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How to Use This Guide

This package contains everything you need to learn how to use 
Fortune:Word. Before you begin, use the checklist below to determine if your 
package is complete.

A plastic template strip is slipped underneath the binder rings. Place this 
strip in the space below the top row of keys on your keyboard. It identifies 
the word processing use of each functions key.

In the back is a plastic sheet with three pockets that contain:

□ Fortune:Word application disk. This disk contains the application. Follow 
the instructions in Understand Your Fortune System for installing your 
application.

□ Fortune:Word training disk. The training disk contains sample documents 
you use with instructions in this guide for learning how to use 
Fortune:Word. Follow the instructions in Understand Your Fortune Sys­
tem for installing an application to install this disk.

QJ Fortune Systems software registration card. This postpaid card registers 
your application disk. Be sure to read and complete the card and return 
it to Fortune Systems Corporation.

This guide is designed to be used with the training disk to help you learn 
how to use the functions and features of Fortune:Word. If you're just begin­
ning with word processing, this guide will take you step-by-step from the 
most basic through the most complex word processing functions.

If you've used word processing before, you may want to follow the training 
sequence in this guide using the training disk, or you may want to read this 
guide and proceed to the Reference Guide.
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The invention of paper in China nearly
2000 years ago revolutionized 
written communication.
From the Practical Manual for Making Paper (1798) 
by Jibei Kumhigashi.



Introducing Fortune:Word™

To use Fortune:Word, you'll need to know some basics about what it is, how 
it works, and what it can do for you. That's the purpose of this guide. In the 
next four chapters you'll learn about:

• What advantages Fortune:Word offers you
• What equipment and supplies you need to start training
• How you can learn on your own
• How different screens help you out
• How you can use the cursor

Fortune-.Word is a trademark registered by Fortune Systems Corporation.



1 An Overview of Word Processing

What is word processing? It is an efficient method of producing documents 
electronically on computerized equipment. Fortune:Word is a computer pro­
gram that allows you to use your Fortune 32:16 for word processing. It speeds 
up typewriter functions and offers you special features so you can produce 
attractive, final documents in less time and with less effort than you can with 
a typewriter. You can correct or change what you write without using messy 
correction fluid or retyping pages. With a few keystrokes, you can quickly add 
or delete words, paragraphs, and even pages.

When you press the keys on a typewriter, it simply prints the letters or 
symbols on paper. Using Fortune:Word, you create and edit text on a screen, 
and make any changes as you go. Then, you use a simple procedure to print 
your document automatically. Finally, by storing your document electronic­
ally, you can always make another copy without retyping it.

Producing documents with word processing involves a sequence of steps 
that we sometimes call the document cycle. This is illustrated below.
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Fortune:Word Features

FortunezWord has many features that speed your work by allowing you to 
create a document and make corrections without retyping the whole docu­
ment. You can also proofread your document and make any changes before 
you print it. Some of these features and their uses are:

Use
Changes margins and tabs 
quickly and easily

Feature
Format line for margins 
and tabs

Decimal tab key

Center key

Insert and Delete keys

Text that you type shows on 
the screen

Archiving procedure

Global search and replace

Index

Copy and Move keys

Aligns decimal points in column format

Make corrections easily and quickly

Stores documents on a flexible disk for 
later use

Locates and changes text automatically

Shows a list of your documents

Copy or move blocks of text quickly

Centers titles automatically

Allows you to check your 
work before you print it

No matter how long your document is or how complex the layout, 
Fortune:Word can speed your work. Before you learn how, two terms we use 
throughout this guide need definitions: text and document. Text is what you 
type and what appears on the screen. This includes all the characters that 
make up words, phrases, paragraphs, and columns of numbers. Document is 
a general term for a type of text that you might call a memo, report, contract, 
or list.
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2 The Training Process

This guide lets you learn how to use word processing on your own and at a 
schedule and pace that suits your needs. There are three reasons for this. 
First, you will be working with training documents from the training disk 
supplied to you with this binder. You do not have to spend time creating and 
typing you own text to use for training. Second, special procedure charts 
show you exactly which keys to use and what to type. Third, you do not have 
to complete the entire training process at one time. We have clearly marked 
the points in the training when you can stop and later restart the training 
process. To prepare you for your training, in the following pages you will 
learn what to have on hand for your training and how to use the procedure 
charts.

BEFORE YOU BEGIN TRAINING

*

Before you can begin your training, you must do four things. First, you must 
have your Fortune 32:16 set up and running. Second, you must have your 
printer or printers connected, tested, and loaded with continuous forms pa­
per. Check your printer manual for more information. Third, you must have 
your word processing application installed. And, fourth, you must install the 
training documents. If you haven't done all of these things, refer to Meet Your 
Fortune System and Understand Your Fortune System for information and com­
plete these steps before you go on.

THE TRAINING DOCUMENTS

We designed the training documents so that you can perform particular 
editing functions on each one to help you build your word processing skills. 
In this step-by-step process you will use procedure charts with the docu­
ments. Some of the documents have spelling errors, missing words, or other 
mistakes that you'll correct.
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THE TRAINING STRUCTURE

You'll learn the functions and features of the word processing application in 
this guide from the simplest ones to the most complex as well as from the 
most-used to the least-used. This arrangement helps the novice to begin using 
word processing sooner. For instance, you'll probably use the Insert key more 
often than the hyphenation and pagination feature, and so you'll first learn 
how to use the Insert key. Also, we have structured the training so that each 
part and its documents compose a self-contained unit that starts and ends at 
the global menu.

If you've had some experience with word processing, you may want to 
choose certain chapters to read. But when you skip chapters remember that 
you'll need to work backward to find out where the training document you 
want to work on to learn a procedure is first introduced. You'll need to work 
through all the procedure charts for that document up to the point you want 
to start learning. Otherwise, what you see on the screen won't necessarily 
match what the procedure chart says.

TRAINING MORE THAN ONE PERSON

During the training process you'll work at your own pace and change the 
training documents as you build your skill level. So, only one person can use 
the training documents at the same time. Of course, when you must go on to 
something else, you can mark your place in the manual and later begin again 
where you left off. If there is someone else who also needs to learn word 
processing, use the procedure in Understand Your Fortune System to remove the 
training documents. Then the next person can put on a fresh copy.

STOPPING AND STARTING

Since we structured the training so that each part is a unit, you should work 
through a complete part before you stop. In some parts, where the chapters 
are also separate units, you can do one chapter and stop before going on. 
Throughout the manual we have clearly marked the points where you can 
stop your training by enclosing the instructions in a box.
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USING A MULTIUSER SYSTEM FOR TRAINING

If you're using a multiuser Fortune system, check with your system manager 
to make sure that you are the only user who intends to go through the 
training. The training documents are not protected in any way to prevent 
more than one person from using them.
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Getting the Right Supplies

You may already have some supplies for your computer. The list below 
identifies the items you need to have on hand to complete the training. These 
supplies are available at computer and stationery stores.

• Blank flexible disks. You'll need a blank flexible disk to learn docu­
ment archiving in Part 6. The disks must be 5 1/4", certified 96 tracks 
per inch, 80 tracks per side, dual sided, double density, and soft- 
sectored.

• Printer paper. Check your printer manual to determine what kind 
of paper you can use in your printer. You'll probably want to use 
continuous paper so that you can print report after report without 
changing the paper. Most cartons contain 3,000 sheets.

• Printer ribbons. Your printer manual will identify the type of 
printer ribbons you need. Have several ribbons on hand.

• Printer elements. You should have at least one extra element for 
your printer on hand.

• Disk labels. You'll need to label each disk you use to identify its 
contents. Labels are available that are especially made for flexible 
disks. If you can't find these, any 1" x 2" labels will do.

Blank flexible disks
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Using Procedure Charts

Procedure charts outline the sequence of steps you follow to learn what you 
can do with word processing. The charts are always in the same format and 
are easy to read and follow.

To use a procedure chart, begin by reading the Screen Says column, as 
shown in the illustration on the next page.

Then read the Comments column. It may tell you what happened, advise 
you about the functions you have performed, and tell you what will happen 
next.

Then go to step 1 and read the text in the You Type column. It shows you 
what text to type or what keys to press. Keys are enclosed like this: 
( EXECUTE ). Here's an example of the way text and keys appear in the You 
Type column and a guide to using them.

You Type column

writing ( EXECUTE

What you do

Type the word "writing" and then press the 
Execute key.

(3) C TAB ) Press the Tab key three times.

C SHIFT ) 
(4)[T1

While holding down the Shift 
key, press the |T| key four times.

After you finish typing, always read across to the Screen Says column 
where you can check the results of your actions. For example, you may see 
a screen message such as "Delete what?" or the results of your editing 
changes. If nothing important has changed on the screen, this column may be 
blank. The cursor position is shown with a | . Continue by reading the 
Comments column, if it has a comment, and then going on to the next step.

The procedure charts build on one another, so be sure to follow them 
exactly. In the beginning, you may not understand the use of every key, but 
press the keys and type in what text is shown, including any spaces, in the 
order in which they're listed. Never use lowercase letter 1 for the number one.

1 -8 Introducing Fortune:Word 4/83



START HERE

Screen Says Comments

c hoice
(3) T

X6) choice

COMMAND) Which command?

X SPACE BAR ) choice

Move the cursor 
up 3 words. \

The required space 
is at the end of 
the line and the 
cursor is on the 
space at the end 
of the line.

others.

Follow this path when you use a procedure chart.
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Selecting Your Application for Training

When you turn on your Fortune 32:16 to begin training, you should already 
have installed the word processing application and training disk on your 
system. After you log in, the screen will say FORTUNE SYSTEMS GLOBAL 
MENU. When you want to start training, you should access the word pro­
cessing application through training, T3, on the global menu, and not through 
the application itself. Using this approach, youTl see the word processing 
main menu and will have access to the training documents.

Using the procedure below, you can begin your word processing training. 
YouTl learn more about the keys in Chapter 3, but for now locate and use the 
ones shown below.

Step You Type Screen Says Comments

1

2

3

4

T3

FORTUNE SYSTEMS 
GLOBAL MENU

T3 Operator
Training

Going to the word 
processing appli­
cation through 
operator training 
gives you access 
to the training 
documents.

2

; RETURN ) OPERATOR TRAINING

2 Word Processing

( RETURN (main menu
Edit Old Document

LEAVING WORD PROCESSING

When you're finished with your training session or need to go to another appli­
cation, you need to know how to leave word processing.
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Step You Type Screen Says Comments

( CANCEL )

C CANCEL )

(main menu) 
Edit Old Document

OPERATOR TRAINING Return to the 
global menu or to 
other applications 
you're learning.

FORTUNE SYSTEMS 
GLOBAL MENU

□

OPERATOR TRAINING

Fortune Systems Corporation
Selection & Press (HtlUHN)

BUSINESS APPLICATIONS

Bl Business Systems
B? Business Surveys 
B3 Business Graphics 
B4
B5
B6

PROFESSIONAL tools

PI Multiplan
P? Color Graphics
P3
P4
P5
P6

OFFICE AUTOMATION TOOLS

tl Word Processing
E? Record Processing 
E3 Automated Calendar
E4

E6

cUMMUNIlAT ions

Cl Async
C? Bisync
1J Loca 1 Network
14 X.25
C5 SNA/SDLL
C6

TRAINING ANU E DUCATION

Tl Topic Introduction

<u Operator Trainingi>

SYSTEM TOOLS

SI System utilities
S? System Management
53 languages
54 IDOL
55 Product Maintenance
S6

14 l.A. 1. 1 i’JTTHng 
T5 Demonstrations 
T6

CANCEL
DEL

_________ /

r

CANCEL
DEL

V.

Follow these paths to get to and from word processing for training.
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3 Using Word Processing

Now that you know how to access the word processing application and 
training documents, you're ready to begin using them. But first take a detailed 
look at the Fortune 32:16 keyboard and learn how to solve problems and get 
help as you're training.
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The Keyboard

The keyboard of your Fortune 32:16 looks similar to a typewriter. However, 
you can do many more things with it because it has special keys to use with 
word processing. The following illustration shows the Fortune 32:16 key­
board with the word processing template in place below the keys labeled Fl 
through Fl6.

\ 1 2 3 4 5 6 7 8 9 0 - = ”

□ EE00000Q00Q00CD0I
0 00000000000000

I 100000000001 "l,T

Pause a few minutes and study the keyboard carefully. As you go through 
the descriptions below, locate the keys on your keyboard. Don't worry about 
remembering what these keys do. As you go through the training, you'll learn 
to use them one at a time. The descriptions start with the keys on the left side 
of the keyboard and, for the most part, go clockwise around the central 
keyboard, whose keys follow a placement similar to the keys on a typewriter.

In addition to the keys that you would expect to find on any 
typewriter, the three additional keys on the left side of the 
keyboard provide additional characters. When you press 
one of the keys, one of the characters appears on the screen. 
As with typewriter keys that have two characters, the Shift 
key controls whether the top or bottom is displayed. If your 
printer has a printwheel with those characters, it can print 
them.

HELP

X_________ >

Located at the top left corner of the keyboard, the Help key 
gives you more information about an editing function or 
menu selection you specify.
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The following keys are marked Fl through F16 on the top. Their actual 
marking, and the functions they represent are shown in the chart below.

Number Function Use

INDENT

PAGE

CENTER

DEC TAB

FORMAT

MERGE

NOTE

Left-justifies and aligns a line or block of text 
with a tab stop.

Adds an optional or required page break to 
define text length and to set the cursor mode to 
page.

Centers text between left and right margin.

Aligns numbers on decimal points according to 
a tab stop set in the format line. There's another 
Dec Tab key on the numeric keypad.

Moves the cursor to the format line to make 
changes or create alternate format lines.

Used to separate text for an alternating heading 
or footing.

Adds bookmarks or notes to a document.

STOP Used with the print queue to stop printing a
document.

F9

F10

Fl 1

SEARCH

REPLACE

COPY

Locates text in a document.

Removes and replaces text with other text.

Duplicates text in the same document or from 
one document to another.
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Number Function Use

F12 
s______

F13 

>_______

F14 
*_________ >

MOVE Moves text to a different location within a docu­
ment or in another document.

COMMAND When used with another key, initiates func­
tions such as bookmarks, horizontal scroll, hy­
phenation, required space, restoring a page, 
searching backward, and vertical scroll. It is 
also used to perform shortcuts between menus.

Used with the Shift key to print characters be­
low (subscript) or above (superscript) other text 
on the same line

MODE When used with another key, adds emphasis to 
text in the form of boldface, underline, double 
underline or overstrike, and starts and ends a 
glossary entry.

GO TO Moves the cursor to a particular page in a 
PAGE document.

The other keys that follow have markings on the top that indicate their 
word processing function.

•------------------------------------------------------------------

Says no to any function or message. You can 
ignore the characters "DEL" below "CANCEL."

CANCEL 
DEL

Duplicates a calculator keypad, and makes it 
more convenient to type numbers. The Dec 
Tab and Return keys are here also.
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PR EV 
SCRN 

s______

The Prev Scrn key moves the cursor back 21 lines to the pre­
vious screen.

NEXT
SCRN

<______ ,

The Next Scrn key moves the cursor forward 21 lines to the 
next screen.

INSERT

<_________ /

Allows text to be added.

Removes text.
DELETE

<_________ ?

Says yes to a function, feature, or message you're using.

The four keys with directional arrows control 
the movement of the cursor up, down, left and 
right.

c— 
LF 
GL

Moves the cursor backward one space at a time.

Used with the glossary function for recalling text. You can 
ignore the characters "LF" above "GL" because they don't ap­
ply to word processing.

RETURN

Moves the cursor down one line and over to the 
left margin. It is also used with the paragraph 
cursor mode.
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The central portion of the keyboard contains keys that follow the general 
placement of keys on a typewriter keyboard.

z*~  ..-............. -s

SHIFT
Permits the use of capital letters and other symbols when used 
with the typewriter keys, and can activate a change in cursor 
mode.

This key has no use in word processing.

Moves the cursor to a predetermined tab stop for a tab or 
indent, and can mark a tab stop in the format line.

CTRL
This key has no use in word processing.

4/33 Using Word Processing 1-17



Problem Solving and Getting Help

While using word processing the first few times, you're bound to make a 
mistake or two. Don't worry. If the screen doesn't do what you thought you 
instructed it to do, you might be able to solve the problem yourself. First, 
repeat the step-by-step instructions given in the procedure charts. If this 
doesn't work, check the message areas in the upper right hand corner and 
bottom of the screen. You may see a highlighted message telling you what to 
do. You may want to check the Reference Guide and its list of error messages 
for information on how to correct your errors.

WHEN ALL ELSE FAILS

If you decide to stop a function you asked for or if you don't want to save 
changes you just made, press the Cancel key. For example, suppose you 
begin to delete some lines and then realize you are deleting the wrong text. 
Pressing the Cancel key stops the delete function.

In the following pages, you'll be using procedure charts with many differ­
ent types of instructions. If you find you are getting lost, you can use the 
Cancel key to end the function.

GETTING HELP

What do you do if you're using a menu and don't know how to proceed, or 
if you press a function key and then forget how to use it? Press the Help key. 
The Help key can rescue you quickly and save you time thumbing through the 
reference guide. It's your on-screen operator's guide.

Whenever you are creating or revising text on the editing screen or using 
any menu, you can press the Help key. You'll see a list of functions and keys. 
Move the cursor to the item for which you need help and press the Help key 
again. You'll see some instructions displayed on the screen to refresh your 
memory. For example, if you're deleting text and press the Help key, move 
the cursor to Delete on the list and press the Help key again. The screen will 
display a description of the delete function that tells you what it does, how 
to use it and how to abandon what you started.
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Or, if you're using a menu and don't know what to do, press the Help key. 
You'll see a list of menu items. Move the cursor to choose the item you need 
help with, and press the Help key again. You'll see a description either of how 
the function works, or of what information you need to enter.

Using the procedure chart below, see how the Help key works. You may 
not understand the text you see, but you'll get an idea of how the Help key 
works.

□
You Type Screen Says Comments

Move back into word processing through T3 
on the global menu.

( HELP )

Edit Old Document
(main menu)

Welcome to Word 
Processing Help

You can move 
through the help 
list by using the 
down cursor key.

Current library

( HELP j Current library

( CANCEL )

( CANCEL )

Welcome to Word 
Processing Help

Edit Old Document
(main menu)

Press the Help key 
again to see an 
explanation.

Now return to the 
help list.

Now return to the 
main menu.
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Screens Move You Around

Screens allow you to move from one word processing activity to another and 
keep giving you choices for what you can do next until you reach the screen 
where you want to work. Your display shows you three general types of 
screens. Starting with the global menu screen, the illustration on the next 
page shows you the routes for moving from one screen to another. For now, 
you'll learn about menu and editing screens in detail.

• A menu screen provides access to various functions in word pro­
cessing. Menu screens give you a list of choices, like a menu in a 
restaurant. You begin with a global menu, then go to the word 
processing main menu, and from there to other menus or to other 
screens.

• The summary screen maintains up-to-date facts about the editing and 
printing of each document.

• The editing screen is where you create and edit your document.
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Main Menu

Other screens accessed from 
the main menu: □

Printer Control
Ed i t

g

library

Advanced 
Functions

Document
Summary

Glossary 
Functions

Pr in 
Ind*  
Fili: 
Adv*:  
Cl o*  
Sup*

Supervisory 
Functions

FORTUNE WORD
Fortune Syotoaa Word Frocmlng

Mon A p

add 
c r d 
pr d 
pre

Print Document

Editing Screen

You move through word processing with a variety of screens.
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The Main Menu Screen

You just saw the main menu screen for word processing on your display 
when you chose operator training, T3, from the global menu. It contains a list 
of activities from which you can choose to perform word processing func­
tions. You choose different activities at different times depending on whether 
you want to edit text in documents, revise that information, print it, file it or 
perform some maintenance activities.

The illustration below briefly identifies each activity. The codes to the right 
of the edit, create, print, and printer control activities are shortcuts you type 
in with the Command key to quickly move to those word processing activ­
ities. We'll explain them later after you've had more experience.

FORTUNE.WORD 
Fortnni Systems Word Processing

1 Please select next activity Mon Apr 4, 1983 at 08:24 I

Edit Old Document
| Create New Document

Print Document 
Printer Control 
Index 
Filing 
Advanced Functions 
Glossary Functions 
Supervisory Functions

- e d d I
- c r d
- p r d
- pre

Creation library is /u/training

The main menu screen is the beginning point for all word processing functions.
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Using The Marker

Notice on the main menu screen that the line for "Edit Old Document" has a 
bright rectangle around it. This is called a marker. The letters inside it are 
displayed dark on a light background instead of light on a dark background 
like the other characters on the screen. This is called reverse video. The activity 
marked by the marker is the one currently selected. There are five basic ways 
you can move the marker on the menu. Try moving it from activity to activity 
with each one of the keys listed below to find which is most comfortable for 
you to use.

Key you press
( SPACE BAR )

What it does
Moves the marker down the list from top to 
bottom, item by item, then jumps back to the 
top of the list.

(' RETURN ) Does the same thing as the spacebar.

Moves the marker up one choice at a time. 
When it reaches the top of the list, it jumps back 
to the bottom.

Moves the marker down one choice at a time. 
When it reaches the bottom of the list, the 
marker jumps back to the top.

E for
C for
P for
P for
I for
F for
A for
G for
S for

Edit
Create
Print
Printer Control
Index
Filing

Moves the marker to the activity that 
starts with same letter. You can type 
the letters in either capitals or lower 
case. When you type a p, the marker 
moves first to print, and if you 
type it again, the marker moves down to

Advanced Functions printer control.
Glossary Functions
Supervisory
Functions

Once you have the marker positioned over the activity you want to use 
next, press the Execute key. This displays the appropriate screen. These same 
principles of moving the marker apply to all the other menu screens.
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Starting with the Editing Screen

Most of the time when you're doing word processing you'll be working your 
way to and from an editing screen. To get to the editing screen, you move 
from the main menu through the summary screen, as in the illustration on the 
next page.

Using the procedure chart below, go to the editing screen and look at some 
text from one of the training documents. If you type in the wrong document 
name, press the Cancel key, and try again with step 1.

You Type Screen Says Comments

( EXECUTE )

( EXECUTE )

( EXECUTE )

(main menu) 
Edit Old Document

Please enter 
document name

DOCUMENT SUMMARY

F]ROM CAVE 
PA NTINGS TO 
KEYBOARDS^

This is the main 
menu for word 
processing. Notice 
that the marker 
always starts on 
the Edit Old 
Document activity.

Type in the name 
of a document 
called "wpdev."

Here's the 
summary screen 
of the document 
named "wpdev." 
Move past this 
screen by pressing 
the Execute key.

The text of the 
document "wpdev" 
is on the editing 
screen.
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When you use word processing to edit a document, you work from menu screens 
through a summary screen to the editing screen.

PARTS OF THE EDITING SCREEN

You create and revise a document on the editing screen, so most of your work 
will be done here. Four areas on your editing screen will guide you in creating 
a document.

• Two status lines are located at the very top of the screen. The first one 
tells you the document name and the current cursor location. The 
second one tells you the cursor mode, format line number, line spac­
ing, and text length.
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• The message areas in the upper right, bottom left, bottom center and 
bottom right of the screen, are where messages to you are displayed.

• The text area, in the center of the screen, is where the text of a 
document is created and edited.

• The format line, located under the status lines, indicates the line spac­
ing, format line number, tab settings, and right margin.

Format line
Status lines

TO KEYBOARDS^0FROM CAVE PAINTINGS

Message areas

e a t e d to 
for instance, 

signs, too, 
t could be put 
nd Japanese

t o c ommu n i c a t e 
cave waIls,

f o rma I language

th each other 
sending smo k e 
ow it today and 
estures Cave 
e of their

Hables into 
ndividual 
tions of words 
b 1 e t s and later 

skin.^ 
'n t u r y , he

Doc Page 1 Line 1 Pos 1 [
word Format 1 Spacing 1 Length 54

►People have always found ways
— piling up stones, painting on 
signals. Early man had no formal language as we kn 
people talked with each other by using sounds and g 
paintings were the first written records people mad 
lives and adventures.◄

►as more complex sounds developed, signs were cr 
describe things in phrase form. To say five sheep, 
required a number five sign and a sheep sign. But 
became indadequate and syllables were developed tha 

The Chinese a 
o form wo rds . 
broke down sy 

born. I 
comb i na 

stone t a 
d an i m|a 1 
8 th

and syllables were 
together to form more complex words 
languages still use syllable symbols 

►The final development in language 
individual characters and the alphabet was 
characters could be put together in endless 
People carved their words in wax, wood, 

nted them on parchment, a speclall 
►When Charlamagne conquered Europe

Text area

These are the four areas of the editing screen.

THE STATUS LINES

The two status lines illustrated on the next page are followed by an expla­
nation of their parts. The information the status lines contain changes as you 
change documents and the cursor location within a document.
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Do c alpha

Document name

Cursor position

Page 1 Pos 1

• Doc followed by characters or words identifies the document name 
you are working on.

• Page followed by a number indicates on which page of the document 
the cursor is located.

• Line followed by a number indicates the line on the page where the 
cursor is located.

• Pos followed by a number indicates the number of character positions 
from the left margin to where the cursor is located.

The page number increases as you progress through the document. Line 
numbers increase as you move down a page. Position numbers increase as 
you go across a line.

Format line number Line spacing

word Format 1 Spacing 1 Length 54

Cursor mode Text length

The first word or abbreviation indicates one of four cursor modes: word, 
sentence, paragraph or page. The cursor mode controls the way the [~T| and 

cursor keys move the cursor through the document.

• Format followed by a number is the number that identifies which 
format line settings you are currently using.

• Spacing followed by a number determines the amount of space be­
tween lines of text.

• Length followed by a number is the number of text lines you want on 
a document page.
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Use the following procedures to see how the status lines change.

Step You Type Screen Says Comments

JFJROM CAVE 
PA NTINGS TO 
KEYBOARDS^

s

(10) EJarly man was

signals .

(2) ( NEXT SCRN ) t hey had

The cursor is on 
page 1, line 1, 
and position 1 as 
shown by the status 
line. Move the 
cursor down 4 lines.

You've moved the 
cursor to line 5, 
position 1. Move 
the cursor 10 
positions to the 
right.

The cursor is on 
line 5, position 
11. Move backward 
3 positions.

Now press the 
Next Scrn key 
twice to see where 
you end up.

You've moved the 
cursor to page 1, 
line 37, 
position 1.

THE FORMAT LINE

The format line, located below the second status line, has information about 
the format of your document. In addition to the information on the status line, 
you'll always know where the cursor is by looking at the position marker on 
the format line, which is shown as a +.
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A format line, with its parts, is illustrated below.

Position indicatorLine spacing

. >5 . .

Line endTab or indent

• Line spacing shows the same setting as line spacing on the second 
status line.

• Tab or indent positions mark the points where you can tab or indent 
text. You'll learn more about these in Part 3. The position marker 
visually mirrors the cursor position across the page.

• Position indicators mark off the format lines into positions by 10s, for 
example 10, 20, 30, and so forth.

• Line end identifies how long the lines can be and therefore where the 
right margin begins.

Later you'll learn how to make changes to the format line that change the 
appearance of your printed document. Follow the procedures below to watch 
the position marker change its location on the format line.

Step You Type Screen Says Comments

1

2

(io>H

(2)HI

t hey had

they had b e come

the Mid|_djle Ages

Move the cursor 
10 characters to 
the right.

Notice where the 
position marker is 
located on the 
format line. Move 
the cursor down 
2 lines.

The position marker 
doesn't move since 
the cursor is in the 
same position but on 
a different line.
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THE TEXT AREA

You can display up to 21 lines of text on the editing screen at one time. This 
is equivalent to one-third of a standard 8-1/2" x 11" typed page. The screen 
displays what you type as soon as you press a key. You'll learn to use some 
special cursor keys on the keyboard to move through your document quickly 
and easily so you can see everything you typed.

The editing screen has a standard format indicated by a format line number 
"1." For example, the standard line of text is 65 characters long, with tabs at 
every 4 spaces. This leaves you free to type your document without thinking 
about formatting. After printing, your document will look just the way it 
appeared on the screen. Later, you'll learn about changing this standard 
format.

The illustration below shows you how the text displayed on the screen 
relates to printed copy.

Vs of a page

What you see on the editing screen is equivalent to one-third of a page.
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THE SCREEN MESSAGE AREAS

The screens sometimes ask for information or tell you what functions are 
being performed. Question messages such as "Insert what?" require you to 
give precise directions. Other messages, like "(Searching)," give you informa­
tion and need no response from you. Error messages alert you to possible 
problems by explaining these problems to you when they occur. You'll en­
counter many of these messages throughout your training.

Messages appear on the screen in one of four places: the upper right, 
bottom left, bottom center, and bottom right of the screen. Follow the pro­
cedure below to see how information messages work. You'll be using the Go 
To Page key.

Step You Type Screen Says Comments

the Mid|djle Ages

( GO TO PAGE ) Which page?

2 b

( DELETE )

FjROM CAVE 
PA NTINGS TO 
KEYBOARDS^

Delete what?

( CANCEL )

( GO TO PAGE )

FjROM CAVE 
PA NTINGS TO 
KEYBOARDS^

Which page?

The cursor is 
located here.

The message in the 
upper right corner 
asks you for more 
information. 
Respond by typing 
a b, meaning 
to go to the 
beginning of the 
document.

Press the Delete 
key to see another 
message.

Press the Cancel 
key to stop the 
deletion.

Use the Go To Page 
key for another 
type of message.

Type e, meaning 
the end 
of the document.
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Step You Type Screen Says Comments

6

7

8

e enjoy using it. 
□====== 
(Document end)

Which page?

|_f]rom CAVE 
PA NTINGS TO 
KEYBOARDS^

The row of equals 
signs and the 
message "(Document 
end)" mean the 
same thing. Go 
back to the 
beginning.

Go back to the 
beginning of the 
document.

[ GO TO PAGE 1k. -J

b
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4 Cursor Modes

You've already moved the cursor around in the document using the cursor 
keys, but you don't know that the cursor has different modes of operation— 
that is, different ways it can move across the screen or through the pages of 
a document. The Mode key, in the top row of the keyboard above the Execute 
key, is used in conjunction with other keys to change the way the up and 
down cursor keys operate when they are used with the Shift key. If you want 
to, you can skip these pages and go on to Part 2 and come back to this later.

MODE AND THE CURSOR KEYS

and
The <— and —> cursor keys always move the cursor to the left or right one 
character at a time, regardless of the current cursor mode. The 
cursor keys move the cursor up or down one line at a time. However, when 
you hold down the Shift key and press the [J] or [T] cursor keys, the cursor 
will move backward or forward according to the current cursor mode, which
can be word, sentence, paragraph or page.

CHANGING CURSOR MODES

When you begin creating a document, you'll be in the word mode, as shown
on the first status line, unless you change the mode. This means that when
you hold down the Shift key and press the cursor key, the cursor will move
backward a word at a time instead of a line at a time. Holding down the Shift
key and pressing the cursor key, you move the cursor forward a word at
a time. You can change this mode by pressing the Mode key and then one
other key. The chart below shows you the other keys you can use.

Cursor mode
Word

Sentence

Paragraph

Page

Key to use
( SPACE BAR ]

. (period) 

( RETURN )

( PAGE )
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After you press the Mode key, you'll see the message "What mode?" Press 
the other key of your choice and watch the mode change on the status line. 
The cursor will remain in that mode until you change it or go back to the main 
menu.

MOVING BY THE SENTENCE MODE

The sentence mode moves the cursor quickly, sentence by sentence, to the 
exact one you want to change. When you use the sentence mode, the cursor 
moves to a position directly after the punctuation at the end of a sentence. Use 
the following procedure chart to change to the sentence mode and move the 
cursor a sentence at a time.

You Type Screen Says Comments

( MODE )

FJROM CAVE 
PA NTINGS TO 
KEYBOARDS^

What mode?

sent

phrase form. To

sheep sign. But

The cursor mode is 
"word." Change 
the mode.

Type a period.

The mode in the 
second status line 
has changed. Move 
the cursor forward 
4 sentences.

Move the cursor 
forward one more 
sentence.

MOVING BY THE PARAGRAPH MODE

During editing you may want to skim through your document faster than a 
word or sentence at a time. The paragraph mode is handy for this. As you 
move the cursor by the paragraph mode, notice that it stops on the return 
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symbol at the end of a paragraph. As it moves, the cursor counts any return 
symbol as if it is the end of a paragraph. Use the procedure chart on the next 
page to change to the paragraph mode and move the cursor a paragraph at 
a time.

You Type Screen Says CommentsStep

1 ( MODE )

sheep sign.|__ E

What mode?

Jut You are here in 
the document. 
Change to the 
paragraph mode.

2 ( RETURN ) para The mode in the 
second status line 
changed. Move 
forward 2 para­
graphs.

3 ( SHIFT ) 
(2)Q]

languages still
[◄

The final

Notice that the 
cursor also moves 
to a return sym­
bol that's not at 
the end of a para­
graph. Move for­
ward 3 more para­
graphs.

4 Q SHIFT J 
(3)[T|

capital letters. The cursor is on 
page 1, line 30, 
position 37 as 
shown in the first 
status line.

MOVING BY THE PAGE MODE

If you want to quickly flip through the pages of a long document, use the page 
mode. To change to the page mode, press the Mode key and then the Page 
key. YouTl always see the beginning of each page at the top of your editing 
screen.
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Use this procedure chart to change to the page mode and move the cursor a 
page at a time.

Step You Type Screen Says Comments

1 ( MODE )

capital letters.◄

What mode?

Change to the 
page mode.

2 ( PAGE ) page The mode in the 
second status line 
has changed. Move 
forward 1 page.

3 C SHIFT J i Invention was The cursor has 
moved to the top 
of the next page 
and is now on page 
2, line 1, pos­
ition 1.

MOVING BY WORD MODE

As you create or revise documents, you'll probably use word mode more than 
any other cursor mode. Each time you begin editing, the cursor mode is 
already set in the word mode. Moving the cursor in this mode places it in 
between words when moving forward, or on the first letter of each word 
when moving backward.

Changing the cursor mode back to the word mode is easy to do. Move 
through the practice document and see how it works.

Step You Type Screen Says Comments

i nvention was

( MODE ) What mode?

This is the 
current cursor 
location. Change 
to the word mode.
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Step You Type Screen Says Comments

( SPACE BAR )

( CANCEL )

( DELETE )

( CANCEL )

( CANCEL )

word

was specia

m eta I type

END OF EDIT 
options

Edit Old Document
(main menu)

The mode in the 
second status line 
has changed again. 
Move the cursor 
forward two words.

Move the cursor 
five words back.

The cursor just 
backed up five 
words, which put 
it on page 1 
again. The 
dashed line shows 
where page 1 ends 
and page 2 begins. 
End the edit.

Press the Delete 
key to erase the 
changes.

You can skip the 
next two steps if 
you intend to 
continue on to 
Part 2.

OPERATOR TRAINING

FORTUNE SYSTEMS 
GLOBAL MENU
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In the Middle Ages, each copy of each 
book had to be written letter by 
letter by scribes.
Courtesy of the New York Library.



Creating and Revising a Document

□
Producing a printed document with word processing involves three steps: 
creation, editing, and printing. You'll perform these steps with almost every 
document you work with. Up to now you've been working only with docu­
ments from the training disk. In this part, you'll be introduced to the basic 
procedures you need to know to move through this document cycle.

In the following four chapters, you'll learn how to:

• Create a document
• Choose a document name
• Edit text and use the Insert and Delete keys
• Preserve editing changes you've made
• Print your work in a standard format
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5 Creating a New Document

When you create a new document, the editing screen is empty except for the 
status and format lines. It's like having a clean piece of paper to work on. 
When you're finished creating and editing your work, you'll have to make 
some choices about what to do with it. Your choices will be:

• To save your work
• To do more editing
• To save a copy of an old document as well as your revised copy
• To abandon your work

In the next few pages you'll also get some more information about creating 
and using document names. For now, take a look below to locate "Create New 
Document" on the main menu.

Print Do cumen t 
Printer Control 
Index 
Filing

FORTUNE:WORD 
Fortune Byatems Word Proceasing

Mon Apr 4, 1983 at 08:24

e d d 
c r d 
p r d 
pre

Advanced Functions
Glossary Functions 
Supervisory Functions

Edit Old Document

Select "Create New Document" to begin a new document.
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Starting a New Document

Before you reach the editing screen to start a new document, you'll name your 
document, encounter a prototype function (which you'll ignore for now), and 
move to the document summary screen. Because you're starting a new docu­
ment, the summary screen is blank except for the document name. While it's 
not a requirement that you fill in anything on this screen before you go on, 
giving the requested information will help you identify the document in the 
future. In Part 5 we'll explain the purpose of filling in the document summary 
screen as well as its uses.

Use the following procedure to start a new document.

Step You Type Screen Says Comments

Move back into word processing through T3 
on the global menu.

Use the down 
cursor key to move 
the marker down to 
"Create New 
Document."

(main menu) 
Edit Old Document

( EXECUTE )

fortune ( EXECUTE )

Create New Document

Please enter 
document name

Prototype 0 000

( EXECUTE )

wp document-
( RETURN )

DOCUMENT SUMMARY 
Document title

Operator

Name your first 
document 
"fortune."

Ignore this infor­
mation for now and 
go on. We will 
cover it in 
Part 4.

Fill in this 
information now.

Type your name 
for operator.
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Step You Type Screen Says Comments

6 (your name)
( RETURN )

7 (your name)
( RETURN )

8 To learn word
processing 

( EXECUTE )

Author

Comments

10 ( CANCEL ) END OF EDIT 
options

( EXECUTE ) (main menu) 
Edit Old Document

Type your name 
again for author.

Describe the 
document here.

You should see the 
editing screen 
with only the 
status and format 
lines and the 
row of equals 
signs that indi­
cate the end of 
the document.

Type in some text 
without pressing 
the Return key at 
the end of each 
line. When you 
are ready, press 
the Cancel key to 
end the document.

This screen shows 
you what keys you 
can use to end the 
editing. For now, 
press the Execute 
key to save your 
document.

You have saved 
your document and 
can go on to 
another activity.
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Document Names

The documents on your training disk already have document names. When­
ever you create a document, however, you must first name it by typing what 
you want to call it when you see the message "Please enter document name." 

Each time you edit an old document, you must ask for it by typing in the 
name you originally gave it. Choose a name that's a clue to identifying your 
document. This serves as a reminder. LTR-JONES, for example, might iden­
tify a letter to a person named Jones. It can save you time if you don't have 
to look through a whole list of names. Once you assign a name to a document 
you must always type in exactly the same name, character for character, each 
time you edit it. For example, if you choose the name LetteR, you must type 
in LetteR and not letter.

Here are some points you should know about document names, and some 
examples of acceptable and unacceptable names.

2

• A name can be up to 11 characters long.
Example: engine.spec
Not: engineering specification

•You can make a name begin with either letters or numbers or both.
Example: jones3 and 3jon.ltr

• Document names can be typed in either upper- or lowercase or a 
combination of both

Example: Rpt.9-16, SPECeng

• Names cannot have ?, !, @, &, *,  ", \ , /, or spaces in them. If you
try to use one of these characters you'll see an error message, "Illegal 
document name."

Example: ltr-1.23
Not: Itr/wils, or spec*drf

• Document names cannot have a .de, .fr, or .gl as part of the name.

So that you don't have to type it twice, the document name from the main 
menu screen is moved to the document name line on the document summary 
screen.
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Document Titles

A document title is a description of your document in several words. It can 
be as long as 25 characters and doesn't have to be the same as the actual title 
of the text. You can use uppercase or lowercase letters, special characters, and 
spaces for a document title. You typed a title on the document summary 
screen, right after the document name. Look below at some document names 
with their titles to see how they relate.

Document name
Wallspec
Cont.Byd
Man-type

Document title
Specifications for wall 
Boyd retirement contract 
Type manual for newsletter

Any time you go back to the document summary screen, you can easily 
change the title but not the name. Later on, you'll learn about renaming 
documents.
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6 Changing Text

Now that you know how to create a new document, you need to know how 
to make corrections. It's easy to correct errors or change text by using some 
new key combinations. You can add text with the Insert key, type over text 
you want to change, or remove it altogether with the Delete key.

As a review, locate the Insert and Delete keys on your keyboard using the 
illustration below.

You'll use the Insert and Delete keys to change text.
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The Insert Key

You can use the Insert key for all text insertions -- a character, a word, or a 
page. The Insert key opens up a space on the editing screen for adding text. 
When you've finished your changes and press the Execute key, all the text 
following the revisions moves back into its proper place. That way, you don't 
have to readjust lines.

If you decide you don't want to insert the text you typed, press the Cancel 
key. You'll see the message "Are you sure?" Press the Execute key to remove 
the inserted text, or press Cancel to retain the text.

Go to a practice document and try making an insertion in the text.
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Word Wrap

An important feature of typing text is word wrap, which happens auto­
matically when you type new text. Word wrap allows you to keep typing, 
inserting, or deleting without worrying about how many words will fit on 
each line.

Word wrap improves your typing speed because you don't have to press 
the Return key at the end of each line as you must do with a typewriter. 
You can continue typing without looking at the screen until you reach the end 
of a paragraph. Then press the Return key. A return shows on the screen 
as a ◄.

Practice typing to see how word wrap works.

Step You Type Screen Says Comments

those skills  to do

( INSERT )

(2) ( SPACE BAR ) 
But each skill 
involves a choice 
of form, and each 
choice influences  
others. ( EXECUTE )

Insert what?

Start where you 
left off and move 
down one line.

Insert this text.

Word wrap moves 
the text after 
your insert to 
the next line.

IF YOU DON'T WANT WORD WRAP

Sometimes you may not want words to wrap around to another line. Perhaps 
you don't want a person's first name on one line and last name on the line 
below. Also, a date might be confusing if it's split onto two lines. To prevent 
this, use the Command key and the Space Bar to enter a required space 
symbol i . where you would ordinarily type a regular space. This keeps 
together the name, or date, or whatever you want all on one line. To remove 
a required space, type over the i—i with the Space Bar.
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Try adding a required space to your document.

Step You Type Screen Says Comments

■»

hoice

( COMMAND )

( SPACE BAR )

Which command?

choice

( DELETE ) Delete what?

[ EXECUTE ) i nfluences

Move the cursor 
up 3 words.

Move the cursor 
6 spaces to the 
right.

Now put in the 
required space.

The required space 
is at the end of 
both the word and 
line and the 
cursor is on the 
next space at the 
end of that line.

To keep the two 
words together 
on the same line, 
you must remove 
the space after 
the required 
space.

The two words are 
now on the same 
line.
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Typing Over Text

The easiest way to replace one word with another one of about the same 
length is to type new text over the old. To begin with, practice typing over a 
character in this procedure.

You Type Screen Says Comments

choice i_ i i nfluences Move the cursor to 
the typo, 5 lines 
down.

Move the cursor 
3 spaces to the 
right.

Here's the mistake 
so type over it.

Now practice typing over a word. Replace the word "others" at the end of the 
previous paragraph with the word "design."

Step You Type Screen Says Comments

design

infl u ences

o thers.

design

Move up to the 
line where you 
want to type.

Now move over to 
the next word.

The cursor is now 
positioned at the 
beginning of the 
correction. 
Replace "others" 
with "design".
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Deleting Text

Sometimes typing over text won't accomplish the corrections you need be­
cause the text you want to insert has fewer characters than what you want to 
take out. You would then end up with empty spaces. The Delete key is useful 
for removing text from a document and closing up the space around it.

In the same document, use the Delete key to delete.

Step You!ype Screen Says Comments

design . ◄ Your cursor is
on line 11,
position 25. Begin
moving it to where
you will delete.

1 (5) I conten t s Continue moving
the cursor.

2 LshiftJ a report_ and Now the cursor is
(8) I in place for the

delete.

3 ( DELETE ] Delete what? The delete starts
here.

4 SHIFT ) where__you Two words are
(2) v shown in reverse

video.

A SHORTCUT

There's a shortcut you can use to show in reverse video the text you want to 
delete. Type any character -- letter, number, or punctuation mark, or press the 
Space Bar -- and the cursor will move forward to the next occurrence of it. For 
example, if you type a z, the cursor will move forward to the first z it finds. Or, 
if you type a period (.), the cursor will move to the end of the sentence. After 
you've used the shortcut to show in reverse video the text you want to delete, 
press the Execute key to complete the deletion.
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Step You Type Screen Says Comments
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Restoring the Page

If you've made editing changes on a page that you don't want, using the 
restore page feature removes all the changes you've made on the page. The 
pages before and after the one you've restored remain the same.

The procedure below shows you how to restore the page you just changed.

Step You Type Screen Says Comments

( COMMAND J Which command?

(Reading pages)

♦JTHE WELL-PLANNED
REPORT ◄

( CANCEL ) END OF EDIT 
options

( DELETE ) (main menu) 
Edit Old Document

The cursor is on 
line 16, position 
60. Press the 
Command key.

Activate the 
restore feature.

The original text 
is restored, and 
the cursor is at 
the top of the 
screen on the 
title. Press the 
Cancel key to 
stop editing.

This shows some 
choices you can 
make. You'll 
learn about them 
in detail in the 
next few pages. 
For now, erase all 
the changes by 
pressing the 
Delete key.
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Ending Editing and Saving Your Work

To use any word processing features besides editing, you must leave the 
editing screen and move back to the main menu. But before you do that, you 
must decide what to do with the document you're working on. To help you, 
the end-of-edit screen gives you four choices: to abandon all your changes, to 
save the revised document, to go back to the editing screen, or to save a copy 
of your old document as well as the revised document.

The next few pages show how to use the end-of-edit options mentioned 
above.

□

Editing Screen

The end of edit screen provides choices.
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Discarding Changes in a Document

When you abandon a document, this means you cancel all the changes you 
made during the editing session. Abandoning your revisions in an old docu­
ment is a good choice when you create or revise a document and then realize 
it's not what you want. If you abandon a new document, it will have no text 
when you return to edit it. You can use the same document name at some 
other time, if you wish, and type in new text. You'll learn later how to remove 
the document name completely.

Try creating a new document, abandoning it, and going back to see what 
happened.

Step You Type Screen Says Comments

( SPACE BAR )

( EXECUTE )

hello ( EXECUTE )

( EXECUTE )

C RETURN )

( RETURN )

(Your Name)
EXECUTE )

8 (Type in any text.)

(main menu) 
Edit Old Document

Create New Document

Please enter 
document name

Prototype 0 000

DOCUMENT SUMMARY

Operator

Author

Move the marker to 
the create activity 
using the 
Space Bar.

Name this new 
document "hello."

Move on to the 
document summary.

Skip the document 
title and 
operator.

You're the author.

You should now 
have a blank 
screen.
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Step You Type Screen Says Comments

DISCARDING THE CHANGES IN AN OLD DOCUMENT

Abandoning changes in an old document is a radical step. You can compare it 
to using the restore feature on each page. Instead, you may want to leave the 
document with its unacceptable changes and revise it again.
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Saving Text and Changes

Most of the time you'll want to keep the changes you've made. Then you can 
print the document and have the author indicate any further changes. The 
Execute key tells Fortune:Word to save the document for later editing or 
printing. After saving a new document, it is considered old. The next time you 
want to revise it, you must use the Edit Old Document selection.

Try saving a document and returning to edit it.

Step You Type Screen Says Comments

(main menu) 
Edit Old Document

( EXECUTE )

( EXECUTE J

Please enter 
document name
"FTIello

DOCUMENT SUMMARY

3

4

5

6

7

8

( EXECUTE )

(Type in some text.)

( CANCEL ) END OF EDIT 
options

( EXECUTE )
Edit Old Documents

(main menu)

( EXECUTE )

( EXECUTE )

Please enter 
document name
TTIello

DOCUMENT SUMMARY

You have the blank 
screen again.

This time, save 
the text you 
created.

Check to see if 
the text was 
saved.
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Step You Type Screen Says Comments

( EXECUTE )

( CANCEL )

( EXECUTE )

END OF EDIT 
options

Edit Old Document
(main menu)

The text you typed 
is still there. 
Return to the 
main menu and 
again preserve 
your text.

COPYING THE DOCUMENT TO SAVE THE ORIGINAL

Another option on the end-of-edit screen is to press the Copy key to save the 
old document. When you choose this, you're saving the document you just 
edited with its original name, as well as the old version with a new document 
name you specify. If you choose this, be aware that you're really adding 
another document to your system disk and that your disk will get full sooner.
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Returning to the Editing Screen

From the end-of-edit screen, you can easily return to your document to make 
further changes before going back to the main menu. Press the Return key 
while in the end-of-edit screen to move back to the editing screen. You can 
resume editing immediately because the cursor returns to the same position 
it was in when you left the document.

Try moving to the end-of-edit screen again and returning to edit the docu­
ment.
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7 Printing

Printing a document is the final stage in the word processing document cycle. 
You may want a printed document so you can mark further changes, or use 
it as the final version. To print your document you'll use the print menu, 
illustrated below. After you have printed a document, compare your results 
with what you've seen on the editing screen. In Part 3, you'll learn how 
printed results can differ from the screen.

The printer you have with your Fortune system probably came with a guide 
telling you how to install it, turn it on, load paper, and generally take care of 
it. Before you print anything, make sure the printer is on and paper, ribbon, 
and printwheel are ready. The information in the following pages covers only 
a portion of the selections on the print menu. Some of the others that relate 
to document format will be covered in Part 3, and the others in Part 4 on 
printing.

Use the print menu to print your document.

4/83 Printing 2-21



Setting the Printer and Print Wheel 
Numbers

Since there are different types of printers and print wheels, for printing 
functions to work correctly you must tell some facts about your printer. Since 
you may use more than one printer with your Fortune system, you assign a 
number to each one when you install it to identify the type of printer it is. The 
printwheel number identifies the kind of printwheel you're using. Number 1 
is the number for standard American printwheels. Other available numbers 
are listed in Part 4.

Character printers have printing mechanisms resembling those on a type­
writer and produce results that look like typewritten text. Other printers have 
a unique kind of printing that produces characters made of small dots. These 
are called dot matrix printers.

When you want to print a document, you must enter the number for the 
printer you're using on the print menu under printer number. The number 
already assigned is "1." You'll change the printer number to fit your printer as 
you print each document in this guide for complete instructions on setting up 
your printer, check Understand Your Fortune System.
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Printing Your Document

With a few keystrokes, you can see the results of your work on paper. You'll 
learn how to change the print menu screen later, but for now, it's already set 
up for you.

Before you begin the procedure chart below, make sure that your printer is 
turned on and loaded with paper.

□
Step You Type Screen Says Comments

( EXECUTE )

C EXECUTE )

Edit Old Document
(main menu)

Print Document

Please enter 
document name

~h"|el Io

PRINT DOCUMENT

(9) ( RETURN )

(printer number)

( EXECUTE )

Printer number

Printer number

Edit Old Document
(main menu)

Use the document 
you created called 
"fortune."

Change the printer 
number for your 
printer before 
you print. Press 
the Return key 9 
times to move the 
cursor to the 
printer number.

Type in the number 
for your printer.

Now you're ready 
to execute the 
printing.

Your document 
should be printing 
on your printer. 
The screen 
returns to the 
main menu.
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Comparing Printed Text to the Screen

Now that you have a paper copy of your document, compare it to the text you 
saw on the editing screen. This will help you see the relationship between the 
two as well as prepare you for learning about changing page layout. Your 
printed document should reflect the same layout as the document you see on 
the screen.

Step You Type Screen Says Comments

1

2

3

4

5

6

7

Edit Old Document
(main menu)

( EXECUTE )

EXECUTE )

Please enter 
document name
Tlortune

DOCUMENT SUMMARY

Take a look at 
the document you 
just printed.

( EXECUTE )

( CANCEL )

( EXECUTE )

( CANCEL )

( CANCEL )

END OF EDIT 
options

Edit Old Document
(main menu)

OPERATOR TRAINING

FORTUNE SYSTEMS 
GLOBAL MENU

Put your printed 
copy up next to 
the screen and 
compare the two. 
Review the whole 
document.

If you are con­
tinuing on to the 
next part of this 
guide, you don't 
need to go to the 
global menu.
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Laying out a page format is not as complicated 
as the geometric constructions shown on 
this page from an early mathematics 
book, but it does require planning.
From Epistolarum Mathematicarum 
Fasoculus by Johannis Poleri.



Page and Document Layout

Understanding how to set up documents is an important part of becoming a 
successful word processing operator. You'll need to know all the things that 
control and change what your document looks like on the editing screen and 
how it prints on paper. For instance, if you normally type single-page docu­
ments, there are some guidelines for a standard page format for one-inch 
margins on all sides of the text. You can speed your work by using the 
standard page layout and print perfectly spaced documents every time.

Typing multipage documents, though, sometimes requires some format 
changes to account for different kinds of text on each page. For multipage 
documents you may change things such as margin settings, line length, and 
line spacing. You can make these changes on the editing screen and specify 
other important layout details on the print menu.

In the next seven chapters, you'll learn:

• To use the standard page format
• To make layout and printing changes
• To make format changes to single and multipage documents
• To set your own layout standards for documents
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8 Elements of Page Layout

When you're typing a document, it's convenient to know you can create, edit, 
and print it with a standard page layout and not bother to change the format. 
The format standards may resemble those you've used before on a typewriter. 
Later, you'll learn how to change the format to suit the needs of your busi­
ness. But first, you'll take a look at all the formatting standards in detail and 
learn what all the layout terms mean.

Standard spacing for page layout falls into two categories, horizontal, 
which is the spacing across the page, and vertical, which is the spacing down 
the page.

Horizontal spacing

Vertical spacing

Page layout standards for horizontal and vertical spacing are already set for normal 
office correspondence on standard sized 8-1/2" x 11 " paper. You'll learn later how to 
make adjustments for different sizes of paper, such as legal paper.
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HORIZONTAL SPACING

You usually measure horizontal spacing by the number of characters or spaces 
across the page from edge to edge. On an 8-1/2-inch-wide paper printed in 10 
pitch (10 characters to an inch), there are (8.5 x 10) 85 total spaces across.

The list below shows the guideline standards for horizontal spacing across 
the paper.

Format element
Left margin
Line length
Right margin
Centering

Tab stops for tab and indent 
Pitch
Justified/unjustified right margin

Standard
10 spaces
65 spaces
10 spaces
Between right and 

left margins
Every fourth space
10 characters per inch
Unjustified

VERTICAL SPACING

Vertical spacing controls printing down the sheet of paper. You measure it by 
the number of lines down the page. Regular paper has 66 lines. The list below 
shows the guideline standards for vertical spacing.

Format element
Line spacing
Paper length
Top margin
Bottom margin
Length of text on the page

Standard
6 lines per inch 

66 lines
6 lines
6 lines

54 lines

An example of standard format is shown in the illustration on the next 
page. Remember that horizontal measurements are given in characters or 
spaces and vertical measurements in lines.
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Paper width 85 spaces

Paper length 
66 lines
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Definitions

You'll understand the details of page layout better if you have a firm grasp of 
the meaning of the terms used.

HORIZONTAL SPACING

Left margin, line length, and right margin. Left and right margins are the 
blank areas on either side of the page of text. Line length is the measure of the 
text area between the two side margins. You can type as many characters 
across as the line length allows. The margin and line length settings are major 
factors in producing attractive documents.

Centering, tabs, and indent. Centering any text, like a heading or title, puts 
it in the middle of the line length. A tab is a fixed position on the line length 
to which your cursor moves when you press the Tab key. An indent aligns text 
to a tab stop you've specified to the right of the left margin. As you type, text 
continues to wrap around and align with the indent until you press the Return 
key.

Pitch. When printed, line length may look different from the screen because 
of pitch. Pitch is measured by the number of characters printed in one inch 
across the paper. 10 pitch is 10 characters per inch, and 12 pitch is 12 charac­
ters per inch. On many printers, 15 pitch is also available.

Justified and unjustified margin. When text is justified it lines up evenly 
along the right and left margins. When text is unjustified, the left margin is 
even, while the right margin is uneven and follows the natural breaks in 
words and sentences.
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Centering

S Tab Word processing also saves you time in printing. Since you 

CD can print exactly the number of copies you need, each person can 
W— get an original and you won't have to make copies. When you
0 need another original, press a few keys and you can print it
£2 again.

The editing screen saves you typing time by eliminating the 
need for you to press the return key at the end of every line 

JZ and wait for the print head to move back to the left margin. 
Q) Word processing automatically "wraps" words around to the next 

line as you type. You press the Return key only when you want 
to end a paragraph or otherwise end a line.

I J x One other keY on the keyboard that's a time-saver is InOenT the Indent key. Instead of typing one line, pressing 
return, and pressing the Tab key to indent the next and 
following lines, press the Indent key once and start 
typing. That line and all the following lines are 
automatically indented to the tab stop you select.

Unjustified text

~ Word processing also saves you time in printing. Since you
03 can print exactly the number of copies you need, each person can
t— get an.original and you won't have to make copies. When you
O need another original, press a few keys and you can print it 
£7 again.

The editing screen saves you typing time by eliminating the 
4_ need for you to press the return key at the end of every line
+— and wait for the print head to move back to the left margin.
O Word processing automatically "wraps" words around to the next

—J line as you type. You press the Return key only when you want
to end a paragraph or otherwise end a line.

Indent One other key on the keyboard that's a time-saver is 
the Indent key. Instead of typing one line, pressing 
return, and pressing the Tab key to indent the next and 
following lines, press the Indent key once and start 
typing. That line and all the following lines are 
automatically indented to the tab stop you select.

CD Justified text

These are the elements of horizontal spacing.

VERTICAL SPACING

Line Spacing. Line spacing determines the amount of space between lines of 
text. You probably type most of your correspondence with single line spacing, 
and use double line spacing only for drafts of long reports. You can choose 
a line spacing of zero, quarter, half, single, space and a half, double, or triple. 
No matter what line spacing you choose, your screen displays single spacing. 
Changing the line spacing only affects the appearance of your printed docu­
ment. However, the status line will show the correct line number based on the 
line spacing you've set.

3-6 Page and Document Layout 4/83



Lines per inch. Lines per inch controls the number of lines that print in one 
inch down the page. The standard is six lines per inch, but you can change 
it to eight lines and print more copy on a page.

Paper length. All of the vertical settings are based on the paper length, which 
you calculate by multiplying the lines per inch by the length of the page in 
inches. If you use 11-inch-long paper with six lines per inch, the paper length 
is 66 lines. On the same size page, a line spacing of eight would result in a 
paper length of 88 lines.

Top and bottom margins. The blank spaces at the top and bottom of the 
page are the top and bottom margins. These margins are measured in terms of 
number of lines per inch. A margin of six lines with six lines per inch would 
result in a one-inch margin. Therefore, a one-inch margin with eight-line 
spacing would result in a margin of eight lines.

Length. The vertical space that remains after you determine the top and 
bottom margins is the length of the text.

Paper 
length

Top margin

une system can also be connected to one host
line. The configuration you select depends-

In these uses, the Fortune svstem is ai
the remote host. The Interactive Terminal.

software programs tha 
in established and

t enable vnur"

Bottom margin

Lines 
per 
inch

These elements compose vertical spacing.
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Setting Standards

There are two places where you can set and change the standards for horizon­
tal and vertical spacing. They are the editing screen and the print menu. The 
following list shows which screen you use to change formatting standards.

Editing Screen
Line spacing
Tabs for tab and indent
Line length
Text length
Right margin
Top margin
Bottom margin
Centering

Print menu screen
Paper length
Lines per inch
Pitch
Justified or unjustified margin
Left margin

FORMAT STANDARDS ON THE EDITING SCREEN

You set most format standards on the editing screen because you're likely to 
change line spacing, tabs, text length, and other format controls as you type. 
The format line, located at the top of the screen under the status line, is where 
you set many horizontal and vertical layout standards. You can see these 
settings on the format line while you work on a document.

Here's an example of what standards you can set on the format line.

Line spacing

Doc alpha Page
word Format 1 Spacin
4 ( 1 ►. . ►! ........ >2 .

Format number

------------Centering------------

1 Line 1 Pos 1 
g 1 Length 54
....... M >4 . .

Tabs/lndent/Decimal tab

Line length

►. ... >5 ....... >6 ... .◄

Right margin

Line spacing. The first character on the format line, as well as information 
on the record status line, shows the line spacing setting. The standard is "1" 
for single spacing, but you can vary it from zero to three. Zero spacing will 
make one line print over another.
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Format number. The number in parentheses (the second half of the paren­
theses appears if you remove the first tab) indicates the format number you 
are currently using. Format number 1 is the standard format. You will learn 
more about format numbers in the coming pages.

Tab, indent, and decimal tab. Standard tab stops are set every fourth space 
across the format line. You can use these stops for tabbing or indenting. A ► 
is the screen symbol for a tab on the format line and in the text. An indent is 
shown as —+ . The decimal tab symbol is a L. These latter two symbols do not 
appear on the format line, only in the text.

Line length. The standard line length before word wrap moves words to the 
next line is 65 spaces.

Centering. Centered text fits halfway between the right and left margin and 
within the maximum line length you have chosen. Pressing the Center key 
centers a line and is shown by the screen symbol ♦.

Right margin. The right margin begins at the end of the format line. It is 
shown by A, the screen symbol for a return.

SETTING OTHER STANDARDS ON THE EDITING SCREEN

You can set three other format standards on the editing screen that don't 
involve the format line. They are the top and bottom margins and the page 
length.

Top margin. You set the top margin with what is known as a heading.

Text length. You set the standard text length of 54 lines on a page with the 
Command and Page keys. When you start typing on line 55, the screen alerts 
you to start a new page. You'll learn how to do this later.

Bottom margin. The bottom margin is the remaining unprinted space at the 
bottom of the page after the text is printed below the top margin. If the 
heading is 6 lines and the page length is 54 lines, that leaves 6 lines for a 
bottom margin from a total page length of 66 lines.
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Many format standards are set on the editing screen.

STANDARDS ON THE PRINT MENU

You use the print menu to set the format standards that relate directly to the 
results you want from your printer. You can change the way your document 
prints without returning to the editing screen.

Look at the illustration of the print menu on the next page. The format 
standards set here are highlighted so you can locate them easily.

Paper length. The standard paper length is 66 lines. That's calculated by 
multiplying the number of lines per inch, which is 6, times the number of 
inches in length, which is 11, or 6 x 11.
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