your cakes on
Tuesday arcund 2:80.7" You couid erase “'on Tuesday™ and iype it in the new
place. Or you could move the text.

Press ESC 1o go to the menu area. then choose Edit. In the Edit menu. your icon
cursor is framing “"Move text.”” which 13 what you want. so press RETURN.

You are pronpicd (o niove the cursor to the beginning of the text you want o move.
Use the arrow Keys o move the cursur o the space before “'on.” Press RETURN.




Now you are prompted o paint the text by moving the cursor. Press the rnight arrow
key to move the cursor along the text you want to move. When the cursor is on the
period, stop. If you’ve painted more than you want. back the cursor up with the left
arrow key. Press RETURN when you're finished pamnting.

Now you are prompted o move the cursor Lo the place you want 10 move the text.
Use the arrow keys to move the cursor 10 the space before “around.’” Press
RETURN, and you're done!

Of course, you could probubly have erased and retyped this simall amount of text in
the time it took you W move it. But the move feature is exceptionally handy when
you need 10 rearrange larger blocks of text. You can even move whole pages at a
time!

Now you want (o file this new version of the letier. Press ESC to go to the main

menu, press RETURN once to choose “File,” then aguin to choose *"Save
document.”’ '

You could save this letter under the same name, replacing the letter to Mrs.
Hoffman, by just pressing RETURN. But you want 1o keep both letters on tile.
Notice that the cursor is on the *"H'" in Hoffman and that the disk name (/HW) is
still there. After the “/HW/"" type: ARNOVICK.LTR

If you later want o gt the tirst fetier out of the file and ook at it, go to the File
menu and choose “Get document.”” Now you can type the name of the document
and press RETURN. Or. if you can’t remember the exact name of the document
you can press the down arrow key to see what's on file. Let’s try it

The defauit disk name you see is “"/HW/.”” This is the name of the disk the letter is
filed on. Keep pressing the down usrow key, unti the whole file name.
/HW/HOFFMAN.LTR. is displayed. Press RETURN. and the letter is displayed

Qf YOUr screcih. ~

You may keep both of these letters on file for future use. If your printer is
connected you may print them out. To print out the file in the typing area, press
ESC to go to the main menu. Press the left arrow key twice to frame the “*Print”™
icon, and press RETURN., In the Print menu, press the feft arrow key once to frame
*Print document. ™ then press RETURN. Fotlow the prompts to begin printing. (If
you haven’t custemized for your printer yet. choose the “*See final document’” icon
to do a test print instead.)

To create any more documents and save them, you will need to prepare a document

disk. Even before that. you should customize your HomeWord Plus program disk.

See the “Customize and Utilities™ seciion in this manual for guidelines on
customizing your program disk and preparing a data disk.




APPENDIX O - Copying HomeWord Plus

Copying HomeWord Plus to an Apple 5 1/477 disk drive
Every program disk has a fimited ife - i vou use HoneWaord Plus oot the disk
will wear Laster. OF course, when your dish weats ulils yull Can soid Lo Sicim 4o

repluce it for a minimal fee. But if you've made'a copy of the mester disk and the

copy weirs out, vou can mahe another copy from the original disk. Yooy program,

disk should lust for many years i vou take care of it

To make o back-up copy of the HomeWord Plus muster disks, Dirst load the
ProDXOS Systems Utilines on side B of your original HomeWord Plus disk. At the
Filer Utility menu. type ~ V™ for Volume Commands. Finally. type "C77 tor Copy
a Volume.

At the copy screch. press return to accepl the detuult siol and drive values, of type
other numbers o inpul your own, When prompied. inserl the HomeWord Plus
master disk in drive T (1 you are tollowing the defuults und the disk thut will be a
copy of the master disk in drive 2. Press RETURN. The naime of the master disk
will be shown - pross RETURMN agam to heep the sinie nane for your copy, siee
the program will need to look Tor that disk name whew secossmg speaiic Liles, 1ihe
copy disk is g ProDOS gisk, you will be prompted o press YT 10 Tdesiroy
it. Go ghead, and the copy routine will begin,

Repeat the Copy a Volume process o copy the ProDOS Syswem Uttlities disk onto
side B of your HomeWord Plus working disk. Also copy the HomeWord Plus
spelier disk onte a second dish o use as your workiing copy.

Note: it is tHegal to copy the HomeWord Plus master disks to gave o sell to another
party. 16 vou do so you are in violation of copyright laws . aud nwy be prosecuted.
You may only copy the niaster dishs for your own personal usc.

installing HomwVWord Plus on a hard disk

Follow these steps o install HomeWord Plus on The Sider by First Class
Periphorals tmost Bard dish staHaton reguires suniar sieps — modify these
astructions 1o suit vour paticular eywipment). It is assumed that (1) the Sider
ProBOs purtition iy called AHARD U/ that (2) the Sider controller card is in.slot 7.
and thut (3) o floppy disk controfler card is in slot 6.

i. Boot the Sider. Choose the ProDOS partition. Load the ProDOS System
Uthities progruni. Choose F for File Commands. then M for Make
Directories.

20 Crewte the dircctory: /HARDIFHWSYS/ .

30 Pross ESC o return o the File Comumands menu. Choose P for Set Prefix. At
NEW PREFIN. type: /HWY und press RETURN.

4. Press ESC 1o go buck w the File Communds menu. Press C for Copy Files.

Put the HomeWaord Plus word processor disk in the {loppy drive.

At PATHNAME typer = then press RETURN. At TO PATHNAME. type:

THARD I/ = and press RETURN.

6. At PATHNAME. wpe: HWSYS/= then press RETURN. At TC
PATHNAME. wype: /HARDI/HWSYS/= and press RETURN.

7. Now put the HomeWord Plus spelling checker in the floppy drive. At
PATHNAME. wpe: /HS/HWSYS/= then press RETURN. AL 1O
PATHNAMLE. type: JHARDI/HWSYS/ = and press RETURN.

8. Press ESC to return o the File Commands menu. Choose P for Set Prefix, At
NEW PREFIX. tvpe: /HARD1/ and press RETURN.

9. Press ESC 1o return to the System Uulities menu. Choose Q tor Quit. To start
up HomeWord Pluse remwove all disks from your floppy drives. At
PATHNAMIE, npe: /HARDU/HWSYS.SYSTEM and press RETURN.

v




Copying HomeWord Plus to the Apple Unibisk 3.57 drive
If you have an Apple UniDisk 3.5 drive. you can copy both the word processor
and the spelling checker 10 one 3.57 disk, w© save time and disk swapping.

1.

2%

Load the ProDOS System Utilities from Side B of your vriginal HomeWord

Pius disk. Press F for ProROS Filer Utilities, then V for Volume Commands,
then F for Format a Volume. Put a blank disk into your UniDisk drive and set
the slot and drive vaiues to maltch the UniDisk controller card location in your
compuler. '

. At NEW VOLUME NAME, type: COPY. Press RETURN. When the disk is

formatted. press ESC twice to return to the System Uuhnes menu.

_ Press F for File Commands, then M for Make Directory.
Al PATHNAME, type: /COPY/HWSYS/. Press RETURN. When the

directory is made, press ESC to return (o the File command menu.

_ Press C for Copy Files. Insert your HomeWord Plus word procesor disk into

any available drive.

. At PATHNAME., type: /HW/=. Press RETURN. At TO PATHNAME,

type: /COPY/=. Press RETURN.

At PATHNAME. type: /HW/HWSYS/=. Press RETURN. At TO

PATHNAME. type: /COPY/HWSYS/=. Press RETURN.

_ Remove the word processor disk and put the spelling checker disk into the

drive. At PATHNAME, . type: /HS/HWSYS/=. Press RETURN. At TO
PATHNAME. type: /COPY/HWSYS/=. Press RETURN.

9. Press ESC twice until you are back at the System Utilities menu. Press V for
Volume Communds. then R for Rename a Volume. Indicate the slot/drive
values for your UniDisk conirolier card.

10, AtNEW VOLUME NAME. type: HW. Press RETURN. The copy process is
complete.

P11 your UniDisk controfler card is in the highest boot slot in your computer, at
this point type ®CONTROL-OPEN APPLE-RESET# will get you it the
HomeWord program. If this is not the case. you will need w get back to the
System Utilities menu - type Q for Quit. load Basic.System. Then type B 10
get into Basic. At the prompt type: Prefix /HW. Press RETURN, then:
-HWSYS.SYSTEM. Press RETURN. '

You now have both the word processor and spelling checker on ore 3.57 disk,
called /HW. You cun sull add lurge numbers of words to the speller’s
USER.BOOK file. You can also add more directories to the disk and store files on
the same disk the programs are on -- there are some }.100 blocks left.

NOTE: This copy procedure works with one standard drive and one Unibisk 3.57
drive. If you don’t have a siandard drive (only UniDisk drives). send your
HomcWord Plus disks back to Sierra On-Line. along with $3.00 for postage and
handling. Sierra wiil send you a copy of the HomeWord Plus word processor and
speliing checker on u 3,577 disk.




Using HomeWord Plus with the Apple Memory Expunsion card

HomeWord Plus supports the Memory Expunsion card made by Apple Computers,
Inc. (H you have an memory expunsion card made by another compuany. and it
foliows Apple™s prowwol. chances are 1 will work with HomeWord  Plus,
Reference the manual that came with the card o adapt these instructions 1o suit your
card.) '

You can load both the HomeWord Plus word processer wid the spelling checker
into u 256K (or greater) memory expansion curd and uiibitize is Ulighining speed.”
[t is not recommended that you put documents on the card. since they will be gone
forever vnce the power goes off {unless you copy them o Hoppy disk sty To
install HomeWard Plus on the Apple Memory Expansion curd, fotlow these steps:

}. Louad the ProDOS System Utilities disk on Side B ot your original HomeWord
Plus disk. From the Systems Utilities menu. press Folor ProDOS Filer
Ulilities. then F for File Communds. und M for Muke Directorics.

2 Asswming your  mwmory  card i i slot S0 create the  directory
ARAMS/HWSYS/. Then pross ESC o returmn ot File Comnunds nenu.

3. Press C tor Copy Files. Insert your HomeWord Plus word processor disk intwo
any available drive.,

4. At PA"I"HNAME. type: /HW/= and press RETURN. At TO PATHNAME.
type: /RAMDS/ = und press RETURN.

5. AT PATHNAME. ype: /HW/HWSYS/= and press RETURN. At TO
PATHNAME. 1ype: /RAM3/HWSYS/= and press RETURN.

6. Now remove the word processor disk and insert the speliing checker disk into
t_he drive. At PATHNAME, type: /HS/HWSYS/= and press RETURN. At
O PATHNAME. type: /RAMS/HWSYS/= and press RETURN.

7. Prgss ESC twice until you are back at the System Utilities menu. Choose Q for
Quit. Ta? start up HomeWord Plus. remove all disks from your disk drives. At
PATHNAME. type: /RAMS/HWSYS.SYSTEM and press RETURN.

Use the word processor and spelier as you would normally with one exception: if
you add words to the speller’s USER.BOOK. you MUST copy that file onto a data
disk when you're through for the day.




APPENDIX D

Customizing For your printer card: Apple ic and “uther™

Apple [

If you have an Apple lie computer, you won't have 0 worry abour what kind of
printer card you have - it has a built-in seriul imerface. However, you stiil must tell
the HomeWord Plus program that you have a lle. The program will then ask you a
series of questions which pertain to your printer.

The first time you Customize for your prinier setup, you should accept all defz.aults
(95% of all serial printers wiil work with these defaulis). If your printer isn’t
working. look up each value one by one in your printer manual (if you can’t find
your printer manual, call the printer manufacturer).

|. The standard printer port is the place most printers piug inlo 1he computer. A

very few are made 1o plug into the modem post. Se¢ your printer manual.

The baud rate is the rate al which the printer processes information and

produces output (the printed puge). HomeWord Plus needs to send informanon

at the same rate the printer processes it. See your printer manual. \

3. The data format is the number of signals (bits) that make up a compleie
character, and the signal that tells the printer that one characier has ended and
another will begin (stop bit). See your printer manual,

[

4. The parity is a bit that acts as an crror check. See your printer manual,
5. For the lust question(s) referring 10 underlining and boldfacing. refer to the
section on Customizing for ~*Other”” prinier cards. on the following page.

“Gther’ or “Cusiom’ Printer Cards

if you have g prinier card other thun those specifically supported by HomeWord
Plus. you cun choose “Other™ ar “Custom. ™ I you want 1o choose Custom, lirs
print out the dula tile /HW/HWSYS/CUSTOM. DRIVER on the HemeWord Plus
master program disk. [t contains detalled guidelines for programming a custom
printer driver.

It is recommended that most people who have a printer card other than thosc
supported by HomeWord Plus choose the “"Other™ printer card. You must then
respond 1o one or two other guestions regarding the operation of your hardware,

1. B you want 0 use underhine or boldface 1ype, you must specify that
HomeWord Plus sends line feeds (similar w carriage returns on a typewriter).
This allows HomeWord Plus to send 4 message to go back over a ling with the
same characters (which produces boldfacing) or the underiine character. I
your printer card is the kind that sends line feeds. choosing "Yes™ to this
question wiil cause an extra line feed (fike a typewriter’s carriage return) at the
end of each line. Single-spaced documents will print in double spacing. and
double-spuced documents will print in quadruple spacing. H you get this resut.
o buck and choose "No. ™ Bul tuke heart. Another question will appear when
you press RETURN, which may allow you 10 do underlining and boldfucing
after ali.

2

{f you answered "No™ to the question above. HomeWord Plus will ask it your
printer does backspacing. You can Jook i your printer manual for the answer
to this guestion, or you can experiment with different answers untii you tind
out what works. I your printer does backspacing. you will be able 10 undertine
and boldface. Only if your printer curd sends line feeds and your printer won™t
backspace, will you not be able to underline and bokdface with HomeWord
Plus.




APPENDIX E

Converting hexadecimal ASCIL printer codes to decimal

Your printer munual wiil give you the ASCH code that needs to e sent o the
printer, cither in decimal or hexadecimal (sometinies it lists bothy, Indusiy
standards dictate that if the number is given i hexadecting it will he preceded by a
%.7* For exampie: $10 and 10 are two completely ditlerent numbers. HomeWord
Plus uses the dechnal codes. 1 your printer manual says that it reeds an ASCIL2Y
as its Escape codetis refernng to @ decimal 27, However, i it reless 1o the escape
code us un ASCII $1B. it is using a Hexadecimal code. You will nead o convert this
to decimal in order w tell HomeWord Plus what 1o send.

Lot s use this as an example wo show you how o use the conversion tible. You need
o convert the $18 nto o decimal vabue, Take the st divit of the hoxadecmal
pumber. which s o L G down the lelt-hand column unnl you focate the T Now
wike the second digit of the hexadecinul number, which 1 u B, Go across the
columns until you find the column labeled B The number shown in the box where
these two columns mect is 27, That is the decimid equivalent ol o hexadecimul $18.
Note thal a decimal 27 and « hexadecinad 318 are eaactly the swne.

Ist Hexadecimal (%) Character

Exanpi

Conversion Table
Hexadecimal Code to Decimal Code

Ind Hexadecimal (8) Character

c|lo | elcr
] s
EREERIEEREEE
5
V!ﬂ
e
03 g5
W08 | 109 | oo
132 ] 125 1 128 | 127
0] 4 | 12
150 | 157 | 154
172 | 175 174
IES] 190 141
205 | o6 | 207
RS
237 | 23% | 239
I ENENET

¢: Hexadecimal Code $1B = Decimal Code 27




APPENDIX ¥

Default settings

When you first purchase HomeWord Plus, it has certain buili-in (default) values for
layout [unctions, sysiem conbiguration, and print optivns. These default setiings can
be changed for all or individual documents within the Customize. Layout, or Print
menus.

Here is a list of HomeWord Plus’s adjustable settings:

TOP/BOTTOM MARGINS PP
LEET/RIGHT MARGINS ... e 10
PAGEWIDTH ... ... ... ... ....... [P 80 COLUMNS
PAGE LENGTH . e 66 LINES
TABS oo . o.o..5 1015 200025 300 35 W)
LINE SPACING . ... SINGLE
ALIGNMENT e LEFT

OUTLINE POINT

.................... DECIMAL NUMBERS NOT SET
BULLET CHARACTER = .
LEVEL 1 = ARABIC NUMBERS
LEVEL 2 = UPPERCASE
LEVEL 3 = LOWERCASE .
LEVEL 4 = BULLET
HEADINGS/FOOTINGS ... HEADER OFF
FOOTER: PAGE # (STARTING PAGE 2)
TYPEOFPRINTERCARD ... ... OTHER
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MAKE BACKUP DOCUMENTS? .. YES
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ASCIE code

Builet

CAPS lock
Change mode

Character
Command

Configure
CONTROL

Conversion table

Convert

The computer industry standard that desigrates how a
COIpULET Is Lo Interprei a speciiic clectromue signal.

Any symbol you want to choose 10 designate a point level in
an outline (preset by HomeWord to be a dot).

The key that makes all letters uppercase.

The mode that allows you ¢ overwrite (replace} text
instead of erasing it and then inserting 1t.

Any letter, number. punctuation mark, space or special
character that you can type.

What you tell the compuier o do by pressing certaln keys
OF lyping Certain messuges.

To set up, w0 specify.

The key that you press simuliancously with another key to
make varivus cursor moves und o get spacific jobs dong.
A tabie that shows you how 10 convert a value -- you may
need 1o convert hexadecimal numbers into decimal numbers
it you want to print special characters.

To change.

Drecimal

Default
Delete
DELETE key
Document

Document disk

Drive

Footing
Heading

Help docwment

What you usually mean by “number.”” a number which
onjy contains the digis -9,

The way HomeWord 1s set up to work. unless you tell it
otherwise.

To erase.

The key that erases the character o the left of the cursor.
Any text vou type using HomeWord

The disk on which you file (save) your own documents (it
must be prepared - “initialized™ -- before you ¢an use ).
The component of your computer system that reads and
transmits (0 rhe computer the information magnetically
recorded on a disk.

A subtitle or label that appears a1 the bottom of your printed
page.

A subtitle or label that appears at the top of your printed
page.

A file stored on your HomeWord disk that lists text editing
keys and icon replacement keys,




Eeon

fcon cursor
Initiajize

Interface card

Load, Loading

Luwercase
Menu
Overwrite
Paint

Preset

Printed page

A picture of u conunand.
The picture {Tame that surrounds un ween.
To prepare your own document disk.
A card o your computer connecied to your printer By
cables. 1t tukes what the computer says and translates it into
Janguage that your prinier -- or another component of your
computer system - can understand.

-
A computer’s wuy of saymng Tone thousand™™ bytes
(etually 1,024 of memory: 43K means approximately
48,000 bytes of memory und OFK means approximately
64.000 bytes of memory.
The process thut takes place when the disk drive reads and
transmits 10 the computer the information magnencally
recorded on the disk.
Small letters.
The area on ithe screen which displays your choices.
To write over words in the text, o replace them.
(Verb) to highlight a part of the texi, either 10 erase it, to
move i copy il, of to make a choice: (noun) 4 highlighted
portion of text or of selections.
To inform the computer about specitics -- size of paper,
spacing, vutline form, ete. -~ prior W your use. You may
change these values by using the appropriate icons (most of
them in the Customize section).
The puge as it appears on puper. Unless you change the
margins, it is 66 lines long, and 80 characters wide.

Sereen line

Sereen page
Skift key
TAB key
Uppercase

Write protect tab

ProDOS

ProDOS System
Utilities disk

ProDOS Filer

One line of text as it oappears on the screen. up o 8
characters 1 a hine. and up 0 15 tines 1o 4 scréen pagy
The typing area of your screen.

The key that makes a capital (uppercase) letter.

The key thut indents the ext,

Capital letters

The silver adhesive piece that covers the upper right squu
notch on your vriginal HomeWord program disk (o prote.
it against accidental erasing.

Apple’s Professional Disk Operating System

Coniains all the utility programs available from Apple 1o
use in ProDOS. These utility programs are on the back «
your HomeWord Plus program disk. and can be loaded jus
like any other program.

Selected utility programs from the ProDOS System Utititic
disk, which can be loaded from HomeWord Plus or fron.
the main menu of the System Utilities disk.
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A guick way to begin HomeWord Plus:

3]

- Read “*Geuing Started™ (pages 4-3), ~The Menu Area™ (pages 6-7), and

*“The Typing Area’™ (pages 8-9).

Go through the step-by-step wtorial in Appendix B (puges Y3-99), on creating
and saving a document.

Read “*Customize and Utilities™” (pages 14-17), 1o customize your HomeWord
Plus word processor disk so that you can print, and to prepare a document disk.
Begin using HomeWord Plus to create letters, memos, reports, etc, Read

“File”” {(pages 18-21) for guidelines 1o saving documents on your newly
created document disk.

If you have trouble loading HomeWord Plus, here are some solutions i.
common hardware-related problems.

1ie only:

If words and icons on the screen are only partially drawn, you could have onc «.

two probiens.

& If you bougit one of the carly Apple He's, you may stll have a Revision -
motherboard. This board (the large green horizomial board inside you.
computer) will not generate double hi-res graphucs used by HomeWord Plus an
many other newer programs. Look for the serial number of the motherboard &
the center back of the board. If the number ends in A, contact an authorize:
Apple dealer for free replacement. If the number ends in B, chances are tn
motherboard is OK.

e [If you see two exposed prongs in the lower left corner of your §Q-column card
these need to be connected. (Some 80-column cards have three prongs, twa ¢
which need to be connected -- refer to instructions that carme with your card.) I.
you cannot find the tiny jumper that came with the card, purchase one at you:
local Apple deater, or improvise a jumper by connecting the prongs with a shon
piece of copper wire.

Iic only:
If the cursor is moving without your input, unpiug your joystick and relou.
HomeWord.

For other problems, consult the Help section at the back of the user’s guide, or lou.
the file /HW/ERRATA, which covers questions arising since the most recen:
revision of the user’s guide.
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CIFTIONS

BE/E
ajol

FERENCE C,

A handy reminder of frequently used commands.




The icons represent various capabilities of HomeWord Plus. All word processing
icons (except Find Misspellings) are grouped together in “*families”” which indicate
their general functions (Print, Edit, File, Layout, Cusiomize and Utilities). Use the
icon “‘family trees”’ to locate each icon.

When you get comfortable with the HomeWord program, you might want to speed
things up a bit. You don’t always have to use the icons -- you can duplicate the most

cormmonly used icon functions by simpiy pressing the or l] key and the
designated letter on the keyboard. ' b =

ICON FAMILY TREE

=

il

— SRELECTED
PAGES

—

TYPE OF PAPER

STARTING

TYPEWRITER PAGE NUMBER

PRINT DOCUMENT SEE FINAL DOCUMENT
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ERASED TEXT

ERASE TEXT
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_ | <&
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DOCUMENT L
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START NEW PAGE

E &
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— ~ PR
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— ~ R

- e

ey i

w— OUTLINE PRINT
ALIGNMENT POINT STYLE
\\ i3]

LEFT

@3

a5 I

.



CURSOR MOVEMENT KEYS

in Typing Area

By Character
—ip-

-t

By Word
CONTROL E
CONTROL W
Closed Apple E

Closed Apple W
By Line

Gpen Apple 3
Open Apple §
CONTROL A
CONTROL Q
CONTROL Z

By Page

CONTROL P
CONTROL O
CONTROL G
CONTROL F

By File
CONTROL T
CONTROL B

right
eft

forward

back

forward by uaderlined
{rnisspelled) word

buck by underlined
(musspelled) word

up within text

down within text
straight up

straight down

beginning of current line
end of current line
beginning of next line

forward one screen page
back one screen page
forward one printed page
back one printed page

wp (beginning) of {ile
botom (end) of file

TEXT EDITING KEYS

CONTROL D
DELETE

CONTROL N
CONTROL L
CONTROL S

SHIFT

CAPS LOCK
TAB

CONTROL C

deletes  churacrer  under
cursor

deletes character in front
of the cursor (backspace
deleie)

deletes next word

deletes screea line the
cursar is on

switches case of character
under cursor

ivpes uppeércase letter or
character (in combination
with other key}

types ath uppercase letters
until releused

tabs out Lo next tab
position

toggles insert/change
mode

MISCELLANEOUS RKEYS

Open Apple H
CONTROL V

CONTROL X

Heip

displays ASCIl valuz of
charucter under cursor
inserts ASCH  wvajue

CURSOR MOVES

in FILE icons
e
-
Closed Apple =+
TAB
Closed Apple «—

right one character
left one charagier
right to next /
right to next /

left 10 previous /

(after /) scrolls up

through filenumes
{ufter /) scrolls
through filenames

down

HPD-003



FIiLE functons
Open Apple A
Open Apple G
Gpen Apple 1
Open Apple S
Open Apple X
Open Apple V

EDIT functions
Open Appie C
Open Apple E
Open Apple M
Open Apple ¥
Closed Apple F

Open Apple R
Closed Appie R

Upres Apple Y

When you get comfortable with the HomeWord program, you might want to speed
things up a bit. You don’t always have 10 use the icons -- you can duplicate the most
commonly used icon functions (in the Edit. File and Layout families) by simply

pressing the

Insert docunicent o exd
Get (oud) document
[nclude Gite

Save document

Begin v new Jdocument
Eruse document

Copy text

Erase text

losert erused @xt

Find tex

Repeat previous Find
vperativn  from  current
pusiton

Find and repluce text
Repeat previous Find and
Repiace  operation  from
CUITCH posttaom

Move texi

ICON-RELATED FUNCTION KEYS

LAYOUT functions

Qpen Appic B
Open Apple D
Open Apple |
Open Appie K
Open Apple L
Open Apple N

Open Apple O
Open Appie P
Open Apple Q
Open Apple T
Open Apple U
Open Apple W
Open Apple Z

PRINT functions
Closed Apple P

Boldtuce text

Start new page

Even marging

Set left/right marging
Align text 1o the left
Normal text
{boldface/underline off)
Cenier next line
Qutline point

Set wop/bottom margins
Headings/footings
Underline text

Set line spacing

Align 1ext to the right

Print menu

key and the designated letter on the keyboard.

SPELLER functions

Closed Apple §

Clased Apple E

Closed Apple W

Closed Apple F

Spell check the document
H ImMEmory

Forwurd to  next
misspelied  (underlined)
word

Backward 1o previous
misspelied  {underlined)
word

Find the next ocgurrence
of the same misspeiied
(underlined) word

CUSTOMIZE AND UTILITIES funcrions

Closed Apple A
Closed Apple 4
Closed Apple 8

Closed Apple O

Enter the Apple ProDOS
Filer
Swich to 40 colunm
screen
Switch to 80 column
screen
Toggles page  skelch
un/oll for 24-lne display
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