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Part II Preface

Part II: For Experienced Users
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How to Use Part II
This part of the Apple Writer III manual is intended for those who have 
had previous experience using word processors, or who have 
completed Part I.

Chapter 3
“Editing” explains all the Apple Writer commands that allow you to 
edit the document in memory.

Chapter 4
“Managing Files” explains all the Apple Writer commands that save, 
load, and maintain files.

Chapter 5

“Printing” explains what you need to know to print a document.

Chapter 6

“Changing Format” explains all the Apple Writer commands that 
format documents.

Each chapter is divided into two sections:

• The first tells you what you need to know before you use the 
chapter's commands. It gives you important background 
information.

• The second tells you about the commands. It covers all the 
information about each command in detail.
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Read the section on what you need to know just once, before you 
start. Then look up the commands you want to know about in the 
commands section.

In the Commands Section
Commands are grouped by function, with 
the most common first.

The commands are not in alphabetical order, but in order of function: 
those used most frequently are first, those used least frequently are 
last.

For each command, the keys to press are called out in a 
two-column format, like this

To Do This Press This

or like this:

To Do This Press This...Then Type This

When more than one command is listed, select the one that best suits 
the task you want to perform. Don’t enter all of the commands in 
sequence!

The main command is followed by its options, and sometimes by an 
example.

Finally, a few commands end with a section on neat tricks, which tells 
you how you can use the command to perform short cuts and minor 
miracles.

By the Way: There’s a distinction between press and type. You press 
function keys—such as (return), (control), and (escape)—which are not 
shown on the display. You type printable characters—such as A b, 
and 3—which are shown on the display.

For instance, when we tell you to “press (return).” we mean “press the 
single function key,” but if we were to say “type RETURN,” we would 
mean “type each character of the word, R,E,T, U, R, N. ”

Preface



Figure 11-1. A Menu Roadmap

Diagram of Key Menus
Figure 11-1 shows all of Apple Writer’s menus, the keys to press to get 
them, the type of information they cover, and where to look for more 
information.
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[ ] means press (control) (you do not 
type the brackets).

When you are more familiar with 
Apple Writer, turn to Appendix C to find 
out more about using the numeric 
keypad.

Figure 11-1 shows the control characters to press to get each menu. 
To leave any menu and return to the editing display, press (return).

In the rest of this manual, control characters are shown in square 
brackets ([ ]). The brackets mean that you should hold down (control) 
while you press the character, usually a letter, in the brackets. The 
letter may be typed in upper- or lowercase when you give the 
command, although it is always shown in uppercase in the menus 
and in this manual.

A Quick Way to Use Apple Writer
In Part II you’ll learn how to use Apple Writer’s control-character 
commands, but there’s a quicker way to use Apple Writer: you can 
issue the same commands from the Apple Ill’s numeric keypad.
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Editing

This chapter explains the Apple Writer III commands that create and 
edit a document while it’s in memory. If you have not read “How to 
Use Part II,” which immediately precedes this chapter, do so before 
you begin this chapter.

What You Need to Know Before Editing
Read this section carefully before you use the editing commands.

Starting Up
You start up Apple Writer by putting the Apple Writer system disk (the 
one marked “Apple Writer III Program Master”) in the built-in disk 
drive and turning on the computer’s power. When you do this, the 
Apple Writer III program is loaded into the part of memory that is 
reserved for it and the display in Figure 3-1 appears.
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Figure 3-1. The Opening Display

Apple Writer ///

Copyright 1981-2*  Paul Lutus

Copyright 1981-2? Apple Computer/ Inc*

(For HELP while editing

press open-Apple and "?")

Press RETURN

The default setting is the one the 
computer uses unless you tell it 
otherwise. That is, it is used by default.

The standard tabs and format are loaded 
right after start up.

A buffer is a part of the computer’s 
memory reserved for a specific purpose. 
See “How Memory Is Divided” for more 
information.

When you press (return) from this display, the normal or default 
settings for tab positions and format commands are loaded from 
the Apple Writer system disk into the tab and print value buffers 
—parts of memory that hold the current tab and format settings.

If you want to, you can modify Apple Writer so that it automatically 
does these things when you press (return) from the opening display:

• Loads your own tab positions instead of loading the system tab 
positions. More about this in “Saving Tabs in a File” later in this 
chapter.

• Loads your own settings of the format commands instead of 
loading the system settings. More about this in “Saving and 
Loading a Print Value File” in Chapter 6.

• Runs a Word Processing Language (WPL) program of 
your choice. More about this in Appendix C and in the 
Apple Writer III Word Processing Language manual.
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Because the entire Apple Writer III program resides in memory after 
you start it up, you don’t have to keep the Apple Writer system disk in 
the built-in drive. If you want to, you can remove that disk and insert 
your own data disk—that is, any SOS-formatted disk. If you don’t 
know how to format a disk, see “Formatting Disks” in Chapter 4.

There are only four times when the Apple Writer III system disk must 
be in the built-in drive. They are when you

• start up Apple Writer

• use the help screens (more about these later)

• run the demonstrations covered in Chapter 2 of this manual

• run the WPL programs that are on the Apple Writer system disk.

The Editing Display
In Apple Writer, the display usually shows either the document in 
memory or a menu. We refer to the display that shows the document 

The editing display shows the in memory as the editing display because you can edit text when it
document in memory. is displayed.

When you press (return)from the opening display, the editing display 
is blank—except for the cursor and a highlighted line of text 
at the top.

The Data Line
The data line is the line of information at The highlighted line of text at the top of the display is called the data
the top of the display. line. Figure 3-2 shows the data line—your data line may look slightly

different depending on the amount of memory your Apple III has.
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Figure 3-2. The Data Line

The first column of the data line shows the direction arrow:

< or > The direction of this arrow determines whether Apple Writer 
searches forward or backward through a document and 
whether text is deleted or retrieved. When you start up 
Apple Writer, the direction arrow points to the left (<).

Sometimes a U or an L appears in the first column of 
the data line, indicating that case-change mode is turned 
on. More about this in “Changing Case Automatically” later 
in this chapter.

The next three columns tell you which options are currently being 
used. The letter that stands for the option is shown when the option is 
selected; when the option is not selected, the column is blank.
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When Z appears in column 2, the word wraparound 
option is on. Word wraparound means that if a word is too 
long to fit on the end of a line, the entire word is wrapped 
around to the beginning of the next line.

When column 2 is blank, the word wraparound option is off. 
This means that words that are too long are split at the right 
display edge: part of the word is on one line and part is on 
the next line.

U V in column 3 means that control-character insertion 
mode is on. When this mode is on, the control characters 
that you press are put into the document in memory as if 
they were text, rather than executed immediately as 
commands.

When column 3 is blank, control-character insertion mode 
is off, and the control characters that you type are executed 
immediately as commands.

R R in column 4 means that replace mode is on. When 
replace mode is on, characters that you type are written 
over the current text at the position of the cursor. In other 
words, the new text that you type replaces the old text in 
memory.

When column 4 is blank, replace mode is off. Text that you 
type is inserted into the current text instead of replacing it.

Here’s what the other entries on the data line mean:

Mem: Shows how many characters of memory are available for 
the document in memory.

To estimate the amount of available memory in pages of 
printed text, divide the number of characters shown after 
Mem; by2500.
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Len: Shows the total length, in characters, of the document in
memory.

Po s: Shows the current cursor position, in number of characters, 
from the beginning of the document.

Tab: Shows the current cursor position, in number of characters, 
from the last (return).

File: Shows the name of the document in memory.

You can also display the current tab positions on the data line or turn 
the data line off. To find out more, see “Changing the Data Line” later 
in this chapter.

A mode determines how Apple Writer 
interprets commands.

Apple Writer is almost always in text 
entry mode.

Apple Writer Modes
Most of the time when you issue a command in Apple Writer, it 
performs a single task. Then, when the task is completed, Apple 
Writer automatically returns to the state it was in before you issued 
the command.

But a few of Apple Writer’s commands do something different: they 
cause some of the other keys on the keyboard to take on new 
meaning—to temporarily be interpreted differently than they were 
before. Each of these different states of the system is called a mode. 
Even Apple Writer’s normal state—the one it’s in when you’re typing 
text—is a mode: it’s called text entry mode.

In text entry mode

• any character that you type is shown on the display at the position 
of the cursor

• control characters are treated as commands to Apple Writer.

You’ll do most of your work in text entry mode, but there are a few 
commands that enter other modes. Figure 3-3 shows Apple Writer’s 
other modes.
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Figure 3-3. Apple Writer’s Modes
Text Entry Mode

Characters are 
printed as you 
type them.

The characters 
you type write 
over old text.

Cursor movement 
changes text 
from upper-to 
lowercase— 
or vice versa.

Control characters 
are inserted into 
your document 
rather than executed.

Replace 
Mode

Characters you type are 
shown on the display.

Control-Character 
Insertion Mode

Case Change 
Mode

Typewriter 
Mode

Control characters are 
executed as commands.

When Apple Writer is in one of these modes, it interprets the keys 
that you press differently than it does in text entry mode.

Here’s where you can find out more about each mode:

Name of Mode Where to Find Out More

Replace Mode “Replacing Text by Typing Over It”

Case-Change Mode “Changing Case Automatically”

Typewriter Mode “Using Typewriter Mode for Forms and 
Envelopes”

Control-Character
Insertion Mode

“Inserting Control Characters in Text”

What You Need to Know Before Editing



The text buffer holds your document.

How Memory Is Divided
When you type text at the keyboard, it is put into the text buffer—the 
part of the computer’s memory that is reserved for your document.

In Apple Writer, memory is divided into several parts, or buffers, each 
of which is reserved for a specific purpose and holds a particular kind 
of information. Some of these buffers hold information that is used by 
the Apple Writer program, some hold data that you use when editing.

In this and the following chapters, you will learn several commands 
that put information into buffers and take information out of them. It 
will help you to use these commands effectively if you picture each 
buffer as a storage area that has a definite size and if you keep in 
mind that the behavior of buffers is predictable. Figure 3-4 shows 
how Apple Writer divides memory into buffers.

Figure 3-4. How Memory Is Divided

u
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Here’s where you can find out more about each buffer:

Where to Find Out MoreName of Buffer

Character Deletion 
Buffer

“Retrieving Deleted Text From the Buffer” in 
Chapters

Word and Paragraph 
Deletion Buffer

“Retrieving Deleted Text From the Buffer” in 
Chapter 3

Tab Value Buffer “Using Tabs” in Chapter 3

Print Value Buffer “Print Values and How to Change Them” in 
Chapter 5

Glossary Buffer “Making and Using a Glossary” in Chapter 3

Footnote Buffer “Formatting Footnotes” in Chapter 6

The Editing Commands
The rest of this chapter tells you how to use each editing command. 
First, we’ll discuss a few commands that operate behind the scenes, 
then all other editing commands, starting with the most common and 
ending with the least common.

Learn These Commands First
There are three commands you should learn before the rest: those 
that get help, set the direction for editing commands, and change 
what’s shown on the data line.
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How to Get Help
If you need help, display the Help Screen Menu.

First, make sure the Apple Writer III system disk is in the built-in drive. 
Then

To Do This Press This

To display the Help Screen Menu @-?

You must hold down @ while you press the question mark (?).

By the Way: You can also press @-/ to get the Help Screen Menu.

Figure 3-5. The Help Screen Menu
HELP SCREEN MENU

A. Command Summary
Cursor Movement
Upper/Lower Case Change

D< Delete/Retrieue Text
£♦ Tabs
Ft Glossary
Gt Saving Files
Hr Loading Files
It Find/Replace Text
J< Print Format Commands

Press RETURN to Exit
Enter Your Selection (A - J)

When the Help Screen Menu is displayed, type the letter that 
corresponds to the group of commands that you need help with, then 
press (return!. A help screen with a summary of the command is 
displayed. (If you want to return to the editing display from the Help 
Screen Menu, just press (return).)
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When you’re done using a particular help screen

The direction arrow determines what 
some commands do.

To Do This

To return to the Help Screen 
Menu

Press This

C

Then, press (return). To select another help screen, type the letter
that stands for it, and press (return).

To Do This Press This

To leave the help screens and E 
resume editing

Then, press (return).

When you leave any of Apple Writer’s menus, you return to the editing 
display.

Setting Direction for Editing Commands
The direction arrow, < or >, is the first character on the data line. 
The direction of this arrow affects several editing commands that are 
discussed in this chapter. It sets the direction for finding and 
replacing text, and it determines whether some commands delete or 
retrieve text.

To Do This Press This

To change the direction of the [D] 
direction arrow

Notice that each time you press [D], the arrow alternates between 
< and >.
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Changing the Data Line
You have three options with the data line.

You can display the full data line, which looks like this:

Mem: Len: Pos: Tab: File:

• You can display the current tab positions as highlighted boxes, 
with each character position displayed as a period, each fifth 
position as an apostrophe, and each tenth position as a number, 
like this:

You can turn off the data line entirely.

To Do This Press This

To display the current tab 
positions

(ESCAPE)

To turn off the data line (ESCAPE)

To turn on the data line (escape)

Notice that (escape) is like a three-way switch—each time you press 
(escape), a different option takes effect.

Entering and Inserting Text
To enter text, just start typing! (If a menu is displayed, first press 
(return) to get rid of the menu and return to the editing display, then 
start typing.) You don’t have to press (return) at the end of each line, 
just at the end of a paragraph.

To insert text, move the cursor to the position where you want to add 
the text and start typing.

To find out how to print a backslash, see 
“Underlining Text” in Chapter 6.

In Apple Writer, all characters except the one (usually a backslash) 
that marks the beginning and end of text to be underlined are printed 
just as they appear on your display.
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Getting upper- and lowercase characters in Apple Writer is just like 
getting them with a typewriter: use (shift) to capitalize a single 
character; use (alpha lock)—which is just like the SHIFT LOCK key 
on a typewriter—to capitalize several characters. However, 
(alpha lock) capitalizes only alphabetic characters. It does not give 
you the character in the upper position on the numeric and special 
character keys. For those characters, you still must use (shift).

Moving the Cursor
There are two ways to change the position of the cursor: you can 
move it in a direction by pressing the arrow keys, or you can move it 
to the beginning or end of the document.

Moving in a Direction
To move the cursor in a direction, press the arrow key that points in 
that direction. For longer leaps, hold down (shift) while you press the 
appropriate arrow key.

To Do This Press This

To move up 1 line Z

To move down 1 line I

To move left 1 character 72

To move right 1 character —»

To move up 12 lines (SHIFTED

To move down 12 lines (shift)-(T)

To move left 1 word or 24 
characters

(shift)-A

To move right 1 word or 24 
characters

(shift)-A
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By the Way: The cursor moves straight up or down until it comes to a 
shorter line. Cursor movement is sometimes more uniform when word 
wraparound is off. To find out more about word wraparound, see 
“Wrapping and Splitting Words to Improve Editing” later in this chapter.

Moving to the Beginning and End of the Document
Here’s the quickest way to move the cursor to the beginning or end of 
a document.

Press ThisTo Do This

To move to the beginning of the 
document

To move to the end of the 
document

[B]

[E]

[B] automatically sets the direction arrow to >.

[E] automatically sets the direction arrow to <.

Deleting Text
With Apple Writer, you can delete a character, a word, or a paragraph 
at a time.

Deleting Characters
If you make a typing error or just want to delete some text, follow 
these instructions to get rid of it.
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First, move the cursor immediately to the right of the character(s) you 
want to delete. Then

To Do This Press This

To delete a single character (CONTROL)-!'^

That is, hold down (control) while you press 0once.

To delete several characters, hold down (control) and hold down 0.

Deleting Words and Paragraphs
Apple Writer lets you delete a word or a paragraph at a time—a 
handy feature when you want to get rid of a lot of text quickly.

First, move the cursor to the right of the text to be deleted. Then, 
make sure the direction arrow is pointing to the left (<); if it isn’t, press 
[D].Then

To Do This Press This

To delete a word [W]

To delete a paragraph

[W] deletes the text that lies between the cursor position and the 
previous space.

[X] deletes the text that lies between the cursor and the previous 
(return). [X] can delete only 1024 characters at a time; to delete 
paragraphs larger than this, press [X] more than once.
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Deleted text isn’t thrown away 
immediately, it is put in a buffer.

20

Retrieving Deleted Text From the Buffer
If you delete some text by mistake, you can get it back without 
retyping it. This is possible because the text is not thrown away 
immediately when it is deleted. Instead, it is put into a buffer—a part 
of memory that is reserved for temporary storage. The deleted text 
remains in the buffer until later deletions fill up the buffer and write 
over the text.

In Apple Writer, two separate buffers hold deleted text. Text deleted 
with (control |-P is put into a buffer that can hold up to 128 characters. 
Text deleted with [W] and [X] is put into a separate buffer that can hold 
up to 1024 characters. Figure 3-6 shows the buffers the deletion 
commands use.

Figure 3-6. Deletion Commands and 
Buffers

puts text into

puts text into

Word & Paragraph 
Deletion Buffer

To Do This Press This

To retrieve character(s) deleted (control )-H
With (CONTROL )-R

That is, hold down (control) while you press0.

To retrieve text deleted with [W] and [X], first point the direction arrow 
to the right (>) by pressing [D]. Then

To Do This Press This

To retrieve word(s) deleted with [W ]
[W]

To retrieve paragraph(s) deleted [X] 
with [X]
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Deletion buffers: Last in, first out.

Figure 3-7. Summary of Deleting and 
Retrieving

When you retrieve text from either buffer, the last text deleted is the 
first text retrieved.

Characters

puts text into the 
character deletion 
buffer.

Figure 3-7 summarizes deleting and retrieving.

Retrieve contents with

This buffer holds up 
to 128 characters.

Words and Paragraphs

put text into the 
word and paragraph 
deletion buffer.

Retrieve contents with

This buffer holds up 
to 1024 characters.

When deleting and retrieving text, use only one command at a time. 
Don't delete a word with [W], then a paragraph with [X], and then try 
to retrieve the word and paragraph together. If you do, the retrieved 
text will have extra spaces and/or carriage returns in it.

You may, however, delete an entire paragraph with [X], then retrieve 
the part of it that you want a word at a time with [W],

Copying Text
Here’s how you can use Apple Writer’s word and paragraph deletion 
buffer to copy text without actually deleting it.
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First, place the cursor at the end of the text to copy and set the 
direction arrow to the left (<). Then

I

To Do This Press This

To copy a word into the buffer

To copy a paragraph into the 
buffer

@-[W]

@-[X]

Then move the cursor where you want to copy the text, set the 
direction arrow to the right (>), and press either [W] or [X]—whichever 
corresponds to the command you used to copy the text.

A copy of the text appears at the cursor’s position.

Moving Text
You can move text by deleting it (which puts it into the word and 
paragraph buffer) and then retrieving it at a new location.

■

To do so, delete the text at its original location, using [W] or [X], then 
move the cursor to the new location, change the direction of the 
arrow, and retrieve the text, using [W] or [X],

The word and paragraph buffer can hold up to 1024 characters. To 
find out how many characters are in a paragraph, place the cursor to 
the right of the last character of the paragraph and read the number 
after Tabs on the data line.

Move paragraphs larger than 1024 characters in segments: move the 
last 1024 characters of the paragraph first, then the previous 1024 
characters, and so on, until the entire paragraph is moved.

By the Way: If you feel uneasy about moving part of a carefully crafted 
document by deleting it, you can copy the text instead.

To do so, copy the text into the buffer by pressing @-[W] or @-[X]. Then 
move the cursor to the new position for the text and retrieve it. Don’t forget 
to go back and delete the text at its original position.
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Replacing Text by Typing Over It
Normally, when you type characters, they are inserted into the text at 
the position of the cursor. However, you can also type over the text at 
the position of the cursor by entering replace mode.

By the Way: This function is called overstrike or exchange in some other 
editors.

[R] enters replace mode: R appears in 
co umn 4 of the data line and characters 
are written over existing text, rather than 
inserted into it.

First, put the cursor at the beginning of the text you want to type over.
Then

To Do This Press This

To enter replace mode [R]

When you see R on the data line, type the new text over the old.

To Do This Press This

To leave replace mode [R]

A switch command is one in which the 
same keys turn the command on and off.

[R] is a switch command—the same keys alternately turn it on and 
off.

By the Way: When changing a table, don’t delete the old part and insert 
the new—use replace instead. Unlike when you insert or delete text, 
replace does not rearrange the text in the table.

The Editing Commands 23



Finding and Replacing Text
The find command can be used for two purposes: to move the cursor 
quickly to a specific word or phrase and to find and replace text.

Find always begins at the current cursor position and searches in the 
direction of the direction arrow.

Using the Find Command to Move Quickly to a Word
Here’s how to move the cursor quickly to a specific word or phrase.

First, check the direction of the direction arrow: if it is not pointed 
toward the word(s) you want to find, change its direction by pressing
[D] . If you want to search through the entire document, press [B] or
[E] to put the cursor at the beginning or end of the document and to 
automatically set the direction of the arrow correctly. Then

To Do This Press This...Then Type This

To move the cursor to the first [F] /word(s) to find/
occurrence of the specified text

Then press (return).

A delimiter is a character that is used 
to mark the beginning and end of a 
sequence of characters. In written 
English, the space is used as a delimiter 
between words.

The text to find must be typed exactly as it appears in the document. 
Pay attention to capitalization. The slash (/) is used to mark, or 
delimit, the beginning and end of the phrase.

When Apple Writer finds the word or phrase and you see 
EFJind: RETURN=Proceed

To Do This Press This

To move to the next occurrence 
of the word(s)

(RETURN)

To exit the find command at the (space) bar
present position
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By the Way: You can exit from the find command by pressing any key 
except (return). The (space) bar is designated because it is most convenient.

If you press (return) when there are no more occurrences of the word or 
phrase in the document, the prompt disappears and the cursor stops 
at whichever end of the document the direction arrow was pointed 
toward.

To find a phrase that has a slash (/) in it, you must use a character 
other than the slash as the delimiter. You may use any character, 
even a space, as the delimiter in a find command: the delimiter is the 
first character that you type after pressing [F].

For Example

Here’s how to find the first occurrence of the phrase million-dollar 
merger if it is in the document in memory.

First, press [B] to move the cursor to the beginning of the document 
and to change the direction of the direction arrow to >. Then press 
[F] and type

/million-dollar merger/

The bottom of the display shows:

tF1 ind:/mil 1 ion-dollar inertfer/$

When you press (return), the cursor moves to the first occurrence of 
the phrase.

Finding and Replacing All Occurrences
Here’s how to replace all occurrences of a word or phrase with 
another word or phrase.
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To change a word or phrase throughout a 
document, use the find command with 
the A option.

First, check the direction of the direction arrow: make sure it’s pointed 
toward the word(s) you want to find. If you want to make the 
replacement throughout the entire document, move the cursor to the 
beginning or end of the document. Then

To Do This

To replace all occurrences of 
word(s) with new word(s)

Press This... Then Type This

[F] /word(s)/new word(s)/A

Then, press (return).

It makes no difference whether you type the A in upper- or lowercase.
Either way, it means “replace all occurrences automatically.”

Remember: Capitalization of the text to find must exactly match that of 
the text in the document.

Warning
When you replace all occurrences of a word, be sure that you want to 
replace all of them—because the word will be changed even when it 
occurs within another word. To replace all occurrences of a word except 
those within another word, type a space character at the beginning and 
end of the word to find and the word to replace it with.

For Example

Here’s how to find all occurrences of substantial loss and replace 
them with profit.

Press [B] to move the cursor to the beginning of the document and to 
point the direction arrow toward the end of the document. Then press 
[F]and type 

/substantial loss/profit/A 

and press (return).
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Here’s an example of how automatic find and replace can make 
unintended changes in your text.

If you press [F] and type

/othe r/al1/a/

with this text in memory

Teaching Milton to type is a bother? other 
trainees are do in? well*

the text changes to

Teaching Milton to type is a ball? all trainees 
are doinS well.

To avoid these unintended changes, put a space at the beginning and 
end of the word to find and the word to replace. For instance, to 
change just the word other to all, press [F ] and type

/ other / all /a

Finding and Replacing Selectively
If you want to replace some occurrences of a word or phrase, but not 
all of them, follow these directions.

First, check the direction of the direction arrow: make sure it’s pointed 
toward the word(s) you want to find. If you want to search through the 
entire document, move the cursor to the beginning or end of the 
document. Then

To Do This Press This... Then Type This

To selectively replace 
occurrences of word(s) with 
new words

[F] /words(s)/newword(s)/

Then, press (return).
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When the cursor moves to the first occurrence of the word(s), and 
yousee EFdind: RETURN=Proceed / Y=Replace

28

To Do This Press This

To move to the next occurrence 
of word (s)

(RETURN)

To replace this occurrence of the Y 
word(s)

To exit at the present cursor (space) bar 
position

Remember: You may press any key except (return) to exit from the find 
command—the (space) bar is used here for convenience.

To Resume the Previous Find Command
If you accidentally exited from the last find command before you 
wanted to (or if you exited to edit the text that you found), you can 
go back and continue the command where you left off, without 
retyping it.

To Do This Press This... Then Type This

To resume the previous find 
command without retyping it

[F]

Then, press (return).
WW’IMMIIWFBI'Iffm'nWWIJlilWWIIIIlllll.lfflWIWi'Ii '.IIIIMi

Neat Tricks With Find
Here are two short cuts you can use with the find command: moving 
the cursor a paragraph at a time and deleting text or spaces.

Leaping Whole Paragraphs in One Bound

You can use the find command to move the cursor to the beginning of 
each paragraph or each item in a bulleted list.
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To Do This Press This... Then Type This

To find out more about what these 
symbols mean and to learn more short 
cuts, see “Delimiters, Wildcards, and 
Other Characters” later in this chapter.

To move the cu rsor a paragraph [F ] 
at a time

Then, press (return).

Then each time you press (return), the cursor moves to the next 
paragraph because it is finding carriage returns—which are 
symbolized by the carriage return character (>).

By the Way: If each paragraph is separated from the next by a blank line, 
you must press (return) twice to move the cursor to the next paragraph. 
This is because the cursor first moves to the end of the blank line, then to 
the next paragraph.

Deleting With Find

Here's another time-saving trick with the find command.

To Do This Press This... Then Type This

To replace something with [F] / something/ /
nothing

Then, press (return).

Here are two examples of how to use this short cut:

To Do This Press This... Then Type This

To decrease the number of [F] / //A
spaces between columns

To get rid of a word [F] /word//A
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The jump command, [J], moves the 
cursor to the characters as you type 
them.

Notice in the last example that there’s a space between the first 
delimiter and the word to delete. Always put a space here or between 
the end of the word and the second delimiter. Otherwise, when the 
replacement is done, there will be two spaces in the text where the 
word used to be.

A related trick with the find command is to replace something with 
spaces. For example, since the backslash (\) signifies the beginning 
and end of underlining, you could use the find command to get rid of 
underlines.

To Do This Press This...Then Type This

To get rid of underlines [F] /\/ /A/

Jumping Quickly to a Word
Here's a quick way to move the cursor to a specific character or word 
in your document.

First, set the direction arrow so it points toward the text that you want 
to jump to. Then

To Do This Press This

To jump to specific characters [J]

When you see [J J ump :, type the characters to jump to. (Don’t 
type delimiters.)

The cursor moves to the first occurrence of the character(s) that you 
type, and the position of the cursor is updated each time you type a 
new character.

The way the jump command works is illustrated in Figure 3-8. It 
shows the positions in a document that the cursor jumps to when you 
type each character of the word business.
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Figure 3-8. Jumping to Business

Notice that the cursor 
never gets to the second 
instance of business.

To move the cursor to more than one 
occurrence of a word, use the find 
command. See “Finding and Replacing 
Text” in this chapter.

In this figure, the cursor starts out at position 0. Then, when you press 
[J] and type b, the cursor moves to the first occurrence of the letter 
b in the document, position 1. When you type u, the cursor moves 
to the first occurrence of bu, position 2. When you type s, the 
cursor moves to the first occurrence of bus, position 3. And when you 
type i, the cursor moves to the first occurrence of busi, position 4. 
You have now typed enough characters to find the word you wanted. 
If you type the rest of the word, the cursor does not move, even to the 
next occurrence of the word.

If you make a typing error while jumping

To Do This Press This

To delete a character and return 
the cursor to the position it last 
occupied
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By the Way: If you type the word to jump to incorrectly, you can delete 
part or all of the word by pressing 0; however, in the text, the cursor will 
go back only one position from the position it occupied when you first 
pressed 0.

You can stop jumping at any time.

To Do This Press This

To stop jumping [return)

Word wraparound means that when a 
word is too long to fit on the end of a line, 
the whole word is put on the next line, 
rather than split between the two lines.

Wrapping and Splitting Words to Improve Editing
In Apple Writer, you do not have to press (return) at the end of each 
line. When a line is full of text, Apple Writer automatically starts a new 
line. Because of this feature, called word wraparound, your text is 
automatically formatted so that lines end at word boundaries instead 
of in the middle of words. When word wraparound is turned on, a 
word that is too long for the end of a line is wrapped around to the 
beginning of the next line.

Word wraparound is on when you start up Apple Writer, but you can 
turn it off (and back on) as you please. This feature is useful for some 
editing tasks, and not for others.

Word wraparound only affects what you see on the display—whether 
it is on or off does not affect the way your text looks when it is printed. 
When text is printed, lines always end at word boundaries.

[Z] turns word wraparound on: Z 
appears on the data line and lines end at 
word boundaries.

To Do This Press This

To turn off word wraparound [Z]

To turn on word wraparound [Z]

Notice that [Z] is a switch command—you press the same keys to 
turn it on and off.
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Figure 3-9. Word Wraparound On

Figure 3-9 shows how text looks when word wraparound is on. Notice 
Z in column 2 of the data line.

■
■

Figure 3-10. Word Wraparound Off

I

I

I
n

Turn word wraparound on to make the display easier to read.

When word wraparound is off, lines end at the right edge of the 
display. Figure 3-10 shows how the display looks when word 
wraparound is turned off. Notice that Z is no longer shown on the 
data line.

Turn word wraparound off to

• edit text in tables

• cause the display to be updated faster

• make cursor movement more uniform.
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The tab buffer is the part of memory 
reserved for tab settings.

Using Tabs
In Apple Writer, you can set your own tab positions. The positions 
determine where the cursor moves when you press (tab).

When you start up Apple Writer III, tab positions are automatically 
loaded from a tab file into the tab buffer—the part of memory that is 
reserved for the current tab positions. The standard tabs are set at 
every eighth position, up to column 72. You can use these tabs, or, if 
they aren’t convenient for the text that you’re editing, you can clear 
some or all of them from the buffer and set tabs at other positions. 
You can also save tab positions in a tab file and later load them into 
the buffer for use with any document.

Tabbing to a Position
Here’s how to tab to a new position.

To Do This Press This

To tab to the column in which the 
next tab is set

(JAB)

Use (jab) to create tables. When you press (tab), the cursor moves to the next position at which a 
tab is set and inserts spaces between the old cursor position and the 
new one. This is the tab command to use when you are creating new 
text.

No matter where the cursor is when you press (tab), it moves to the 
next tab position. For instance, if the cursor is in column 27 and you 
are using Apple Writer’s default tab positions (every eighth position), 
when you press (tab), the cursor will move to column 32.

Remember: Tab: on the data line gives the current cursor position in 
number of characters from the last (return). Tab positions are always 
counted from the last (return), not from the left display edge. This makes 
it possible for you to tab to positions past column 80—for instance, to tab 
to position 120 on a business form. To see where the last (return) is, follow 
the instructions in “Displaying Carriage Returns” later in this chapter.
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By the Way: If you’re using tabs to make a table that has typing in 
column 80, turn word wraparound off by pressing [Z]—otherwise, the last 
word on the line will be wrapped around to the next line on your display, 
making it difficult for you to keep track of the columns in your table.

Tabbing Over Existing Text
Here’s how to move the cursor over existing text to the next tab 
position.

To Do This Press This

To tab over existing text to the 
next tab position

moves to the next tab position; it does not insert spaces into the text. 
This is the command to use when editing existing text.

Clearing Tabs
Here’s how to clear some of the tab positions in memory, but not all of 
them.

First, move the cursor to the tab position you want to clear. Then

To Do This Press This... Then Type This

[T]To clear the tab at the presentUse [T]C to clear one tab position.
cursor position

If you don’t want to use any of the current tabs in memory, you can get 
rid of them all with one command.

To Do This Press This... Then Type This

Use [T]P to purge all tab positions. To purge all tabs [T]
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Setting Tabs
To set a tab, follow these instructions.

Use [T]S to set a tab position.

First, press the (space) bar until the cursor is in the position where 
you want to set a tab. Then

To Do This Press This...Then Type This

To set a tab at the current cursor [T] S
position

You can set a maximum of 32 tabs, and they can be at any position. 
Tab positions are purged from the tab buffer—and therefore lost— 
when you turn the computer off. So if you don’t want to lose your tab 
positions, save them in a file before you end the session.

Remember: To find out which column the cursor is in, see the number 
after Tab: on the data line.

Saving Tabs in a File
Here’s how to save tab positions in a file that you can load and use 
with any document.

First, set the positions you want using [T]S. Then

[Q] gives you the Additional Functions 
Menu. Option B on the menu is Save Tab 
File.

To Do This Press This... Then Type This

To save the tab positions [Q]
currently in the buffer in a tab file

and type the name of the file to save the positions in. Then press 
(RETURN).
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By the Way: Apple Writer automatically ends tab filenames with the suffix 
.TAB. That way, you can give a tab file the same name as the text file it was 
created for—and the system will not confuse the two files.

Making Your Tabs the Default Tab Positions
Apple Writer automatically loads tab positions from the file SYS.TAB 
from the disk in the built-in drive at the beginning of each session. 
This happens when you press (return) from the opening display.

You can get Apple Writer to load tabs that you have set instead of 
loading Apple Writer’s default tab positions. Just save the tabs that 
you want Apple Writer to use in a file named SYS.TAB on either the 
Apple Writer system disk or one of your data disks.

To save your own tabs in SYS.TAB on the system disk, follow 
these steps:

1. If you want to keep a copy of the original tab positions for future 
use, rename the SYS.TAB file by pressing [0]B, typing 
SYS.TAB, and pressing (return). Then type a new name for 
the file, and then press (return).

2. Press [T]P to purge the present tab positions.

3. Set tabs at the positions that you want to use as the default tab 
positions.

4. With the Apple Writer system disk in the built-in drive, save your 
tabs in the file named SYS.TAB by pressing [Q]B and typing

♦ d 1 / s v s

5. From now on when you start up Apple Writer, it will automatically 
load the tabs you set and saved in SYS.TAB.
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To make your own SYS.TAB file on a data disk, follow these steps:

To find out how to make a SYS.PRT file, 
see “Saving and Loading a Print Value 
File” in Chapter 6.

1. Press [T]P to purge all the present tab positions.

2. Set tabs at the positions that you want to use as the default tab 
positions.

3. Put a disk other than the Apple Writer system disk into the built-in 
disk drive, then save the tabs in a file named SYS.TAB on this disk 
by pressing [Q]B and typing

♦ d 1 / s 7 s

4. Copy the SYS.PRT file from the system disk onto the disk you put 
the SYS.TAB file on. You also can make your own SYS.PRT file.

Warning
The disk that contains your SYS.TAB file must also contain a file named 
SYS.PRT that holds default print values. This is because the SYS.TAB 
and SYS.PRT files are loaded at the same time. Copy the SYS.PRT file 
from the Apple Writer system disk, or create your own.

5. To use the tab positions on this disk as Apple Writer’s default tab 
positions, remove the Apple Writer system disk from the built-in 
drive immediately after starting up Apple Writer, but before you 
press (return) from the opening display. Insert the disk with your 
SYS.TAB and SYS.PRT files in the built-in drive, and press 
(return). The values in the SYS.TAB and SYS.PRT files are 
loaded into their respective buffers.

Loading Tabs From a File
Tab files are loaded into the tab buffer, the same part of memory that 
holds the tabs that you set with [T|S. So, if you’ve painstakingly set a 
lot of tabs and don’t want to lose them, save them before loading tab 
positions from another tab file.
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Q] gives you the Additional Functions 
Menu. Option A on this menu is 
Load Tab File.

To Do This Press This... Then Type This

To load tab positions from a file [Q] A
into the tab buffer

When you see Enter file nametype the name of the tab file. 
Then press [return).

When you type the name of the file, do not type the .TAB suffix. For 
instance, to load the settings from the tab file named LETTERS.TAB 
just press [9]A and type

LETTERS

By the Way: If you press [Q]A, but can’t remember the name of your tab 
file, type a question mark (?). Then, in response to the Enter drive 
n limb e r: prompt, type the number of the disk drive that contains the 
disk with the tab file. Press (return). You will get a list of the files on the 
disk. When you press (return) at the end of the list, you will see the 
Enter file name: prompt again.

Using Apple Writer’s Additional Functions
Many of Apple Writer’s less common functions are listed on the 
Additional Functions Menu, Figure 3-11.

To Do This Press This

To display the Additional 
Functions Menu

[Q]

To return to the editing display (return)
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Figure 3-11. Additional Functions Menu
ADDITIONAL FUNCTIONS MENU

A» Load Tab File
Bi Save Tab File
Ci Load Print/ProSraffl Value File
Di Save Print/ProsTram Value File
Ei Load [Glossary File
Fi Save [Qllossary File
Ci To^le Carriage Return Display
Hi Load Character Set
li Connect Keyboard to Printer
Ji Quit Apple Writer
Ki Run the Apple Speller /// program
Li Run the Apple Speller /// Utilities proSraw
Hi Enter the Apple Speller /// Pathname

Press RETURN to Exit

Enter Your Selection (A - N)

To select a function from this menu, type the letter that precedes it. 
Don’t press (return) after the letter. When you type the letter, a prompt 
appears, and if you press (return) after the letter, the program will 
mistake it for an order to leave the prompt!

Here is a list of what’s on the Additional Functions Menu and where to 
find out more:
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Function Where to Find Out More

A. Load Tab File

B. Sane Tab File

C. Load Print/ProSram 
Value File

D« Save Print/Protfram 
Value File

E« Load CGllossary 
File

F. Save CGllossary 
File

G» ToSSle Carriage 
Return Display

H. Load Character Set

I« Connect
Printer

Keyboard to

J. Quit Apple Writer

K. Run Apple 
Speller /// 
pros ram

“Loading Tabs From a File” in 
Chapter 3

“Saving Tabs in a File” in 
Chapters

“Saving and Loading a Print 
Value File” in Chapter 6

“Saving and Loading a Print
Value File” in Chapter 6

“Loading a Glossary for Use” in 
Chapter 3

“Saving the Contents of the
Glossary Buffer” in Chapter 3

“Displaying Carriage Returns” in 
Chapter 3

“Using Different Character
Styles” in Chapter 3

“Using Typewriter Mode for 
Forms and Envelopes” in 
Chapters

“Quitting Apple Writer” in
Chapter 4

“Using Apple Speller” in 
Chapter 3 

L. Run Apple 
Speller ///
Utilities program

“Using Apple Speller” in 
Chapter 3

M. Enter the Apple
Speller /// Pathname

“Using Apple Speller” in 
Chapter 3
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Displaying Carriage Returns

Sometimes it’s useful to see each place where you have pressed 
(return) in a document. Here’s how to get Apple Writer to display a 
right bracket (]) at every place in your document where you’ve 
pressed (return).

To Do This Press This... Then Type This

To display each (return) [Q] g

To turn off display of each (return) [Q] G 

[Q]G is a switch command—the same keys turn it on and off.

Using Different Character Styles
Apple Writer can display your document in one of five different 
character styles: Standard, Gothic, Slant, Inverse, or Stop. Normally 
your text is displayed in Standard—this is the style shown on your 
display when you start up Apple Writer.

To Do This Press This... Then Type This

To display the current text with a [Q] H
different character style

Then, in response to the Enter File Name: prompt, type the 
name of the style that you want the text displayed in.
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For instance, to display the text in Gothic, press [Q]H and type

Gothic 

and press (return).

Your document will then appear in Gothic lettering.

Apple Writer’s different character styles are mostly used just for fun. 
The different character styles appear only on the display—they are 
not printed. And you can display only one style at a time. However, 
Inverse has a practical application: you may find that it causes less 
eye strain than Standard.

Using Typewriter Mode for Forms and Envelopes
Typewriter mode makes your computer and printer work like a 
typewriter: characters are printed immediately as you type them. If 
your printer stores a line of text at a time before printing it, as the 
Silentype printer and other bidirectional printers do, it will wait for a 
(return) before it prints each line of text.

Typewriter mode makes it easy to 
position the print head on a form.

You can use typewriter mode to type addresses on envelopes. If your 
printer doesn’t store a line of characters at a time, you can also use 
typewriter mode to fill in forms—since the print head will move each 
time you press the (space) bar, making it easy to position the print head 
at a particular place on the form. (If you tried to fill out a form in text 
entry mode, you would have to count the spaces and lines between 
the blanks to be filled in on the form, and then check them on the 
display—a tedious task.)
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In typewriter mode, the printer prints the 
characters as you type them.

Apple Speller III lets you find and correct 
spelling mistakes

44

First, get your printer ready. Be sure to set up Apple Writer for your 
printer according to the instructions in “What You Need to Know 
Before You Start Printing” in Chapter 5. Then

To Do This Press This... Then Type This

To enter typewriter mode [Q] I

To leave typewriter mode [Q]

Because typewriter mode makes your computer and printer behave 
just like a typewriter, you cannot correct mistakes or make other 
changes to the text after you type it. So be careful.

You must always press (return) at the end of each line in typewriter 
mode, even if your printer doesn’t store a line of text at a time before 
printing it. If the printer you are using does not automatically issue 
line feeds, then you must also press GD at the end of each line to 
generate a line feed.

Using Apple Speller
If you have Apple Speller III, you can have Apple Writer check your 
document for spelling errors. You will need the Apple Speller III 
program disk, two dictionary disks, and the Apple Speller III manual 
to run the speller program.

Warning
If you have a 128K Apple III, save the document that you’re currently 
working on in a file before running Apple Speller. There is not enough 
room to have the document, the Apple Writer program, and the Apple 
Speller program in memory at the same time. If you have a 256K Apple III, 
Apple Speller will automatically work on the document in the Apple Ill’s 
memory.
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First, save the document in memory in a file on a disk. Put the Apple 
Speller III system disk in the built-in disk drive. Then

A pathname is the complete name of a 
file. It is so named because it is the path 
the computer takes to find the file.

To Do This Press This...Then Type This

To run the speller program [Q] K

To run the speller utilities [Q] L

Then see the Apple Speller III manual for instructions on how to use 
Apple Speller.

The first time you use Apple Speller III, Apple Writer asks for the 
pathname of the speller. Here’s how to set the Apple Speller III 
pathname from Apple Writer III.

To Do This Press This... Then Type This

To set Apple Speller III pathname [Q] M

Then type the appropriate Apple Speller pathname.

To find out more, see the Apple Speller III 
manual.

When you quit Apple Speller III, the program returns you to 
Apple Writer automatically.

Remember: Square brackets in Apple Writer stand for (control), in 
Apple Speller, they indicate where you should type your responses. 
Apple Speller III also uses different techniques for

• entering text

• choosing menu options

• leaving menus

• quitting the program.

By the Way: If you have a ProFile, you can put the Apple Speller program 
and the dictionaries on the ProFile and not have to worry about switching 
disks at all. To find out more, see the Apple Speller III manual.
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Changing Case Automatically
You can quickly change text from upper- to lowercase, or vice versa, 
by entering case change mode, getting the upper- or lowercase 
option, and then passing the cursor over the text.

[C] enters case change mode. In the 
mode, [C] switches between the upper- 
and lowercase options, shown as 
U and L on the data line. Band 0 
move the cursor and change the case, 
other keys leave the mode.

First, place the cursor at the beginning or end of the text to be 
changed. Then

To Do This Press This

To enter case change mode [C]

Notice that U has replaced the direction arrow on the data line. U 
indicates the uppercase option; L indicates the lowercase option. 
Once you have entered the case change mode, [C] switches back 
and forth between the upper- and lowercase options.

To Do This Press This

To change from the uppercase [C] 
option to the lowercase option

To switch options again. [C]

Then, when the option shown on the data line is the same as the case 
you want to change the text to, use (3 and 0 to move the cursor left or 
right over the text.

When the cursor moves over the text, the case is changed to that 
indicated by the option. If the text is already the case of the option, it 
is not changed.

If you press El and E while in case change mode, you will return to 
the text entry mode. Use only the 0 and 0 keys to change case.
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To Do This Press This

To leave case change mode (RETURN)

See your printer manual to find out which 
control characters to embed.

Inserting Control Characters in Text
Sometimes you may want to insert control characters into a 
document. For instance, if your printer can print boldface, you must 
insert control characters before and after the part of the text to be 
printed in boldface. To do so, you must enter control-character 
insertion mode.

First, move the cursor to the place where you want to insert the 
control character(s). Then

Press ThisTo Do This

[V] enters control-character insertion 
mode: V appears in column 3 of the data 
line and control characters are inserted 
into the document in memory, rather than 
executed as commands.

To enter control-character 
insertion mode

[V]

When you see V on the data line, insert the control
character(s) you want by holding down (control) while typing 
the appropriate letter key(s).

To Do This Press This

To leave control-character 
insertion mode

[V]

Notice that [V] is a switch command.

Inserted control characters appear on the display as underlined 
uppercase characters, as shown in Figure 3-12.
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>Z Mem:63392 Len: 1629 Pos: 507 Tab: 173 File: .dl/lease
Figure 3-12. How Control Characters 
Look in a Document  —

_ _  No pets are allowed inside the rental unit, This includes \hafnsters\H t dossi
This is a[H]. —-----------  cats» felines of any sort . rodentsi birds. or other animals. Small fish in

aquaria are exempt.8

Warning
When a document containing inserted control characters is printed, the 
control characters are printed as spaces. To get rid of the spaces, you 
must insert a backspace character after each inserted control character. 
For an example of how to insert a backspace characters, see the next 
section.

For Example

Follow these steps to insert a backspace character into your 
document.

1. Move the cursor to the position where you want the backspace.

2. Press [U] to enter control-character insertion mode.

3. Press 0 to insert a backspace character.

4. Press [V] to leave control-character insertion mode.

Notice that the backspace character is shown as an underlined H on 
the display.
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Making and Using a Glossary

For phrases and commands you use 
frequently, Apple Writer’s glossary can be 
a time-saver.

If there are several phrases that you use again and again in your 
writing, or if there are a series of commands that you embed or 
execute frequently, you can put them into a glossary and then retrieve 
them as you need them—without having to type the entire phrase or 
command.

A glossary entry consists of two parts: a character and its definition.

In a glossary, each phrase or series of commands is represented by 
a single character; a character’s definition is the phrase or series of 
commands. Figure 3-13 shows a glossary entry with each part 
labeled.

Figure 3-13. A Glossary Entry billions of dollars in assets

DefinitionRepresentative
Character

Look at Figure 3-14 to get an idea of how you can save typing by 
using a glossary. This figure shows the document in memory, the 
current glossary, and what the document looks like after Apple Writer 
puts in the definition represented by the character b. You’ll learn what 
the commands in this figure mean shortly.

Figure 3-14. How Glossaries Save 
Typing

Document After Definition b Is UsedDocument in Memory

Glossary Currently in Buffer
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There are two ways to make a glossary: you can create a glossary 
just like any other document—by typing the glossary entries in the 
text buffer and then saving them in a file, or you can create a glossary 
by adding each entry to the glossary buffer and then saving the 
contents of the glossary buffer in a file.

You can also program the numeric keypad (the numbered keys to the 
right of the regular keyboard) for definitions that you use frequently. 
We’ll tell you more about how to do each of these things shortly.

We Recommend: It’s a good idea to program the numeric keypad for the 
definitions you use most frequently. We also recommend that you create 
your glossaries in the text buffer rather than the glossary buffer so that 
you can edit them immediately if you make a mistake.

What You Can Put in a Glossary
Each glossary entry consists of a character followed immediately by 
its definition. Glossary entries can differ quite a lot in length and 
content, but each entry starts after a (return) and ends at the next 
(RETURN).

Observe these rules when making a glossary:

• Use each character to represent only one definition within a 
glossary. Apple Writer finds only the first definition of a character; it 
ignores subsequent definitions represented by the same 
character.

Use any keyboard or control character to represent a definition, 
except these:

You can use almost any character to 
represent a definition. Be sure you use 
the character only once in a glossary.

* [A] [H] [M] [W] 0 (escape)
? [G] [L] [U] [X] 0 (tab)

Warning
Never use [W], [X], or Tab) to represent glossary definitions. If you do, you 
will not be able to use the commands that copy words and paragraphs 
(@-[W] and O-[X]) or the command that tabs over text (@-Tab)) .
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Glossary Definitions

A glossary definition can be

To put a (return) in a glossary entry, 
type a right square bracket.

To find out more about using the 
exclamation point as a delimiter, see 
“Delimiters, Wildcards, and Other 
Characters” later in this chapter.

• text

• Apple Writer commands

• printer commands

• commands that get other glossary definitions

• WPL commands.

Text is inserted into your document at the position of the cursor 
when you use the definition. For instance, you could have glossary 
definitions represented by the lowercase letters a and b that look like 
this:

a blue chip stocks
b plunsed to record depths

The definition represented by a would insert the words blue chip 
stocks at the cursor’s position.

Apple Writer commands are executed when you use the 
definition. For instance, you could have a glossary definition 
represented by the uppercase letter A that looks like this:

AL*  dl/lette rJF!boom!bust!AIS*  d2/newletterJ

This definition would load the document named LETTER (on the disk 
in drive 1), change all instances of the word boom to bust and save 
the changed document in a file named NEWLETTER (on the disk in 
drive 2).

The right square brackets (]) in this definition stand for presses of 
(return). Don’t forget to add them when they are needed by a 
command. Just type a right square bracket when you would normally 
press (return) in a command.

The exclamation points in this definition are delimiters.

Remember: Inserted control characters are displayed as underlined 
uppercase characters.
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Printer commands, which are not Apple Writer commands, are 
embedded into your document when you use the definition. For 
instance, if your printer required the unlikely control-character 
sequence [A] [B] [C] [D] [E] [F] [G] at the beginning of a document, 
you could make a glossary definition represented by the lowercase 
letter p that looks like this:

pVfiBCDEFGV

This definition would embed the control characters [A] [B] [C] [D] [E] 
[F] [G] into a document.

By the Way: V in this definition turns control-character insertion mode 
on and off.

Commands that get other glossary definitions insert, execute, 
or embed the definitions they represent, depending on the type of 
definition: text, Apple Writer commands, or printer commands. For 
instance, you could have a glossary that contains two separate 
definitions, and a third definition that combines them, like this:

a blue chip stocks
b plunsed to record depths 
cGaGb

Note: G in the definition represented by c stands for [G]. It is a 
command that gets definitions from the glossary. To find out more about 
[G], see “Using a Glossary” later in this chapter.

In the definition represented by the lowercase letter c, [G]a gets 
definition a, and [G]b gets definition b—so that this would be inserted 
into a document:

Warning
If you use characters that represent other glossary definitions in a 
definition, don’t nest them more than eight deep. Nesting is when a 
definition refers to another definition, which refers to another definition, 
and so on. Don’t connect more than eight definitions. If you do, you’ll get 
this error message

WPL Error: Glossary nesting (press RETURN)

and the remaining definitions in the sequence will not be executed.
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If you need more information, see 
“Clearing Memory” in Chapter 4.

Some WPL commands can be put in definitions. See your Apple 
Writer III Word Processing Language manual to find out more.

In glossary definitions, the right square bracket (]) always stands for a 
(return)—don’t use it for anything else. You can use it to put several 
lines together in one definition. For instance, if you had this in a 
glossary:

rRodlext*  2704]Bandolino Blds*

It would look like this when inserted into a document:

Rod 
ext. 2704 
Bandoline Blds.

Glossary Size Limits

Keep your glossaries within these size limits:

• Maximum size of a glossary is 2048 characters.

• Maximum size of each entry created in the glossary buffer is 128 
characters.

• Maximum size of each entry created in the text buffer is 2048 
characters.

• Maximum number of entries in a glossary is 99.

• No limit to number of glossary files.

Note that you can make a glossary in the text buffer that contains a 
single entry that is 2048 characters long—but if you do, there won’t 
be any room for other entries.

Creating a Glossary in the Text Buffer
To make a glossary in the text buffer, follow these steps:

1. Clear memory (after saving any important contents on a disk) by 
pressing [N], typing Y, and pressing (return).
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2. Type a character followed by its definition—the phrase(s) or 
command(s) that the character stands for. Press (return) after 
each entry. Start the next entry in column 1 of the next line. The 
glossary should be laid out like this:

a accounts receivable
$ billions of dollars in assets

or like this:

aaccounts receivable
Sbillions of dollars in assets

If you leave a space between the character and its definition, the 
definition will begin with a space when you add it to a document.

To insert control characters in a definition so that they are 
executed when you use the definition, press [U] to enter control­
character insertion mode. Then type the command as you 
normally would, by holding down (control) and pressing the 
character(s) that you want to insert. When you’re finished inserting 
control characters, press [V] to return to text entry mode.

Remember: If you must press (return! to execute a command, type a right 
square bracket (J) in place of (return) when you use the command in a 
glossary definition.

To insert control characters in a definition so that they are 
embedded in a document when you use the definition, see “How 
to Put CONTROL-V in a Glossary.”

For more information, see “Saving a 
Document in a File” in Chapter 4.

3. When you have typed all entries, save the glossary in a file just as 
you would save a document in a file—by pressing [S] and typing 
the name of a file to save it in.

To find out how to load a glossary, see 
“Loading a Glossary So That You Can 
Use It.” ~

To find out how to use a definition in the 
glossary, see “Using a Glossary.”

The glossary is now in a file on the disk that you specified. To use this 
glossary, you must load it into the glossary buffer. Then you can use 
the definitions in it.
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How to Put CONTROL-V in a Glossary

To insert control characters in a definition so that they are embedded 
in a document when you use the definition, you must enter control­
character insertion mode, insert [U], type the control characters you 
want to embed, insert [V] again, and then leave control-character 
insertion mode.

Use the CONTROLV file to insert printer 
commands in a glossary created in the 
text buffer.

This presents a problem when you are creating a glossary in the text 
buffer, because when you press [U] while in control-character 
insertion mode, it causes you to leave the mode. However, there is an 
ingenious way to get around this: it’s a little file named CONTROLV 
that’s on your Apple Writer system disk.

Follow these steps to put control characters in a definition so that 
they’re embedded (rather than executed immediately) when you use 
the definition:

To find out more about loading a 
document, see “Loading Documents 
From Files” in Chapter 4.

1. After you have typed the character that represents the definition, 
load CONTROLV from the Apple Writer system disk by inserting 
the disk in the built-in drive, pressing [L], and typing 
. d1/controlv.

2. Press [V] to enter control-character insertion mode, then press the 
control characters in the usual way—by holding down (control) while 
you type the character.

3. When you finish entering the control characters, press [V] again to 
leave control-character insertion mode. Then load CONTROLV 
again, just as you did in step 1. The definition is now complete.
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For example, you could make a glossary entry that embeds a [O] and 
looks like this:

bUOU

To do so, you would perform these steps:

Remember: You only have to use CONTROLV to embed control 
characters when you create a glossary in the text buffer.

3. Press [V] to enter control-character insertion mode.

4. Press [0] (the control character you want embedded in your 
document).

5. Press [U] to leave control-character insertion mode.

6. Load CONTROLV.

1. Type b (the character that represents the definition).

2. Load CONTROLV.

Creating a Glossary in the Glossary Buffer
You can use definitions from the glossary Here’s how to make a glossary in the glossary buffer—or to quickly
buffer right after you enter them. add an entry to the buffer so that you can use the definition right

away.

To Do This Press This... Then Type This

To add an entry to the glossary [G] 
buffer

When you see Enter new def ini t ion:, typea character 
followed by its definition, and press (return).

When you use [G]?, you must enter each glossary entry separately.

Warning
Make sure that you don’t use the same character to represent two 
different definitions. Apple Writer will find only the first definition of a 
particular character in the glossary buffer: it ignores subsequent 
definitions of the same character.
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To insert control characters in a definition so that they are executed 
when you use the definition, just press (control) and the character(s) 
that you want to insert.

To insert control characters in a definition so that they are embedded 
in a document when you use the definition, enter control-character 
insertion mode by pressing [U], press (control) and the character(s) that 
you want to insert, then press [U] again to leave the mode. Notice that 
this process is different from the one you use when you create the 
glossary in the text buffer.

For more information on saving and 
loading glossaries, see “Saving the 
Contents of the Glossary Buffer” and 
“Loading a Glossary So That You Can 
Use It” in this chapter.

Warning
Glossary entries are purged from the buffer when you load a glossary 
from a file or turn off the computer. So, if you want to make the contents of 
the glossary buffer permanent, you must save them in a file, using the 
method described in “Saving the Contents of the Glossary Buffer” in this 
chapter.

You cannot edit a glossary while it’s in the glossary buffer. To edit a 
glossary created in the glossary buffer, you must save the contents of 
the glossary buffer in a file and then load the glossary into the text 
buffer.

Saving the Contents of the Glossary Buffer
If you add some definitions to the buffer and then decide that you 
want to use them again, save the contents of the buffer in a file.

[Q] gets you the Additional Functions 
Menu. Option F on this menu is Save 
Glossary File.

To Do This

To save the contents of the 
glossary buffer in a file

Press This... Then Type This

[Q] F

Whenyousee Enter file name:, type the name of the file to 
save the glossary in, and press (return).

By the Way: Once you have saved the contents of the glossary buffer 
with [Q]F, you can load the glossary into the text buffer (using [L]) and edit 
it like any other document.
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Loading a Glossary So That You Can Use It
To use a glossary that you have saved with either [S] or [Q]F, you 
must load it into the glossary buffer.

To Do This Press This...Then Type This

To load a glossary from a file [Q]

Whenyousee Enter file nametype the name of the file that 
you want to load, and press (return).

Warning
When you load a glossary from a file, it writes over anything that was 
already in the glossary buffer. This means that any entries that were in the 
buffer are lost.

Removing Entries From the Buffer
Here’s how to get rid of all the entries in the glossary buffer.

To Do This Press This... Then Type This

To purge entries from the buffer [G]

Remember: When you purge a glossary file from the buffer, only the copy 
that is in the buffer is lost—the original file is still safe and sound on your 
disk.
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Using a Glossary
To put a definition from a glossary into your text, follow these 
instructions.

For more information on loading a 
glossary, see “Loading a Glossary So 
That You Can Use It.”

For more information on adding 
definitions to the glossary buffer, 
seeCreating a Glossary in the Glossary 
Buffer.”

First, be sure the definition you want to use is in the glossary buffer. 
Either load the glossary that you have prepared from a disk with [Q]E, 
or add the definition to the buffer with [G]?

To Do This Press This

To insert a definition from the @ 
glossary into the text at the 
cursor’s position

Then type the character that stands for the definition you want.

For example, to get the definition that is represented by the 
character a, press

The definition is then retrieved from the buffer and inserted into the 
text at the cursor’s position.

Remember: @-a and@-A are not the same; they represent two separate 
definitions.

By the Way: You can also insert a definition from the glossary buffer into 
your document by pressing [G] and typing the character that stands for the 
definition.

For Example

Say the glossary in the buffer looks like this:

FFar-Eastern Westernwear 
M Midwestern Datamulch 
p PCB International# Inc*  
tTRI-SERA-TOPS Corp*
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To insert PCB International, Inc. into your text, move the cursor to 
the position where you want to insert the name and press @-p. You 
must type a lowercase p since that’s the character that represents 
the name.

Voila! The name appears.

By making an extensive glossary, you can make correspondence a
Foran even easier way to create a form snap. For instance, you could compose many different letters and 
letter, see Appendix A. memos with just a few keystrokes using this glossary:

n non-profit institution
J really can help you Set the Job done — in a hurry!
+ plus more than five (5!) times the effectiveness of most other 
brands available on the market today
- although it costs a little more 
TThank you for your interest in 
! a thermocouple for every occasion!
3 three layers of heavy duty ductile ducts
©Thanks to a secret manufacturing processt
w with a record of achievement in 
m Medflies make the best hosts!
p\Ne believe in our productX

Notice that the entry that begins with a plus sign (+) is two lines long. 
There is no (return) at the end of the first line of this entry—it is only at 
the end of the entire entry.

Neat Tricks With Glossaries
Here are some ways to save time and keystrokes with glossaries.

Programming the Numeric Keypad for Frequently Used 
Definitions

If you use one of the keys on the numeric keypad to represent a
For single-press glossaries, use the 
numeric keypad.

definition in a glossary, you can retrieve the definition simply by 
pressing the key on the numeric keypad that stands for it—without 
pressing @ first!
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Apple Writer is shipped with a To program the numeric keypad, follow these steps:
preprogrammed numeric keypad. To find 
out more, see Appendix C.

1. Create a glossary, using the characters on the numeric 
keypad—0 through 9, period (.), or minus sign (-)—to represent 
each definition. You can create the glossary in the text buffer or in 
the glossary buffer—it makes no difference.

2. Put the glossary in the glossary buffer. If you created the glossary 
in the text buffer, save it in a file and then load it into the glossary 
buffer using [Q]E.

3. Then to use a definition in the glossary, type the character on the 
numeric keypad that stands for it. The definition is inserted into 
your text.

Remember to save the glossary in a file for later use.

A Built-In Glossary of Printer Commands

Included on the Apple Writer system disk is a glossary file named 
SPECIAL that contains

• special printer commands for the Apple Dot Matrix Printer

• commands that generate subscripts and superscripts on the 
Apple Daisy Wheel Printer

• a command that inserts a backspace in a document.

If you are using either of the Apple printers, the glossary named 
SPECIAL is already set up for you—just load it and use it. If you’re 
using another type of printer, stay tuned anyway. SPECIAL is an 
example of the type of glossary you can create for your printer.

By the Way: A superscript is a character that is printed slightly above the 
normal line of text, like the letter b in this text:

Studies6 show that

A subscript is a character printed slightly below the normal line of text, like 
the number 1 in this expression:

n, + n
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Table 3-1. What the Commands in 
SPECIAL Do. ADM stands for 
“Apple Dot Matrix” Printer; ADW stands 
for “Apple Daisy Wheel” Printer.

Table 3-1 lists each printer command contained in SPECIAL, what it 
does, and which printer uses it. It also shows how the entry looks in 
the glossary, what to press to insert the command in a document, and 
how the command looks when it is inserted in a document.

Printer 
Command

What It Does and the 
Printer That Uses It

Glossary 
Entry

What 
You 
Press

How It 
Looks in a 
Document

(ESCAPE J-U Turns on 17 Pitch/ADM 7UEUQ 3-7 EQ
(ESCAPE )-fc Turns on 12 Pitch/ADM 2UEUE @-2 EE
( ESCAPE )-N Turns on 10 Pitch/ADM 0UEUN 3-0 EN
(escape}- I Turns on Boldface/ADM BUEU! 3-B E !
(ESCAPE)-" Turns off Boldface/ADM bUEU" @-b E"
( ESCAPE )-X Begins Underlining/ADM _UEUX EX
(ESCAPE )-Y Ends Underlining/ADM -UEUY O— EY
(ESCAPE )-L) Turns on Superscripts/ADW KUEUD 3-0 ED
(ESCAPE )-LJ Turns on Subscripts/ADW JUEUU 3-0 EU
(CONTROL )-H Inserts Backspace/Any Printer HUHU (3-0 H

Here’s how to insert one of these commands into the document in 
memory. When SPECIAL is in the glossary buffer, press @ and then 
type the character that stands for the command or word. See the 
column “What You Press” in Table 3-1.

Subscript and superscript commands must be used in pairs. If you 
insert a subscript command to the left of a character, you must insert 
a superscript command to the right of it, and vice versa, so that 
subsequent text will be printed normally. Figure 3-15 shows how this 
is done.
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Figure 3-15. A Pair of Superscript and 
Subscript Commands

To find out how to insert control 
characters for printers, see “How to Put 
CONTROL-V in a Glossary” earlier in this 
chapter.

To find out the commands for your printer, 
see your printer manual.

How It Looks on the Display:

How It Looks When Printed.

If you’re not using either of the Apple printers, you can still use the 
SPECIAL glossary, but you must replace its commands with the 
commands that your printer uses. To do so, follow these steps:

1. Use [L] to load SPECIAL into the text buffer.

2. Leave the character that represents each command intact 
(that is, 7,2, and so on), but delete each command (V[VQ, V[VE, 
and so on). See the column “Glossary Entry” in Figure 3-1. Then 
insert the control characters used by your printer.

3. Save the glossary in a file with a different name, using [S].

4. Then, to use your customized glossary, load it into the glossary 
buffer, using [Q]E.

The Editing Commands



Splitting the display lets you see two 
parts at once.
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Editing With a Split Display
You can compare and edit two different parts of the same document, 
or two different versions of a document, by splitting the display in two.

Splitting the Display
Here’s how to split the display horizontally into two 12-line displays.

To Do This Press This...Then Type This

To split the display

and press (return).

Splitting the display does not affect your text or the commands that 
you use to edit it; it affects only the way the text is shown on the 
display.

Moving the Cursor Between Displays
To move the cursor to the alternate display so that you can edit text 
there, follow these instructions.

With the display split into two

To Do This Press This... Then Type This

To move the cursor from one 
display to another

(return)

Each time you press [Y] (return), the cursor is activated in the opposite 
display at the position it last occupied in that display.
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Restoring the Display
Here’s how to return the display to normal.

To Do This Press This...Then Type This

To restore a single display N

and press (return).

Using a Split Display to Compare and Move Text
Split display is especially useful for comparing two pieces of text and 
moving text from one place to another.

Comparing Two Parts of a Document

To see two different parts of a document in memory, follow these 
steps:

1. Split the display, by pressing [Y], then typing Y, and pressing 
(return).

2. In the display in which the cursor is active, move the cursor so that 
the part of the document you want to see is displayed.

3. Move the cursor to the other display, by pressing [Y] (return).

4. Move the cursor to the other part of the document that you want to 
see.

You can edit text in either display, using the same commands that you 
would use if the display were not split.
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Figure 3-16. Normal and Split Displays

Figure 3-16 shows the beginning of a document in a normal (single) 
display and how you can use a split display to see the beginning and 
end of the document at the same time.

The plans look fantastic* 
I think the project

Bill thinks vou 
should be done Fridav♦ 
Am I ixirons?

should be done Friday* 
Am I wrens?

Best reSards#

Dear Mike#
The plans look fantastic*

To find out how to load a document, see 
“Loading a Document From a File” in 
Chapter 4.

Comparing Two Documents

Follow these steps to compare the document in memory with another 
document:

1. Save the document in memory.

2. Put the cursor at the end of the document.

3. Load the other document from its file. (Don’t clear memory first.)

4. Follow the instructions in “Comparing Two Parts of a Document.”

Warning
The two documents that you started out with became one when you put 
them in memory together. If you save this document, use a new name so 
that you don’t write this combined document over the contents of the first 
document.
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By the Way: Try loading the second document with the backslash (\) 
option described in “Peeking at the Contents of a File” in Chapter 4. This 
lets you see the second document without actually putting a copy of it into 
memory.

Moving Text With a Split Display

A split display is especially useful when you are rearranging pieces 
of text that are not adjacent. With a split display, you can see both 
pieces of text at the same time and move text from one display to 
another.

A delimiter is a character that marks the 
beginning and end of a sequence of 
characters. In written English, the space 
is used as a delimiter between words.

For instance, when the display is split, follow these steps to move a 
paragraph from one display to another:

1. Place the cursor at the end of the paragraph. Check that the 
direction arrow points left (<). Then delete the paragraph by 
pressing [X].

2. Activate the cursor in the other display by pressing [Y] (return). 
Then move the cursor to the new location for the paragraph.

3. Retrieve the paragraph, by pressing [X] when the direction arrow 
shown in the same display points right (>).

Delimiters, Wildcards, and Other Characters
A delimiter is a character that marks the beginning and end of a 
piece of text to find, save, or load. In Apple Writer III, the standard 
delimiter is an exclamation point (I), but several other characters can 
also be used as delimiters.

A wildcard is a character that stands for 
any character. For more information, see 
“Wildcards” later in this chapter.

An any length character is one that 
stands for any number of characters. For 
more information, see “Any Length 
Characters” later in this chapter.

A carriage return character is one that 
stands for (return}. For more information, 
see “Carriage Return Characters” later in 
this chapter.

For instance, a delimiter commonly used with the find command is 
the slash (/), which cannot be used with save and load commands 
since slashes already delimit each part of the name of a file in these 
commands.

Besides delimiters, there are three types of characters that have 
special meaning when used with the find command in Apple Writer— 
wildcard characters, carriage return characters and any length 
characters. Each of these will be introduced shortly. These three 
types of characters represent other characters when you use them 
with delimiters other than the exclamation point or the slash. When 
you use them with either the exclamation point or slash, they have no 
meaning.
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When to Use the Standard Delimiter
Use the exclamation point (!) as your delimiter, unless

• there’s an exclamation point in the phrase you want to find or in the 
beginning or ending marker of the text you want to save or load

• you want to use a wildcard, any length, or carriage return 
character.

Other Delimiters
If you cannot use the exclamation point as your delimiter, there are 
several other characters that you can use. These characters are 
shown in Table 3-2.

The characters shown on the same line and to the right of each 
delimiter—under the headings “Any Length,” “Carriage Return,” and 
“Any Character”—have special meanings when they are used with 
that delimiter in a find command.

So, if you use a delimiter other than the exclamation point or the 
slash, make sure that the text that you put between the delimiters 
does not contain any of the three characters shown to the right of the 
delimiter in Table 3-2.

Table 3-2. Delimiters and Other 
Characters Delimiter Any Length Carriage Return Any Character 

(Wildcard)

X. none none none

I none none none

= ?

# $ % &

& / (

★ + J -

Any length, carriage return, and wildcard characters have no 
meaning when used in save and load commands. However, you can 
still use any of the delimiters in column 1 of Table 3-2, except the 
slash (/), in save and load commands.
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For Example

If you want to use the standard delimiter to find the phrase market 
value, check the direction arrow and cursor position, then press [F] 
and type

!market value!

The bottom of the display looks like this:

EFlind :’market valued

Then press (return).

To find a phrase that contains an exclamation point, such as 
Our’s = top $ value!, you must use another delimiter. In fact, you 
must use one that also doesn’t have an apostrophe (’), an equal 
sign (=), or a dollar sign ($) to the right of it in Table 3-2. In this case, 
you could use the asterisk (*).  Check the direction arrow and cursor 
position, then press [F] and type

*Our's = top $ value!*

The bottom of the display looks like this:

EFJind s*Our's = top $ value’*^

Then press (return).

I
I
n 
■
■
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Wildcards
A wildcard is a character that stands for any character. When you use 
a wildcard in a find command, Apple Writer ignores any character 
found in the wildcard’s position. It means “don’t try to match this 
character, just accept whatever character is there.” For instance, the 
question mark (?) wildcard in this command

[FJind

would find these words and character groups 

analyst
anarchy
antacid
chance to
ants in
standard
antarct

if they occurred in your document because this command finds all 
instances of seven characters that begin with an.

Notice that it will find not only words that have seven characters, but 
any seven-character group that begins with an. It makes no 
difference whether one or more of the characters is a space or 
whether the seven-character group is the beginning of a longer word.

See Table 3-2 to find out what other characters you can use as 
wildcards and which delimiters, any length characters, and carriage 
return characters you can use with them.
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Any Length Characters
An any length character is a character that stands for a character 
group of any length when it is used in a find command. It tells Apple 
Writer to accept any number of characters found in its position, just as 
long as all other characters of the group match. For instance, the 
equal sign (=) any length character in this command

[FJind :<J=1981<

would find these phrases

July 31,1981
January 12th 1981
Jack says sales grew in 1981 

if they occurred in your document because the command finds 
groups of text of any length that begin with the letter J and end with 
the numbers 1981.

See Table 3-2 to find out what other characters you can use as any 
length characters and which delimiters, wildcards, and carriage 
return characters you can use with them.

Carriage Return Characters
A carriage return character is a character that stands for (return).
It is the character to use when you want to put a (return) in a find 
command. (If you tried to insert a carriage return by pressing (return), 
you would exit from the find command.)

For instance, the percent sign (%) carriage return character in this 
command

EFlind :#%PCB International > Inc.#

would cause Apple Writer to find the name PCB International, Inc. 
only when it is at the beginning of a paragraph because the command 
finds all instances of the name that are preceded by a (return).

See Table 3-2 to find out what other characters you can use as 
carriage return characters and which delimiters, wildcards, and any 
length characters you can use with them.
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Remember: In the section “Leaping Whole Paragraphs in One Bound” 
you learned to press [F] and type < X to move the cursor a paragraph 
at a time.

For Example

To find the names on this list

Dr. MaryS. Sciatica
Dr. John Dice
Ms. MelindaS. Jones
Mr. Harvey P. Jowles
Dr. Staff (“Phil”) Coccus
Mr. & Mrs. John Q. Worthingham, Jr.

of doctors whose first names are four characters long, you would 
press [F ] and then type

<Dr» ???? =><
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Managing Files

=/LETTERS

Syntax refers to the rules that govern 
how to give a command to the computer.

For more information about SOS, 
pronounced “sauce,” see the 
Apple III Owner’s Guide.

LETTERS

Drive 2 
(The first external 
disk drive)

This chapter explains the Apple Writer III commands that you use to 
clear memory, to manage files, and to save and load documents in 
files on disks. If you have notread “Howto Use Part II,” do so before 
you begin this chapter.

What You Need to Know Before Managing 
Files
Apple Writer uses SOS (the Apple Ill’s Sophisticated Operating 
System) to save and load documents in files, to delete, rename, lock, 
and unlock files, to create subdirectories, specify a default disk, and 
to format and catalog disks.

When you tell SOS to perform one of these functions, you must tell it 
which file and/or disk to perform it on. You must type this information 
with the correct syntax—that is, in the correct order with the correct 
punctuation.

How to Tell SOS Which Disk and File to Use
There are two ways to tell SOS which disk to use:

• You can type the name of the disk, which is always preceded by a 
slash (/).

• You can type the name of the drive that the disk is in, which is 
always preceded by a period (.).

In other manuals, the name of the disk is sometimes referred to as the 
volumename and the name of the disk drive is sometimes referred to as 
the device number.
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To tell Apple Writer which file to use, type the name of the disk or disk 
drive, followed by a slash (/) and the filename.

For instance, here are the two ways to tell SOS to use the file named 
JUNE24 on the disk named LETTERS that’s in drive 2 (the first 
external disk drive):

Type

/lette rs/June24

or type

»d2/June24

You can type the file, disk, and disk drive names in upper- or 
lowercase—it makes no difference.

By the Way: If a disk’s name isn’t written on its label, you can find out what 
it is by cataloging the disk. To find out more, see “Cataloging a Disk” in 
this chapter.

To find out how to create a subdirectory, 
see “Creating a Subdirectory” later in this 
chapter. To find out more about using 
subdirectories, see the Apple III Owner’s 
Guide.

In some cases, especially if you’re using a rigid disk, you may also 
need to specify the name of a subdirectory—a file that contains a 
list of other files that can be reached through that subdirectory name.

To tell Apple Writer to use a file in a subdirectory, type the name of the 
disk or disk drive, followed by a slash and the subdirectory name, 
followed by a slash and the filename.

For instance, here are the two ways to tell SOS to use the file named 
JUNE24 that’s in the subdirectory named MARK on the disk named 
LETTERS that’s in drive 2:

Type

/lette rs/friark/June24

or

.d2/mark/June24
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I
The default disk is the disk the system 

■ uses automatically unless you tell it to do 
otherwise.

Figure 4-1. Terms and How This Manual 
Uses Them

There are three phrases in this manual that are very similar but which 
have important distinctions:

• The filename is just the last name of the file—it doesn’t include the 
disk name, disk drive name, or subdirectory name.

• The full name of the file is its entire name, including the disk or disk 
drive name, subdirectory names (if any), and filename.

• The name of the file can be the filename, the full name of the file, or 
something in between—it depends on whether or not you’re using 
the default disk. (More about this shortly.)

In other manuals, the full name of the file is sometimes referred to as the 
pathname.

Figure 4-1 shows the difference between the filename and the full 
name of the file.

Full name of the file: LETTERS/MARK/JUNE24
Filename: JUNE 24

In this figure, the name of the file could be any of these:

I
I
I

Table 4-1. Disk, Subdirectory, and 
Filenames

■
I
I

/letters/marK/June24
/ma rK/June24

/June24

The Rules and Limits of Names
Table 4-1 shows which characters you may use in disk names, 
subdirectory names, and filenames, and how long each name 
may be.

Disk Names, Subdirectory Names, and Filenames

Must Begin With:

Can Contain:

A Letter

Letters
Numbers
Periods

Cannot Contain:

Maximum Length:

Spaces
Any Character That Is Not a Letter, Number, or Period

15 Characters
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Here are some names that can be used for disks, subdirectories, and 
files:

Table 4-2. Illegal Names

Table 4-3. Disk Drive Names

80

Applet
Hi.Ann

Table 4-2 shows some names that cannot be used for disks, 
subdirectories, or files (and the reasons why):

Illegal Name Reason Why

Apple#1 Special characters like # not allowed.

3reasons Doesn’t start with a letter.

hi Ann Can’t contain a space.

januaryinventory Too long.

Table 4-3 shows Apple III disk drive names.

Drive Names

Built-in Drive .d1

First External Drive .d2

Second External Drive .d3

Third External Drive .d4

ProFile .profile

The Order and Punctuation of Names and Options
Figure 4-2 is an example of the syntax of an Apple Writer command— 
the order and punctuation of the names and options that follow the 
command—with each part labeled. (We’ll explain this command and 
its options later in this chapter.)
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Figure 4-2. Command Syntax

Slash

The word or phrase between delimiters is 
called a marker because it marks the 
part to load.

To find out how to set the prefix, see 
“Setting the Prefix for the Disk You’re 
Using” later in this chapter.

The load command in Figure 4-2 loads the document from a file 
named MEMO that’s on the disk in drive 2. But the command only 
loads those portions of the document that are between the words big 
picture and bottom line, without loading the words big picture and 
bottom line.

Commands, filenames, the d in the disk drive name, and options may 
be entered in upper- or lowercase. But the words between the 
delimiters—the markers—must be typed exactly as they occur in the 
text, otherwise, Apple Writer won’t find them.

The Quickest Way to Name a File
In Apple Writer, there’s always a default disk—a disk that the system 
will use if you don’t tell it to use another one.

When you start up the system, the startup disk—in this case, the 
Apple Writer III system disk, AW3MASTER—automatically becomes 
the default disk.

However, you can change which disk is the default disk (and you can 
specify a default subdirectory, too) by setting the prefix to the name 
of a different disk.
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You can save a lot of typing—particularly if you have long disk names 
or if you’re using subdirectories—by setting the prefix to the disk 
(and, if you like, subdirectory) name that you plan to use most often 
during a session. Then you’ll only have to type the part of the name 
that isn’t in the prefix.

Remember: Throughout this manual, when we tell you to type the name 
of the file, we mean to type as much of the name as is necessary.

For instance, if the prefix is currently set to /ECON and you want to save 
a document in /HORSES/TROJAN, you would have to type out the full 
name of the file because HORSES is the name of a different disk. But if 
the prefix is already set to /HORSES, all you would have to type is the 
filename TROJAN.

When the prefix is set, you can still use other disks and files—but you 
have to type out their full names. bl
The File Management Commands
The rest of this chapter tells you how to use each of the file 
management commands.

Save documents to make them 
permanent.

Saving Documents in Files
To save a document in a file means to put a copy of the contents of 
memory onto a disk. When you save a document in a file, you must 
give it a name. The rules for Apple Writer filenames are the same as 
those for SOS filenames. The rules are shown in Table 4-1.

You can type filenames in uppercase or lowercase—when it comes 
to filenames, Apple Writer does not recognize a difference between 
the two.

There are several ways to save the document in memory: you can 
save all of it in a file, part of it in a file, or you can save all or part of it 
onto the end of an existing file.

kJ

u
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Saving a Document in a File
Here’s how to save a copy of the entire contents of memory in a file.

To Do This Press This

To save the entire document in a [S] 
file

Whenyousee [Slave type the name of the file to save the 
contents in and press (return).

For instance, to save the document in a file named FEB82 on a disk 
named INVENTORY, press [S] and type

/i nven t o ry/f e b82

By the Way: Usually it’s quicker to type the disk drive name than the disk 
name when specifying the name of a file.

For instance, you could save a document in the file FEB82 on the disk in 
drive 2 by pressing [S] and typing

.d2/feb82

If you save the document to the default disk, you do not have to 
specify the disk name or the disk drive name—you can just type the 
filename by itself. Apple Writer automatically uses the default disk if 
you do not specify a disk. The only time that you must type the disk 
name is when you want to use a disk other than the one that is 
currently the default.

If you save a document using a filename that already exists, 
Apple Writer will ask you if you want to delete the information that’s 
already in that file.

For instance, if you try to save a document in a file named FEB82 on 
the disk named INVENTORY and there’s already a file named FEB82 
on that disk, you will see this prompt:

Delete old Feb82? Y/N £
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With this prompt displayed

To Do This Press This

To delete the existing document 
and save the new one in its place

To keep the existing document N 
and save the new one in a 
different file

Then press [S] and type a filename that has not yet been used on the 
disk.

Warning
Don’t save a document to a filename that already exists—unless you want 
the present contents of memory to replace the contents of the file!

You can protect your files by locking them. To find out more, see “Locking 
a File” in this chapter.

To Do This Press This... Then Type This

To get a list of the files on a disk [S]

and press (return).

Then, type the name of the disk (or the name of the disk drive that 
contains the disk) whose catalog you want to see, and press (return).

When you save a document in a file, its filename appears on the 
data line until you erase memory, save to a new filename, quit 
Apple Writer, or turn off the computer. When the filename you want 
to save to appears on the data line, there’s a speedier way to save.
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To Do This Press This... Then Type This

Use [S] = for the quick way to save. To save a document in the file [S]
named on the data line 

and press (return).

[S] = always saves the entire document; you cannot use [S] = to 
save part of a document.

When you are working on a document, you should save the contentsSave frequently.
of memory every 15 minutes or so. That way, if there is a sudden loss

If you get an error message when saving of power to the computer, you won’t lose a lot of work, 
a document, see Appendix D.

For Example

To save the contents of memory in a file named MEMO on the disk in 
drive 1, press [S] and type

»dl/memo

The display shows this:

[Slave:♦dl/memoi

Press (return) to execute the command.

Saving Part of a Document in a File
You can save part of the document in memory in a file. This is a good 
way to create a new file from part of an old file. Follow these steps:

1. Place the cursor at the beginning of the text segment to be saved.

2. Press [S] and type the name of the new file.

3. Type, between delimiters, the last word or phrase in the segment 
to be saved. The word or phrase between delimiters is called a 
marker because it marks the segment to save. The bottom of the 
display should now look something like this:

[Slave;♦ dl/fi1 ename!ending marker
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To find out about other delimiters, see 
“Delimiters, Wildcards, and Other 
Characters” in Chapters.

4. Press (return). The text between the cursor and the ending marker 
is saved in the named file.

Normally, an exclamation point (!) is used as the delimiter. If the word 
or phrase that you use as a marker contains an exclamation point, 
you cannot use the exclamation point as the delimiter for that marker.

For Example

If you have this text in memory

Traditionally*  Brand X toothpaste has brought us brighter smiles 
with every quarter*  However*  Brand X--the industry leader in 
1979--has been in steady decline for the last two years*  Murten 
and Roberts believe that at least 50% of this decline is because 
of its name*

and want to save the second sentence in a new file named BRANDX 
on the disk in drive 2, put the cursor on top of H in However> 
then press[S]and type

• d2/b randx!years♦!

The bottom of the display then looks like this:

[Slave:*d2/brandx !years*

Press (return) to execute the command.

Adding Text Onto the End of a File
Here’s how you can add all or part of the document in memory onto 
the end of the contents of an existing file, without loading the file.
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First, press [S ] and type the name of the existing file, the one you 
want to add the text onto. (If you want to save only part of the 
document, put the cursor at the beginning of the part to save, then 
press [S], type the name of the file, then type the ending marker 
between delimiters.) Then

To Do This Press This

To add all (or the specified part) 
of a document in memory onto 
the end of an existing file 

and press (return).

When you see Delete old filename (Y/N) ?, type Y 
and press (return) to add the text onto the end of the file.

For Example

To add this portion of the text in memory

Traditionally# Brand X toothpaste has brought us brighter smiles

onto the end of a file named OLDBRANDS on the default disk, put the 
cursor on top of T in Traditionally> then press [S] and type

oldbrands I smiles! +

The bottom of the display then looks like this:

ESlave:oldbrands!smiles

Then press (return) to execute the command, type Y in response to 
the prompt, and press (return) again.

Clearing Memory for a New Document
Before working on a new document, you should always save the 
document currently in memory in a file on a disk and then erase 
memory—unless you want to insert the new document into the 
document currently in memory.
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To Do This Press This

To get the option to erase the [N] 
contents of memory

Whenyousee EN3ew (Erase Memory) Yes/No ?, youhave 
a choice.

If you pressed [N] by accident, or decide that you don’t want to erase 
memory after all, cancel the command by pressing N and then 
(return). Otherwise, type Y to confirm that you do want to erase 
memory, and then press (return).

By the Way: [N]Y erases only the part of memory that’s reserved for your 
document; it does not erase the contents of any of the other buffers.

[N]Y automatically points the direction arrow to the left (<).

Loading Documents From Files
Load documents when you want to use To load a document from a file on a disk means to put a copy of the
them- document into memory.

The editing you do on the copy of the document that’s in memory has 
no affect on the copy that’s in a file on a disk until you save it. Then, 
the copy in memory writes over the copy that’s on the disk. So, if 
you make a drastic mistake while editing the document in memory, 
don’t save it in a file! Just clear memory, load another copy of the 
document, and resume editing. (If you must save it, at least don’t 
save it in the same file—use a new filename.)

In Apple Writer, there are several ways to load a document: you can 
load an entire document from a file, part of a document from a file, or 
all or part of a document from memory. There is also a way to load a 
document so that you can peek at it, without putting it into memory.

If You Forget the Name of a File...
If you’re ready to load a document but can’t remember its name, 
here’s a quick way to see the filenames of all the documents on your 
disk.
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[L]? lists the files on a disk.

I
I
I
I
I

I

Press This... Then Type ThisTo Do This

To display a list of the files on a [L] 
disk

and press (return).

[L]? gives a list of the files that are on the default disk. To list the files 
on another disk, press [L ]?, then type the name of the disk or the 
name of the disk drive.

For instance, to list the files on the disk in drive 2, press [L] and 
type ?. Then, in response to this prompt

Enter drive numbers

type

Loading a Document From a File
Here’s how to load an entire document from a file on a disk.

I 
I
I
R

Press ThisTo Do This

To load a document [L]

When you see [Lio ad :, type the name of the file whose 
contents you want to load, and press (return).

The document is loaded from the file, and the cursor is at the end of 
the document.

If you load a document when there is no other document in 
memory—that is, at the start of a session, or after erasing memory 
with [N]—its filename is displayed on the data line.

If you load a document when another document is already in 
memory, the document that you load is inserted into the document in 
memory at the position of the cursor, and the name of the document 
that was already in memory stays on the data line.
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By the Way: If you load a document when another document is already in 
memory, there’s a chance that there won’t be enough space in memory 
for all of the document you’re loading. If there is not enough space, the 
Apple Ill’s bell will sound, and Mem: 0 will be displayed on the data 
line.

At this point, memory contains the document that was originally in 
memory plus part of the document you were loading.

To recover, break the contents of memory into two files. To do this, delete 
some of the text in memory (so that you have some room in the document 
for future editing), save the contents of memory in a file, and clear 
memory. Then load the document that you were loading when memory 
overflowed, delete the first part of it (since you already saved it in the first 
file) and save the rest of it in another file.

When the name of the document that you want to load is already on 
the data line, there’s a quick way to load the document.

To Do This

To load the document named on 
the data line

Press This... Then Type This

[L]

and press (return).

If you get an error message while loading 
a document, see Appendix D for more 
information.

[L] = always loads the entire document; you cannot use it with 
markers to load part of a document.

For Example

To load a document from a file named MEMO on the default disk, 
press [L]and type

memo

The bottom of the display looks like this:

[LJoad smemoi

Then press (return) to execute the command.
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Loading Part of a Document From a File
To load part of a document from a file, you must specify markers— 
the first and last word(s) of the part to load. Follow these steps:

1. Press [L] and type the name of the file.

2. Type the beginning marker (the first word or phrase of the part to 
load) between delimiters, then the ending marker (the last word or 
phrase of the part), and a final delimiter. The load command 
should look something like this on the display:

CLload:*dl/filename !beginning marker!ending marker!-^

3. Press (return) to execute the command.

Warning
When specifying a marker, use as many characters or words as are 
necessary to make the marker unique. If the marker is not unique, you 
may load the wrong segment.

If you use an exclamation point in a marker, you cannot use the 
exclamation point as a delimiter.

To find out about other delimiters, see 
“Delimiters, Wildcards, and Other 
Characters” in Chapter 3.

To load from the beginning of a document to a specific word or 
phrase, leave the first set of delimiters empty, so that the load 
command looks something like this on the display:

CL J oad:♦d1/f i1ename H en d in S marke r!1

Then press (return).

To load from a specific word or phrase to the end of a document, 
eliminate the last set of delimiters and the ending marker, so that the 
load command looks something like this on the display:

CLload:♦dl/filename!beginning marker

Then press (return).
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When loading part of a document, you can use one or both of the 
following options by typing the character that stands for it after the 
last delimiter, before pressing (return):

To Do This Type This

To load all parts of the document A 
that begin and end with the 
specified markers

To load the part of the document N 
specified by the markers, without 
loading the markers themselves

For Example

To load the first name and address from a file named CLI ENTS on the 
disk in drive 1 that contains these entries

<l>Ms*  Ann E» Smith 
224 Garden Road 
Oley t PA 10606

<2>Mssrs*  Galen and Herman Kirkman 
422 Pleasant Oaks Circle
San Franciscot CA 04110

<3>Mr*  Charles S*  Groton 
1306 He me a Ave*
Birdsboro# PA 24040

press [l_] and type

. d1/c 1 ients!<1>!19606!

The bottom of the display looks like this:

[Lload:.dl/clients! < 1 > I1960G!»
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When you press (return), this is put into memory:

<l>Ms» Ann E*  Smith 
224 Garden Road
Oley# PA 19606

If you want to load a name and address from the same file, but not 
the bracketed number that precedes it, you can use the bracketed 
numbers as markers and load with the N option, for “no” markers. 
To do so, press [L] and type

clients!<1>I<2>!n

The bottom of the display looks like this:

CLload s clientsI<1>!<2>!nl

When you press (return), this is put into memory:

Ms*  Ann E*  Smith
224 Garden Road
Oley# PA 19606

To load all addresses from the same file without loading their 
markers, press [l_] and type

cl ients!>!<!an

The bottom of the display looks like this:

[Lload:clientsI>!<!ani

When you press (return), this is put into memory:

Ms*  Ann E*  Smith
224 Garden Road
Oley# PA 19606

Mssrs*  Galen and Herman Kirkman
422 Pleasant Oaks Circle
San Francisco# CA 94110

Mr*  Charles S*  Groton
1306 Hernea Ave*
Birdsboro# PA 24049
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To load from the name Charles to the end of the document, press [L] 
and type

clients!Charles!

The bottom of the display looks like this:

CL load: cl ients ’Charles 11

When you press (return), this is put into memory:

Charles S*  Groton 
130G Hernea Ave*  
Birdsborot PA 24049

Copying Text by Loading From Memory
You can duplicate part of a document by loading it directly from 
memory. This is useful, for instance, when you want to make a copy 
of part of a document so that it appears twice in your text.

First, move the cursor to the position where you want the text to be 
inserted. Then

To Do This

To load part of a document 
directly from memory

Press This... Then Type This

[L] #

Then type, between delimiters, the beginning and ending markers of 
the part to load. Finally type the options, if any, and press (return).

For Example

Here’s how to use the load command to duplicate this segment of 
text, which is already in memory:

Date Name Social Security No*  Insurance Referred By

Press [L] and type

#!Da!By I
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The bottom of the display looks like this:

ELIoad:#! Da! B>'

Press (return) to execute the command.

Peeking at the Contents of a File
If you are editing a document and want to see a document that’s in 
another file, you can do so without disturbing the document that 
you’re editing.

First, press [L] and type the name of the file. Then

To Do This Type This

To display the document without \
loading it

and press (return).

When a document is displayed this way, it scrolls by quickly. If you 
want to linger at a particular section of the document, you can 
temporarily halt scrolling.

To Do This Press This

You can halt scrolling by pressing 
(control)-K7. The small capital (K) 
means that you must type the 7 
that’s on the numeric keypad. The K is 
used to differentiate keys on the 
numeric keypad from those on the main 
keyboard.

[K7]To stop scrolling the document

[K7]To resume scrolling the 
document

(Hold down (control) while you press 7 on the numeric keypad.)

By the Way: To compare the document in memory with a second 
document, first split the display, then use the backslash (\) option to peek 
at the second document.

To find out more, see “Editing With a Split Display” in Chapter 3.
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Figure 4-3. SOS Commands

Managing Files With SOS Commands
In Apple Writer, the commands that manage files—those that delete, 
rename, lock, and unlock files, set the date and time, create a 
subdirectory, set a default disk name, and catalog disks—are 
contained in the SOS Command Menu, Figure 4-3.

To Do This Press This

To display the SOS Command [0] 
Menu

SOS COMMANDS

A. CataloS
B. Renawe File
C. Lock File
D. Unlock File
E> Delete File
F. Create Subdirectory
G, Set Date & Time
H> Set Prefix

Press RETURN to Exit

Enter Your Selection (A - H) :8

To select an option from this menu, press the letter that precedes the 
option. Don’t press (return) after the letter. When you select an option 
from the SOS Command Menu, a prompt appears, and if you press 
(return) after the letter, the program mistakes it for a command to 
cancel the option.
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Then follow the instructions in the prompt and press (return) to 
execute the command.

The SOS Command Menu reappears on the display after one of 
its commands has been executed. Each command is discussed 
separately in the sections that follow.

Cataloging a Disk
This is the command to use when you want to see what files are on a 
disk.

To Do This Press This... Then Type This

To display a list of the files on a [0] A
disk

When you see Enter drive n um her :, type the name of the 
disk or disk drive, and press (return). |f you want a list of the files on 
the default disk, don’t type anything—just press (return).

A catalog tells you about the contents of 
a disk.

A block is a unit of storage that equals 
512 characters.

A catalog, or listing, of the files on the disk is then displayed.

The catalog of a disk includes several things: the name of the disk (at 
the top-left corner), the name, type, and size (in blocks) of each file 
on the disk, the date and time when the file was created and last 
modified, and the number of characters in each file (under the 
heading EOF).

Specify the name of the disk drive to find 
out how much space is left on a disk.

You can also find out how much space is left on a disk by cataloging 
the disk using the name of the disk drive (.d1, .d2, and so on) rather 
than the name of the disk. The number of unused blocks on the disk 
then appears at the end of the catalog.

By the Way: The names of files in subdirectories are not automatically 
shown when you catalog a disk. To see the files in a subdirectory, press 
[0]A and type the name of the disk or disk drive, followed by a slash (/) 
and the subdirectory name. Then press (return).

n
■
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To put a copy of the catalog into memory so that you can edit or print 
it, first save the document that’s currently in memory with [S] and 
clear memory with [N]Y. Then, press [0]A, type the name of the disk
to catalog followed by a pound sign (#). The command should look 
like this:

Use the pound sign (#) to put a catalog 
into memory.

Enter drive number :♦d2#l

Press (return) to execute the command. When you return to the 
editing display, you will see the catalog. Then edit or print the catalog.To find out how to print, see Chapter 5.

By the Way: If you edit and save a catalog in a file, it has no affect on the
disk’s directory, the disk’s internal catalog. An edited copy of the catalog 
is simply put into a file. There is no way to change a disk’s directory 
without actually changing the files on the disk.

A directory contains information about 
all the files stored on a disk. See the 
Apple III Owner’s Guide for more 
information.

Renaming a File
This is the command to use when you want to change the name of 
a file.

To Do This Press This... Then Type This

To change the name of a file [0]

Whenyousee Present Name:, type the present name of the 
file and press (retur~n). Then when you see New Name:, type 
the new name of the file and press (return).

For instance, to rename the file CLIENTS on the disk in drive 2 to 
ACCOUNTS, press [0]B and type

♦d2/clients

and press (return). Then type

♦d2/accounts

and press (return).
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I
To protect a file from being accidentally 
changed or deleted, lock it.

I
■
I
I
■

■
■
I
■

Locking a File
This is the command to use when you want to protect the contents of 
a file from being written over or deleted. When a file is locked, you 
can load its contents into memory, but you cannot delete the file or 
save text in it.

To Do This Press This... Then Type This

To lock a file [0] c

Whenyousee Enter file 
be locked and press (return).

name :, type the name of the file to

Unlocking a File
This is the command to use when you want to unlock a previously 
locked file so that you can edit or delete it.

To Do This Press This... Then Type This

To unlock a file [0] D

Whenyousee Enter file name :, type the name of the file to 
be unlocked and press (return).

Deleting a File
This is the command to use when you want to get rid of a file that you 
no longer want.

To Do This Press This... Then Type This

To delete a file [0] E

When you see Enter file 
to delete and press (return).

n ame :, type the name of the file
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Warning
Unlike other commands that cause data to be erased, [O]E doesn’t give 
you a chance to cancel the command in case you make a mistake. So be 
careful: once you press (return) after the filename, the file is gone.

By the Way: You must delete all the files in a subdirectory before you can 
delete the subdirectory.

Subdirectories help you keep track of 
files.

Creating a Subdirectory
If you want to put more files on a disk than SOS allows (that is, more 
than 51 files) or if you want to better organize your files, you can do so 
by creating subdirectories and grouping files under them.

To Do This Press This... Then Type This

To create a subdirectory [0] F

When you see Enter file i 
subdirectory and press (return).

n ame :, type a name for the

For instance, if the default disk is named LETTERS and you want to 
create a subdirectory named MARK on it, type

mark

in response to the prompt. If you want to create the same 
subdirectory on a disk named CLIENTS, which is not the default 
disk, type this in response to the prompt:

/clients/mark

After you have created a subdirectory, you can save documents in it. 
To save the document in memory in a subdirectory, press [S] and 
type the name of the disk and subdirectory, followed by the filename.
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To see what’s in a subdirectory, use [O]A 
and specify the name of the subdirectory.

See your Apple III Owner’s Guide for 
details on using subdirectories.

To see the names of the files in a subdirectory, use the catalog 
command, [O]A, and type a slash and the subdirectory name 
immediately after you type the name of the disk or disk drive.

You can have more than one level of subdirectories—that is, you may 
have subdirectories within subdirectories.

To get a clock chip, ask your Apple III 
dealer.

Setting the Date and Time
When you save a file, the date and time are recorded and are shown 
in the catalog next to the filename. If your Apple III has a clock chip, 
it will keep track of the current date and time, once you have set it. If it 
does not have a clock chip, the date and time that you set will stay the 
same until you set another date and time.

To Do This Press This... Then Type This

To set the date and time [0]

Apple Writer then displays either the current date and time or the date 
and time last set, depending upon whether or not your Apple III has a 
clock chip. Then it asks if you want to change the value.

You’ll see something like this:

Date & Time Now 02/25/1984 00:55 
Enter New Value (MM/DD/YYYY

To change the date or time when this prompt is displayed, type the 
new month, day, and year between slashes, a space, then the hour 
and minutes, separated by a colon.

Don’t forget to type the 19 of the year and, if necessary, leading 
zeros—as in the date 02/25/1984. Then press (return). Apple Writer 
displays the prompt with the new date and time. Press (return) once 
more to get back to the SOS Command Menu.
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Setting the Prefix for the Disk You’re Using
In Apple Writer, there’s always a default disk—a disk that is used if 
you do not specify another—so why not make use of it to save 
typing?

When you start up Apple Writer, the system disk, AW3MASTER, 
automatically becomes the default disk. If you’re going to use another 
disk for most of your work in a session, you can make that disk the 
default disk by setting the prefix to its name. If you’re going to do most 
of your work in a single subdirectory, include the subdirectory name 
in the prefix that you set.

To save typing, set the prefix with [O]H.

You don’t have to turn off the computer to 
start a new program.

To Do This Press This... Then Type This

To set the prefix to a disk [0] H

When you see Enter file name :, type the name of the disk 
(and, if appropriate, the name of the subdirectory) that you want the 
prefix to be. Then press (return).

For instance, to set the prefix to the subdirectory named BUSINESS 
on the disk named CLIENTS, press [0]H and type

/clients/business

and press (return).

When the prefix is set to a disk or subdirectory, you can access a file 
on the disk or in the subdirectory simply by typing its filename.

Quitting Apple Writer
Before starting up another program, save the document that’s in 
memory in a file (unless you really don’t want to keep it), then quit 
Apple Writer.
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Press This... Then Type This

To get the option to quit Apple [Q] J
Writer

To Do This

Whenyousee Quit Apple Writer (loses file) 
(Y/N) ?, you have a chance to make a graceful exit from this 
command, if you pressed it accidentally. If you don’t want to quit 
Apple Writer after all, you can cancel the command by pressing N.

(control)-(reset) restarts the computer.

To Do This Press This

To quit Apple Writer

and press (return).

Then, insert the disk that contains the program you want to start up, 
and hold down (control) while you press (reset).

To format a disk means to prepare it to 
receive information.

Formatting Disks
To prepare a new disk so that files can be put on it, you must format 
the disk, using the SOS utilities disk, labeled “SYSTEM UTILITIES,” 
that came with your Apple III.

First, quit Apple Writer by pressing [Q]J, typing Y, and pressing 
(return). Then, remove the disk currently in the built-in drive and 
replace it with the SOS utilities disk. Hold down (control) while you 
press (reset). Then follow the instructions for “formatting a volume” in 
your Apple III Owner’s Guide (or just follow the prompts on the 
display).

Warning
Give each disk a unique name when you format it. If you replace a disk in 
a disk drive with another disk of the same name, SOS may not be able to 
detect that you switched disks and may mix up the data on the disks.
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Warning
Be careful when you specify the disk to format! Formatting destroys any 
information that’s already on a disk. If, for instance, you accidentally 
format your Apple Writer III system disk, you will destroy the information 
on it!

When you’re finished formatting disks, quit the utilities program, 
remove the utilities disk, and put your Apple Writer system disk in the 
built-in drive. Then start up Apple Writer by holding down [control] 
while pressing [reset).

We Recommend: Format several disks at once instead of formatting 
them one-by-one as you need them. In fact, format the entire box when 
you buy it—that way you’ll save time and won’t be caught short in the 
middle of work.

Copying Disks
You should copy your work onto a second disk at the end of every 
session so that you don’t lose all your work if something happens to 
the original copy.

First, quit Apple Writer by pressing [Q]J, typing Y, and pressing 
(return). Remove the Apple Writer III system disk from the built-in 
drive and replace it with the SOS utilities disk. Start up the utilities 
disk by holding down (control) while you press (reset). Then follow 
the instructions for “copying a volume” in your Apple III Owner’s Guide 
(or just follow the prompts on the display).

We Recommend: When you start using a new disk you should set up a 
second disk for regular backup. To keep track of this disk, give it the name 
of the disk it’s backing up, followed by a b. For instance, if the main disk is 
named LETTERS, name its backup disk LETTERSB. Then copy the main 
disk to the backup disk every time you end a session.

If you want to copy a few files, but not an entire disk, use the WPL 
See “Transferring Files From One Disk to program MOVER.
Another” in Appendix A for details.
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Printing

This chapter gives you a quick run-down of how to print a document 
on paper. To learn how to do more complex printing tasks—such 
as how to print to devices other than a printer—see Chapter 6. In 
Chapter 6 you will also learn how to format documents.

If you have not read “How to Use Part II," do so before you begin this 
chapter.

What You Need to Know Before Printing

Follow the instructions for adding a 
device driver in the Apple III Owner’s 
Guide or ask your dealer to do it for you.

Apple Writer is set up to print to the Apple Daisy Wheel Printer, the 
Apple Dot Matrix Printer, the Silentype Printer, and to any parallel 
printer (such as the Centronix). If you are using a printer other than 
these, you must add a device driver—a set of instructions to run 
your printer—to the Apple Writer program.

By the Way: If you are one of the few users who must write a driver for 
his/her printer, read the Standard Device Drivers manual to find out how 
(or ask your dealer for help).

If you have not done so already, turn your computer off and connect 
your printer to the Apple III, following the instructions in the manual 
that came with the printer.
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Figure 5-1. The Print Command Menu

The Print Command Menu
When text is printed, it is automatically formatted according to the 
current values of the commands on the Print Command Menu, 
Figure 5-1.

Print/Pro5raw Commands;

Left Margin (LN) 9
Paragraph Margin (PM) 0
Ritfht Margin (RM) 79
Top Margin (TH) I
Bottom Margin (BN) I
Pa$e Number (PN) I
Printed Lines (PL) 58
Pa$e Interval (PI) 86
Line Interval (LI) 0
Single Pa$e (SP) 0
Print Destination (PD) ♦printer
Carriage Return (CR) 0
Underline Token (UT) \
Print Mode (LJiFJtCJjRJ) LP
Top Line (TL) :

Bottom Line (BL) :

Press RETURN to Exit

EPlrint/Pro^ram

To Do This

To display the Print Command 
Menu

Press This... Then Type This

[P] ?

and press (return).

To find out more about WPL commands, 
see the Apple Writer III Word Processing 
Language manual.

Notice that this menu shows Print/Prosram Commands at the 
top. Print refers to the commands shown on the menu, which 
determine how text is laid out on a page when it’s printed. Program 
refers to the Word Processing Language (WPL) commands, some of 
which can be used when this menu is displayed. Since we are not 
concerned with the WPL commands in this manual, we will refer to 
this menu as the Print Command Menu.
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Each command on the Print Command Menu governs some aspect 
of formatting or printing. The numbers, letters, or other characters 
displayed to the right of a command represent the current value of 
the command. The values tell you exactly where (or how) that aspect 
of formatting or printing will be carried out when your document is 
printed.

Notice that we refer to format commands and print commands. The Print 
Command Menu displays both kinds of commands—those that format 
text and those that communicate with printers. The commands that you 
use to actually print a document are not listed on the menu.

The values shown in Figure 5-1 are the default values of the 
commands. This means that if you haven’t specified any other values 
for the commands during a session, Apple Writer will use these 
values to format and print your document.

You’ll see the Print Command Menu whenever you press [P]?. Don’t 
worry right now about what the commands on this menu mean; you’ll 
learn more about them in “What Each Command on the Menu 
Means” in Chapters.

Print Values and How to Change Them
When you start up the Apple Writer system disk, the default values 
displayed on the Print Command Menu are automatically loaded into 
the print value buffer—the part of memory that’s reserved to hold the 
current values of the commands. This means that the values of these 
commands are independent of the document in memory and are not 
saved with it. The values that are used when you print a document 
are always the current values of the commands in the print value 
buffer.

There are three ways to change the value of a command in the print 
value buffer:

• You can type the command and a new value for it.

• You can embed a new value for the command in your document, 
and then print the document.

• You can make your own file of print values and load it into the print 
value buffer.

In each case, the new value replaces the previous value of a 
command in the print value buffer. (If the command is a menu 
command, the new value also appears on the Print Command 
Menu.)
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The format stays the same until you 
change it—even if you print a different 
document.

Warning
The value of a print or format command stays the same until you change 
it—it does not automatically change back to the default value when you 
print a new document. This means that values set or embedded in one 
document carry over to subsequently printed documents, unless you 
change the values or turn the computer off.

The first two ways to change the value of a command in the print 
value buffer—typing a new value for it or embedding a new value for 
a command in a document—are discussed next. Making a file of print 
values and how to load it are discussed in “Saving and Loading a 
Print Value File” in Chapter 6.

Typing a New Value for a Command
The most common way to change the value of a print or format 
command is to type the command and a new value for it. You can 
type the two-letter command in upper- or lowercase.

To do so, either

• type the command and its new value when the Print Command 
Menu is displayed (press [P]? to get the menu), or

• press [P] and type the command and its new value.

Use [ P] ? and get the Print Command Menu if you want to change 
several commands at once. The changes are displayed on the menu 
immediately.

Use [P] if you want to change only one command.

For instance, to change the value of the left margin (LM) to 20, press 
[P]and type

LM 20

and press (return). The space between the command and the value 
is optional, and you can type the command in upper- or lowercase.

Text still looks the same on the display 
after you change the values of the format 
commands.

The values of the format commands do not change the way that the 
text appears on the display, they only change the way it looks when 
it’s printed.
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H Embedding a Command in a Document
When you embed format or print commands in your document, the 
way the text is formatted when it is printed is controlled from within 
the document.

For Apple Writer to distinguish an embedded command frpm the 
other text in the document, the embedded command (and its value, 
if any) must

• be on a line by itself

• begin at the left margin

• begin with a period (.)

• be followed by a (return).

Here’s an example of how embedded commands look in a document:

Here's our four-pronged approach:
♦ LM 10
- trim staff

- close plants

- cut office expenditures

- Keep thermostat at 68 decrees
♦ LM 5
And that's not all*

Follow these steps to embed a print command in a document:

1. Move the cursor to the beginning of the line that you want the 
embedded command to take effect on.

2. Type a period, followed by the command and its value. Then press 
(return).

Remember: You may type the command in upper- or lowercase.

■
I
■ 
■
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Here’s an example of text that has left and right margin values 
(LM and RM) embedded in it:

112

Our plan worked! Here's what they said in today's Journal:
♦ LM 15
♦ RM 60
By instituting a lean management policy and strict conservation 
measures ♦ Universal Industries has come from behind to capture 60% 
of the domestic market♦
♦ LM 10
♦ RM 70
Let's So celebrate! Meet me at Ernie's tonisht, about 8:00*

When it is printed, the text looks like this:

Our plan worked! Here's what they said in today's Journal:

By instituting a lean management policy and strict conservation 
measures, Universal Industries has come from behind to capture 
60% of the domestic market.

Let's go celebrate! Meet me at Ernie's tonight, about 8:00.

Any command on the Print Command Menu can be embedded in a 
document.

When Apple Writer encounters an embedded command during 
printing, it replaces the old value of the command in the print value 
buffer with the embedded value. For instance, if the command 
.LM 20 is embedded in your document, subsequent text is printed 
with LM 20, and LM 20 is displayed in the Print Command Menu.

Warning
Because embedded values update the values in the print command 
buffer, the value of a command embedded in one document will carry over 
to subsequently printed documents—unless you change the command’s 
value or turn the computer off. Always check the current values of the 
commands on the Print Command Menu before printing a document.

To quickly restore the default values of these commands, load them from 
the system print value file SYS.PRT. To do so, put the system disk in the 
built-in drive, press [Q]C and type

♦ d 1 / s y s

then press (return). (For more information, see “Saving and Loading a 
Print Value File” in Chapter 6.)
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Warning
Except when embedding a command, do not put a period immediately 
after a (return), in Apple Writer, any line that is preceded by a (return) and 
begins with a period is interpreted as an embedded command: if it is not 
an Apple Writer command, it is treated as a comment—that is, the line 
does not appear in the printed document.

If you need to start a line with a period, type a space before the period.

The Commands That Cause Text to Be Printed
The commands that actually print text are not shown on the Print 
Command Menu. Here are the commands and what they do:

Command What It Does

See “Printing a Document” later in this 
chapter.

NP New Print

CP Continue Print

See “Printing the Contents of Several 
Files as One Document” later in this 
chapter.

Prints the document that’s in memory.

Prints the document in memory and 
continues line counting and page numbering 
from the last document printed, so that you 
can print the contents of several files as one 
document.

See Chapter 6, “Commands That Can 
Only Be Embedded” and “Printing Part of 
a Document.”

You also can print part of a document using the embedded command 
.EP, which stands for “enable print.”
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Table 5-1. Printer Device Names

The Print Commands
The rest of this chapter tells you which print values to change to set 
up Apple Writer for your printer and how to print your text.

How to Communicate With Your Printer
At the beginning of this chapter, you learned which printers 
Apple Writer is set up to use. If you’re using a printer other than 
these, you must add the appropriate printer driver to Apple Writer. 
Otherwise, Apple Writer will never communicate with your printer.

To communicate with your printer, you must change some of the 
values shown on the Print Command Menu.

Setting the Destination for Printing
Apple Writer is set up to print to the device named .PRINTER—which 
is the Apple Daisy Wheel Printer. If you’re using another printer (or if 
you followed the exercises in Chapter 2 of this manual and changed 
the print destination (PD) to .CONSOLE so that you could print to the 
display), you must specify the name of the device to print to.

Table 5-1 lists some commonly used printers and their device names.

To Do This Press This... Then Type This

To specify the name of the 
device to print to

[P] PD

Then type the device name that’s associated with your printer, and 
press (return-).

For example, if you’re using a Silentype printer, type

Printer Device Name

Apple Dot Matrix Printer .parallel

Apple DaisyWheel Printer .printer

Silentype .silentype

pd .silentype
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Warning
Don’t put a space between the command and the device name. If you do, 
you will see this error message when you print the document:

SOS Error: Bad Pathname

See “Printing to the Display” in 
Chapter 6.

If you do not have a printer or if you want to see the formatted 
document before you print it, you can “print” your document on the 
display.

See “Printing to a File” in Chapter 6. You can also make a file the destination for printing.

Setting Line Feeds to Suit Your Printer
Apple Writer is set up so that it doesn’t issue a line feed with the 
carriage return that it puts at the end of each line. If your printer also 
doesn’t issue a line feed at the end of each line, you must turn on line 
feed generation so that Apple Writer tells the printer to advance to the 
next line when it is finished printing a line. If you don’t turn on line feed 
generation, your entire document will be printed on one line.

Table 5-2. Line Feed Status of Printers

Table 5-2 shows the line feed status of several common printers.

Printer

Silentype

Apple Dot Matrix Printer

Apple DaisyWheel Printer

Issues Line Feed?

No

Yes

Depends on Setting of Printer’s Line Feed Switch

To Do This Press This... Then Type This

To turn on linefeed generation [P] CR1

To turn off line feed generation [P] CR0

and press (return).
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PI stands for “page interval.”

Single Sheet or Continuous Paper?
If you want to use continuous fanfold paper, Apple Writer is already 
set up for you. If you want to print on single sheets of paper, you must 
change the value of the single page (SP) command, so that Apple 
Writer temporarily stops printing at the end of each sheet and waits 
for you to insert the next sheet (and press (return)) before it continues 
printing.

To Do This Press This... Then Type This

Tosetup Apple Writer for single- [P] SP1
sheet printing

Tosetup Apple Writer for [P] SP0
continuous-sheet printing 

and press (return).

Setting Number of Lines Per Page
If you want to print the standard number of lines per inch (six) on 
standard length paper (11 inches), you’re all set to print. If you want to 
use nonstandard spacing or paper of a different length, you must 
specify the size of a page in number of lines of text per page.

To Do This Press This... Then Type This

To specify the number of lines of [P] PI
text per page

Then type the number of lines of text per page, and press (return).

For instance, to print eight lines of text per inch (if your printer has this 
capability) on paper that is 14 inches long, press [P], type PI, then 
type 112, and press (return).
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If Your Printer Needs Control Characters at the Beginning 
of a Line
Some printers—such as the Centronix—require control characters 
at the beginning of a line. For these characters to be interpreted, the 
left margin (LM) must be set to zero. If you’re using a left margin 
setting other than 0 for the rest of your text, embed 

, LM0

on the line before the control characters. Then on the line after the 
control characters, reset the left margin for the text by embedding 
.LM followed by the text LM setting.

For instance, to begin a line with the control characters 

[C][L][R] 

and then return to a left margin setting of 5 for text, put this in your 
document (using control-character insertion mode, [V], to insert the 
control characters):

• LM0 
CLR 
,LM5

Now Apple Writer and your printer are set up to print.

Printing a Document
Here’s what to do if you want to print only one document.

First, if the document that you want to print is not in memory, load it. 
Then press [P]? to check the current values on the Print Command 
Menu.

When you have set the commands to the values you want

To Do This Type This

To print the document that’s in NP 
memory 

and press (return).
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See “Automatic Printing” in Appendix A 
for details on using AUTOPRINT.

See Chapter 6 to find out how to print part 
of a document.

To find out more about numbering pages, 
see “Numbering Pages” in Chapter 6.

To find out more about how lines are 
counted, see “Changing the Vertical 
Format of a Page” in Chapter 6.

To find out more about the form feed (FF) 
command, see “Breaking Pages With 
Form Feed” in Chapter 6.

A page footer is a line of information 
(such as the page number) at the bottom 
of the page.

If the printed text doesn’t look the way you expected it to, check the 
values on the Print Command Menu—you may have inherited values 
from the last document that you printed. Remember: the values of the 
print and format commands stay in the print value buffer until you 
change them (by typing, embedding, or loading new values) or turn 
off the computer.

To print documents automatically, use the WPL program 
AUTOPRINT.

To print part of a document, you must use the embedded command 
.EP.

Printing the Contents of Several Files as One 
Document
When you print the contents of several files as one continuous 
document, Apple Writer continues numbering pages and counting 
lines from the previous document.

You can print the contents of several files as one document by using 
the continue print (CP) command. To do so, follow these steps:

1. Embed a form feed (FF) on the last line of the document to be 
printed. This causes the page footer and footnote (if any) to be 
printed and positions the carriage at the beginning of the next 
sheet of paper when printing is finished.

To embed the form feed, put the last document you want to print in 
memory, move the cursor to the end of it, press (return) and type

.FF

Don’t press (return) after the form feed. Then save the document 
in a file.

2. Erase memory by pressing [N]Y.

3. Load the first document to be printed by pressing [L] and typing 
the name of its file.

4. Check the values of the commands on the Print Command Menu 
by pressing [P]?.

5. With the CPJrint/ProSraM : prompt displayed, start 
printing by typing NP and pressing (return).
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See “Continuous Printing” in Appendix A 
for details on using CONTPRINT.

6. When printing stops, erase memory and load the next document 
to be printed.

7. Continue printing by pressing [P]CP and (return). The print 
command CP keeps track of the current page number and line 
count.

8. Repeat steps 6 and 7 until you have printed all the parts that make 
up the document.

Another way to print several documents as one is to use the WPL 
program CONTPRINT.

Stopping the Printer
If you want to stop the printer during printing, here’s how to do it.

Press ThisTo Do This

To stop the printer (ESCAPE)

The printer stops shortly thereafter, and Apple Writer displays the 
editing display with the cursor at the beginning of the document.

After pressing (escape), you cannot restart the printer where it left off. 
Use the NP command or the WPL program AUTOPRINT to start 
printing from the beginning of the document.
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