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How to Use This Guide

This reference guide can be used in several ways: as a follow-up to the training 
given in the Fortune:Word Operator's Guide, as a reference tool when you 
use word processing, or as a complete guide to word processing for experi­
enced operators.

If you are learning word processing for the first time, you should first work 
your way through the operator's guide. If you plan to use word processing for 
your own work before completing the operator's guide, you may want to look 
through the reference guide to learn how to use word processing as you work. 
This guide does not give detailed explanations of how the functions work. For 
this information, consult the Operator's Guide.

As you use word processing, you will probably want to keep the reference 
guide close at hand to refresh your memory on procedures you've forgotten 
or on procedures that you seldom use.

If you're an experienced word processing operator, you may want to read 
through this manual first to learn how Fortune:Word differs from other word 
processing applications you've used. If you want to learn more about a fea­
ture, function, or key, use the index in the operator's guide to locate more 
detailed information.

This reference guide contains examples of all the screens and explanations 
for every function, feature, key, screen symbol, and error message in 
Fortune:Word. It has three parts: the operating information, which includes 
the screens through which you work; an alphabetical listing of the functions, 
features, and keys with step-by-step charts of the procedures involved; and 
a list of error messages with information on how to correct the error.
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Operating Information

Before you can use FortunezWord, you must install the application and back 
it up following the instructions in Understand Your Fortune System. If you are 
using the operator's guide for your training, you must also install and back up 
the training documents.

The following pages introduce the keyboard, the screen structure, and the 
selections on each menu. The next section, arranged in alphabetical order, 
shows how each selection on those menus, as well as each key on the key­
board, functions.
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The Keyboard

The keyboard of the Fortune 32:16, shown in the illustration below, contains 
all the keys you need for word processing. A plastic template fits in a groove 
below the top row of keys and identifies their word processing function. Keys 
with special functions, with a description of their use, are listed in the next 
part of this guide.
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The Screen Structure

Word processing is organized into a group of screens, as shown in the illus­
tration below. They begin with the global menu you use to choose 
Fortune:Word. The main menu lists the word processing activities you can 
choose from. Each activity has its own screen.

Summary
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The Main Menu

The main menu displays all the word processing activities available to you. 
Selecting any activity on this menu leads to another menu screen and, in some 
cases, to other screens as well.

08:24activity

edd

Index
Filing
Advanced Functions
Glossary Functions
Supervisory Functions

Edit Old Document
Create New Document
Print Document
Printer Control

Please select

FORTUNE.WORD 
Fortune Systems Word Processing

Mon Apr 4, 1983

MOVING THE MARKER

The marker is the bright rectangle on a menu screen that you move to the 
activity you want to use. There are several ways to move the marker, and this 
is the same for all menu screens.
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Key you press Results

( SPACE BAR )

( RETURN )

a, or c, or e, 
and so forth

Move the marker from the top to the bottom of the 
list, and back to the top, one activity at a time.
Works the same way as the Space Bar key.
Moves the marker up one choice at a time.
Moves the marker down one choice at a time.
Moves the marker to the activity that 
begins with that letter.

Editing Screen

Use the editing screen to create and edit documents. The elements of this 
screen are shown in the illustration below.
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Print Document Menu

The print menu is the screen you use to set some of the layout features and 
all of the printing features in word processing. It is divided into two parts, an 
upper half, and a lower half.

To move the marker and make a change on the upper half of the menu, use 
the up or down cursor keys, or the Next Scrn and Prev Scrn keys. Type over 
whatever information is in each category that you need to change.

In the lower half of the screen, you move the marker from one category to 
another with Next Scrn and Prev Scrn keys, and change the setting using the 
Space Bar, up or down cursor keys, or the Return key.
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Printer Control Menu

This menu controls document printing, allowing you to stop, restart, or
remove documents from the print queue.

PRINTER CONTROL 1

Printer 1 NEC3510 port Ip 1

1 Job Name Status Operator Type Length Copies Title 1

I alpha
repott 
page

active George document 9102 1 From Cave Painting*
waiting June document 5603 2 The Well-Planned Report
suspended Grace document 389 1 One page
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Index Menu

The index menu allows you to see or print an index of documents on the 
system disk or an archive disk.

/ DOCUMENT INDEX 1

Current library is /u/training

Please select one from each column

Type of Index Index To Index From |

Short format -- ixs Screen Current library 1
Operator -- ixo Printer Archive disk
Author -- i x a Both
Long format -- i x1
Sublibraries -- lib
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Filing Menu

The filing menu contains activities for managing documents including mov­
ing documents to and from an archive disk.

FILING
Please select next act i v i t y

Copy document -- cpy
Delete document -- del I
Rename document -- ren I
Copy to archive -- eta
Move to archive -- mt a
Retrieve from archive -- rta
Delete from archive -- dfa
Remove archive disk -- rad
Format archive disk -- fad
Assign archive disk name -- adn

Current library is / u t training
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Advanced Functions Menu

Of the selections on this menu, only hyphenation and pagination is available 
with FortuneiWord.

ADVANCED FUNCTIONS 1
1 Please select next activity 1

Hyphenation and Pagination -- hyp I
Records Processing -- rpr 1
Spelling Checker -- sp1 I
Index Generator -- ixg
Table of Contents Generator -- toe

Current library is /u/training
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Glossary Functions Menu

This menu allows you to edit, create, attach, detach, or verify a glossary 
document.

GLOSSARY FUNCTIONS
1 Please select next activity

Edit Old Glossary — eg 1 
Create New Glossary — cgl 
Verify glossary -- vgl 
Attach glossary -- agl 
Detach glossary -- dgl

Current library is /u/training
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Supervisory Functions Menu

All the functions concerning libraries are activities on this menu.
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Functions, Features, and Keys

The following pages show you how each function, feature, and key in word 
processing is used. It is arranged in alphabetical order, so that you can easily 
find the item you want.

Most items in this part also contain a procedure chart to show you what to 
do. In contrast to the procedure charts in the operator's guide, these charts do 
not contain much explanatory information. You may want to review the same 
procedure in the operator's guide.

Read the chart from top to bottom, as shown by the arrows. The keys are 
shown in the same manner as in procedure charts in the operator's guide, 
( RETURN ) for example. Screen messages like "Search for what?" are shown 
boldfaced: Search for what?. Information which explains what has hap­
pened on the screen is shown in parentheses. Text that tells you what to do 
does not have parentheses around it.

The illustration below shows each element of a procedure chart in this 
guide.

Direction to read ( FORMAT )

Change format

Cursor moves to format line.

Make the changes you need.

('SPACE BAR ) or ( TAB )
(removes tab) (adds tab)

V ( EXECUTE )

<— Key you press

<— Screen message

*-What happens

<— What you do
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ALTERNATING HEADINGS OR FOOTINGS

Alternate Format Line

See FORMAT and Format Line.

Alternating Headings or Footings

A type of heading or footing that prints different text on odd- 
numbered or even-numbered pages. See also Headings and Foot­
ings.

CREATING AN ALTERNATING HEADING OR FOOTING

EDITING SCREEN

Which page?

H or h for heading 
F or f for footing

Type text for odd-numbered pages.

( MERGE )

( SHIFT J
( MERGE ) 

JL
Type text for even-numbered pages._______ I
( GO TO PAGE ) or ( CANCEL ) 
(to go back to (to leave the
document text) document)

PRINTING ALTERNATING HEADINGS OR FOOTINGS

MAIN MENU

Print Document
JL
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ARCHIVING

( EXECUTE )
I

Please enter document name

Type document name.
X

( EXECUTE )

PRINT DOCUMENT
I

Starting as page no.I
Type the number that determines 

whether the odd or even alternating 
heading or footing will be printed first.

( EXECUTE )

Archiving

Archiving is the process of saving or storing documents on a flexible 
disk that has been prepared for archiving, called an archive disk.

Archiving documents is done with the filing menu. The two pro­
cesses are moving and copving. Moving removes a document from 
the system disk and moves it to an archive disk. Copying puts a copy 
on an archive disk but the document remains on the system disk. 
Retrieving moves a copy of the document from the archive disk back 
to the system disk.

ARCHIVE DISK PREPARATION

FILINGX
Format archive disk

( EXECUTE )
JL

Press execute to continue
cancel to remove disk

I

4/83 Reference 15



ARCHIVING

Any documents on this disk 
will be destroyed

Insert the disk.

( EXECUTE )

(Formatting)

FILING

Remove the disk. The name assigned 
is "Formatted disk."

ASSIGNING AN ARCHIVE DISK NAME

FILING

Assign archive disk name

( EXECUTE )

Insert disk, press execute

Insert the disk.

( EXECUTE )

Disk name is (disk name) 
New archive disk name

Type in disk name, maximum of 36 characters.

( EXECUTE )

Remove the disk.
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ARCHIVING

COPYING A DOCUMENT TO AN ARCHIVE DISK 
USING THE FILING MENU

FILING

Copy to archive

( EXECUTE )

Insert disk, press execute

Insert the disk.

( EXECUTE )

Disk name is (name) 
% full

Press execute to continue 
cancel to remove disk

( EXECUTE )

Source document name

Type the name of the document.

( EXECUTE )

Destination document name

Type a new name for the document, or the same name.

( EXECUTE )

Remove archive disk

( EXECUTE )
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ARCHIVING

COPYING A DOCUMENT TO AN ARCHIVE DISK 
USING THE INDEX

MAIN MENU

Index

( EXECUTE )

DOCUMENT INDEX

Choose long or short format type, 
index to screen, and current library.

( EXECUTE )

(Index on screen)

Move marker to document 
to be copied

CsWt]
( COPY )

Insert disk, press execute.

Insert the disk.

( EXECUTE )

Disk name is (name)
% full

Press execute to continue 
cancel to remove disk

( EXECUTE )

Copy to archive 
Destination document name

Type the document name.

{ EXECUTE )

Document is copied
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ARCHIVING

( CANCEL )

DOCUMENT INDEX

( CANCEL )

MAIN MENU

Filing

( EXECUTE )

FILING

Remove archive disk

( EXECUTE )

MOVING A DOCUMENT TO AN ARCHIVE DISK 
USING THE FILING MENU

FILING

Move to archive

( EXECUTE )

Insert disk, press execute

Insert the disk.

( EXECUTE )

Disk name is (name) 
% full

Press execute to continue 
cancel to remove disk

( EXECUTE )

Source document name

Type the name of document.
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ARCHIVING

( EXECUTE )

Destination document name

Type a new name for the document or the same name.

( EXECUTE )

Remove archive disk

( EXECUTE )

MOVING A DOCUMENT TO AN ARCHIVE DISK 
USING THE INDEX

MAIN MENU

Index

( EXECUTE )

DOCUMENT INDEX

Choose long or short format type, 
index to screen, and current library.

( EXECUTE )

(Index on screen)

Move marker to document 
to be moved.

( SHIFT )
( MOVE )

Insert disk, press execute

Insert the disk.
I

( EXECUTE )i
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ARCHIVING

Disk name is (name) 
% full

Press execute to continue 
cancel to remove disk

( EXECUTE )

Move to archive 
Destination document name

Type the document name.

( EXECUTE )

Document is moved

( CANCEL )

DOCUMENT INDEX

( CANCEL )

MAIN MENU

Filing

( EXECUTE )

FILING

Remove archive disk

( EXECUTE )

REMOVING AN ARCHIVE DISK

FILING

Remove archive disk

( EXECUTE )
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ARCHIVING

RETRIEVING A DOCUMENT FROM AN ARCHIVE DISK

FILING

Retrieve from archive

( EXECUTE )

(If an archive disk is not inserted,
the message will appear: Insert disk, press execute)

J
Insert the disk and press ( EXECUTE ).

(Archive disk name and % full are shown.)

Press execute to continue 
cancel to remove disk

( EXECUTE )

Source document name

Type the name of document to be retrieved.

( EXECUTE )

Destination document name

Type new name or keep same name

( EXECUTE )

Remove archive disk

( EXECUTE )

Attach Glossary

The process of making a glossary document available for use. See 
Glossary.

22 Reference 4/83



BOOKMARKS

BACKSPACE

This key moves the cursor back one space and does not remove text.

A selection on the print document menu that prints a page at the 
beginning of a document showing the user's name.

Boldface

Boldface text is printed twice, resulting in thicker letters resembling 
a bold typeface. The text on the editing screen is bright. See MODE.

Bookmarks

Bookmarks are electronic location marks used while editing to mark 
positions in text. They appear neither on the screen nor in the 
printed document and are deleted at the end of each edit.

ADDING A BOOKMARK

Position cursor at the desired bookmark location.

(COMMAND)

Which command?

Type a number from 0 to 9 for each bookmark.

( NOTE )

LOCATING A BOOKMARK

GO TO PAGE

Which page?
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CENTER

Type a bookmark number from 0 to 9

( NOTE )

CANCEL

This key stops a process, such as editing or inserting.

CENTER ♦

This key centers text between the left and right margins.

CENTERING TEXT

Position cursor on line where text will go.

( CENTER )

Type in text.

( RETURN )

( EXECUTE )

REMOVING CENTERING

Position cursor on center symbol.

[ DELETE )

Delete what?

( EXECUTE )
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COMMAND

COMMAND

A function key that initiates word processing activities in combina­
tion with another key. See Bookmarks, Horizontal Scroll Setting, 
Hyphens and Hyphenation, Index, Line Spacing, Operating System 
Link, Page Length, Required Space, Restoring a Page, Screen Sym­
bols, Search, Shortcut Codes, and Vertical Scroll Setting.

COPY

This key allows you to duplicate text in the same document, or from 
one document to another using the editing screen.

COPYING TEXT WITHIN A DOCUMENT

Position cursor at beginning of text to be copied.
I

( COPY )

Copy what?

Move cursor to end of text to be copied.

( EXECUTE )

To where?

Move cursor to position where text goes.

□execute )

(Text is moved to new location and 
cursor is positioned at end of moved text.)
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COPY

COPYING TEXT BETWEEN DOCUMENTS

Position cursor where you want copied text to appear.

C~shTfT3
( COPY )

(Copying Text Between Documents 
screen appears for typing source 

document name.)

From:

Type source document name.

( EXECUTE )

From where?

(Cursor located at beginning of source document.)

Move cursor to beginning of text to be copied.

( EXECUTE )

Copy what?

Move cursor to end of text to be copied.

( EXECUTE )

(Text inserted in destination document. Cursor
is positioned at end of copied text.)

COPYING A DOCUMENT ON THE SYSTEM DISK

FILING

Copy document

This function on the filing menu duplicates a document on the sys­
tem disk.
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COPY

( EXECUTE )

Source document name

Type the document name.;
( EXECUTE )1

Destination document namei
Type name for new document.

( EXECUTE )

COPYING A DOCUMENT USING THE INDEX (System Disk Only)

MAIN MENU

IndexI
( EXECUTE )

DOCUMENT INDEX
I

Select short or long type.+
( EXECUTE )

;
Position marker on document 

to be copied.I
Copy document 

Destination document name
I 

Type in name for copy.

( EXECUTE )

Document is copied
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CREATING A NEW DOCUMENT

Creating a New Document

MAIN MENU

Create New Document
__ L_
f EXECUTE 3

Please enter document name

Type the document name.

( EXECUTE )

Prototype

Type prototype document name, if different.
___ l_
( EXECUTE )

Fill in items on the document summary. 
(None required.)

( EXECUTE )
I

(Blank editing screen for typing text.)

CTRL

This key has no use in word processing.

Cursor

The cursor in the bright rectangle on the editing screen that shows 
where you are working.
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CURSOR

CURSOR MOVEMENT

Use the cursor keys, to the left of the numeric keypad, to move the 
cursor up or down a line at a time, or to the left or right a character 
at a time. See also GO TO PAGE, NEXT SCRN, and PREV SCRN.

CURSOR MODE

Sets the shifted up and down cursor keys to move by word, sen­
tence, paragraph, or page.

Setting the Cursor Mode

EDITING SCREEN

( MODE )

What mode?

RETURN ) or( SPACE BAR ) or
(for word) (for sentence) (for paragraph) (for page)

Using the Cursor Mode

( SHIFT J

DEC TAB

The key that aligns numbers on decimal points according to tab stops 
set in the format line.

USING THE DECIMAL TAB

( DEC TAB )

(Cursor moves to tab 
position. Press again as needed.)

Type text.
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DEC TAB

CHANGING DECIMAL TAB TEXT

Position cursor on text.

( DELETE ) or ( INSERT ) or type over text.

CHANGING A DECIMAL TAB POSITION

( FORMAT )

Change format

(Cursor moves to format line.)_;
( SPACE BAR ) or ("TAB
(removes tab) (adds tab)

( EXECUTE")

REMOVING A DECIMAL TAB FROM TEXT

Position cursor on the decimal tab symbol.

( DELETE )

Delete what?

( EXECUTE )

DELETE

This key removes text and formatting and general screen symbols 
from a document.

Position cursor where text or format symbol 
needs deletion.
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DELETING A DOCUMENT

( DELETE )

Delete what?

Move cursor to end of text to be 
deleted or past screen symbol.

( EXECUTE )

Deleting a Document

FROM THE ARCHIVE DISK

FILING

Delete from archive

( EXECUTE )

Insert disk, press execute

Insert the disk.

( EXECUTE )

Disk name is (disk name) 
% full

Press execute to continue 
cancel to remove disk

( EXECUTE )

Document name

Type name of document to be deleted.

'EXECUTE )

Press execute to delete
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DOCUMENT SUMMARY

( EXECUTE ) or
(to complete the deletion)

( CANCEL )
(to stop the deletion)

FROM THE SYSTEM DISK

FILING

Delete document

( EXECUTE )

Document name

Type name of document to be deleted.

( EXECUTE )

Press execute to delete

( EXECUTE ) or ( CANCEL ) 
(to complete the deletion) (to stop the deletion)

Document Summary

The screen between the main menu and the editing screen that gives 
the document name, title, author, comments, and prototype used as 
well as some statistics about the document. All of the fields except 
the name can be edited.

PRINTING A DOCUMENT SUMMARY

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type the name of the document for which 
the summary is needed.
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DOCUMENT SUMMARY

( EXECUTE )

PRINT DOCUMENT
Print from page

1

( RETURN )

Print thru page

I
S' " 1 .... "X

Use [ NEXT SCRN J to move to Summary heading.

Summary

cursor key to move to Yes.Use

( EXECUTE )

Double Underline  

Two underlines under text. See MODE.

Editing a Document

The process of revising text in a document.

MAIN MENU

Edit Old Document

( EXECUTE )
X

Please enter document name

Type the document name.
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EDITING A DOCUMENT

DOCUMENT SUMMARY

Change if necessary.

[ EXECUTE )

(Text on editing screen.)

ENDING EDITING

(Text on editing screen.)

( CANCEL )

END OF EDIT options

( EXECUTE ) or 
(saves the 
changes)

( RETURN )
(goes back 
to the 
editing 
screen)

or ( COPY ) or ( DELETE ) 
(saves a (erases

copy of the the
old document) changes)

ESC

The Escape key has no use in word processing.

EXECUTE

Use this key to acknowledge and continue a process like inserting 
text or archiving a document.
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FEED

Feed

Feed is a print menu setting that identifies the way that paper will be 
fed into the printer: tractor, single sheet, single bin, and dual bin. 
The dual bin option is not available in this version of Fortune:Word.

MAIN MENU

Print Document

EXECUTE )

Please enter document name

Type document name.

( EXECUTE )

PRINT DOCUMENT

Feed

to move marker to current choice.Press or

Filing

The document mangement processes that are grouped on the filing 
menu. See: Archiving, Copying a Document on the System Disk, 
Deleting a Document, Formatting an Archive Disk, Moving a Docu­
ment, Renaming a Document, and Retrieving a Document.

Footing

A footing is the space reserved at the bottom of the page for a bottom 
margin which may include repeating text or consecutive page num­
bers. See also Page Numbering.

4/83 Reference 35



FOOTING

( GO TO PAGE )

Which page?

Type F or f.

Type footing text.

FORMAT

This key is used to move the cursor to the format line to make 
changes and create alternate format lines. See also Text Length.

ADDING AN ALTERNATE FORMAT LINE

Position cursor at desired location of 
alternate format line.

( INSERT )

Insert what?

( FORMAT )

Change format

(Cursor moves into a new format line shown 
on the screen.)

Change element(s) to desired format.

( EXECUTE )

Insert what?

( EXECUTE )
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FORMAT

ADDING A COPY OF AN ALTERNATE FORMAT LINE

Position cursor at desired location of 
alternate format line.

I
( INSERT )

Insert what?

( COPY )

( FORMAT )

Which format?

Type number of desired format line.
I

( EXECUTE )

Insert what?

( EXECUTE )

CHANGING A FORMAT LINE

Position cursor below format line to be changed.

( FORMAT )

Change format
1

Change element(s) to desired format.

( EXECUTE )

(Each occurrence of the format line in the 
document is changed.)
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FORMAT

DELETING A FORMAT LINE

Position cursor below format line 
to be deleted.

( FORMAT )

Change format

[ DELETE )

(Format line is removed.)

LINE SPACING

Position cursor below format line where 
line spacing will be changed.

( command!

Which command?

s

Line spacing?

Type new code for line spacing.
JL

Code
0
q
h
i
w
2
3

Line spacing
Zero spacing 
Quarter spacing 
Half spacing
Single spacing
1 -1/2 line spacing 
Double spacing 
Triple spacing
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FORMAT

TAB STOPS ►

Changing, Removing or Setting a Tab Stop

( FORMAT )

Change format

(Cursor moves to format line.)

Position cursor.

( SPACE BAR ) or CTAB~) 
(removes tab) (adds tab)

( EXECUTE )

Using a Tab

"tab:

(Cursor moves to tab position. 
Press again as needed.)

Type text.

Removing a Tab from Text

Position cursor on Tab stop symbol.

( DELETE )

Delete what?

( EXECUTE )

Format Defaults

4/83

The standard settings (defaults) on the editing screen, unless 
changed by a prototype document are: tabs every 4 spaces, line 
length of 65, single line spacing, page length 54 lines.
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FORMAT LINE

Format Line

Certain elements of horizontal and vertical layout -- line spacing, tab 
stops, line length, and right margin -- are set in the’format line. An 
alternate format line can be created or copied and inserted anywhere 
in a document and sets the format for all text that follows up to the 
next alternate format line. Up to 99 format lines can be used in any 
one document. See also Format.

GL

This key is used to create glossary entries by example, recall a 
glossary entry for use, or attach a glossary document. See Glossary.

Global Search and Replace

Global search and replace is the function that searches for one to ten 
pieces of text or screen symbols and replaces them with new text 
you specify to a maximum of 30 characters each.

( SHIFT )
( REPLACE )

JL
GLOBAL SEARCH AND REPLACE screen.

Search for:

Type text to be searched for.

( EXECUTE )

Replace it with:

Type replacement text.

( EXECUTE )
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GLOSSARY

Complete typing the list.
_____  i
( EXECUTE ) or ( CANCEL )
(to continue) (to abandon list and return 

to the editing screen.)
I

(Editing screen appears again and cursor is
on first word found from search list.)

( SHIFT )
( EXECUTE ) or ( SEARCH ) or ( REPLACE )
(to replace (to not (to replace this text
text and replace this and perform search
continue text and and replace auto­
search) continue matically throughout

search) rest of document)

or ( CANCEL ) (to stop global search and replace)

A glossary is a special document in which you may save text or 
keywords for later recall.

ATTACHING A GLOSSARY DOCUMENT WITH GLOSSARY 
FUNCTIONS

GLOSSARY FUNCTIONS

Attach glossary

( EXECUTE )

Glossary name

Type the glossary name.

( EXECUTE )
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GLOSSARY

ATTACHING A GLOSSARY DOCUMENT 
ON THE EDITING SCREEN

(COMMAND)

Which command?

'gh

Which glossary?

Type glossary name.

( EXECUTE )

CREATING A GLOSSARY DOCUMENT 
USING GLOSSARY FUNCTIONS

GLOSSARY FUNCTIONS

Create glossary

( EXECUTE )

Please enter glossary name

Type glossary name.

( EXECUTE )

Prototype

Type new prototype document name 
if necessary.

( EXECUTE )

GLOSSARY SUMMARY

Fill in fields as necessary.
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GLOSSARY

( EXECUTE )

(Editing screen for creating entries.)

( CANCEL )

END OF EDIT options
______ _ ______I _______ ____  
( EXECUTE ) or ( RETURN ) or ( COPY ) or ( DELETE ) 
(saves the (to editing (old (erases the
changes) screen) document) changes)

(Verifying)

(If errors are detected, new 
screen appears. Otherwise, 

Glossary Functions menu appears.)

Number of errors detected:
Verification error options

( RETURN ) or 
(to go back 
to editing 
screen and 
fix errors)

( GO TOPAGE )

( DELETE ) 
(to ignore errors 
and return to 
Glossary Functions 
menu)

Which page?

W or w

(Error location is defined. Return 
to editing screen to correct errors.

End the editing to reverify.)

CREATING A GLOSSARY DOCUMENT USING 
CREATE NEW DOCUMENT

MAIN MENU

Create New Document

( EXECUTE )
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GLOSSARY

Please enter document name

Type glossary document name.

( EXECUTE )

Prototype

Type prototype document name if different.

( EXECUTE )

DOCUMENT SUMMARY

Fill in summary as needed. When editing 
is complete, save the changes.

MAIN MENU

Glossary Functions

( EXECUTE )

Verify glossary

( EXECUTE )

Please enter glossary name

Type glossary document name. 
_A_ 
( EXECUTE )

(Verifying)

(If errors are detected, new 
screen appears. Otherwise,

Glossary Functions menu appears.)

Number of errors detected:
Verification error options
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GLOSSARY

( RETURN ) or
(to go bock 
to document 
on editing 
screen to 
correct errors)

( GO TO PAGE )

Which page?

W or w

(Error location is defined. Return 
to editing screen to correct errors.

End the editing to reverify.)

GLOSSARY FUNCTIONS

( CANCEL )

MAIN MENU

(Glossary is now verified and attached, 
ready for use.)

( DELETE )
(to ignore errors 
and return to 
Glossary Functions 
menu)

CREATING A GLOSSARY ENTRY BY EXAMPLE

EDITING SCREEN

(A glossary document must be attached.)

( MODE )

What mode?

CgD
Type glossary entry text.

4/83 Reference 45



GLOSSARY

( MODE )

What mode?

czp
Which entry?

Type entry code.

CREATING A GLOSSARY ENTRY USING KEYWORDS

Adding entries to a glossary document can be done using Edit Old 
Document on the main menu or Edit Glossary on the glossary 
functions menu. The keywords and syntax are shown below. For 
definitions, alternatives and more information, check the operator's 
guide.

Keywords

backspace go to quote
cancel indent return
center insert replace
command left right
copy merge search
decimaltab mode south
delete move space
down nextscrn subscript
east north superscript
entry note tab
execute page up
format prevscrn west

Strings

Text to be placed in a document must be enclosed in quotation 
marks.
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GLOSSARY

Syntax

Entry label---------- > entry c
{ insert "Hello" execute }

String

— Key words-----

-Enclosed by braces-----

DETACHING A GLOSSARY DOCUMENT

GLOSSARY FUNCTIONS

Detach glossary

Or, attach a new glossary document. The old one will be detached.

USING A GLOSSARY ENTRY

(Text on editing screen.)

Which entry?

Type entry code.

GO TO PAGE

This key moves the cursor to a particular location in a document. See 
also Bookmarks.

( GO TO PAGE )

Which page?

Type code or press key for desired location 
of cursor (see chart below).
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GO TO PAGE

Code or Key
B or b
E or e 
F or f 
H or h
W or w

Moves cursor to
Beginning of document
End of document
Footing page
Heading page
Workpage
Page number specified
Top of page
Bottom of page
Left margin
Right margin
Top of the next page
Top of the previous page

Heading

Space reserved for a top margin, which may include a page number, 
or repeating text pertaining to the contents of the document, or 
empty lines.

( GO TO PAGE )

Which page?

Type H or h.

Press ( RETURN ) for each line of space desired 
and type any heading text.

_  ;  
( GO TO PAGE ) or 
(type page 
number and  document)
press ( EXECUTE ))

( CANCEL ) 
(to leave

HELP

This key provides information on menu selections and the editing 
keys and functions on the editing screen.
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HELP

EDITING SCREEN or MENU

( HELP )
i

(Help screen with list of help items.)

Move marker to item needed.

( HELP )

(Information on that item.)

' CANCEL ) (returns to the help list)

[ CANCEL ) (returns to editing screen)

Horizontal Scroll

The ability to move the screen display to show any portion of the 
maximum line length that can be typed, 250 characters. Horizontal 
scroll is possible only on the length of the format line you have set.

<—j or or
(to move
cursor across 
format line)

( FORMAT )

Change format
_i
( TAB ) or ( SPACE BAR ) 

(to add a (to remove
tab) a tab or

lengthen 
the line)

( EXECUTE )

or ( RETURN^ 
(to end 
the line)

Horizontal Scroll Setting

This setting controls how many characters the screen display scrolls 
to the left or right when the cursor moves past the right edge of the 
screen using a wide format line.
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HORIZONTAL SCROLL SETTING

( COMMAND )

Which command?I
Type the number of characters desired for the 

horizontal scroll setting, from 1 to 79.

Type H or h.

Hot Zone Length

A specified number of character positions before the right margin 
where words can be hyphenated. See Hyphenation and Pagination.

Hyphenation and Pagination

Hyphenation and pagination is an activity on the advanced functions 
menu used to hyphenate and paginate an entire document at one 
time after it has been edited.

MAIN MENU
I

Advanced Functions

(EXECUTE )

ADVANCED FUNCTIONSI
Hyphenation and Pagination

( EXECUTE )
I

Please enter document name

Type document name.

( EXECUTE J
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HYPHENATION AND PAGINATION

Hot zone length

Type the number for zone length for 
hyphenation if other than 3.

Use 99 to paginate but not hyphenate.
I

( EXECUTE )

Text length

Type the number for text length for pagination.

( RETURN )
I

Process from page

Type page number to start with.

( RETURN )
1

through page
I

Type page number to end with.
I

( RETURN )

Automatic? No

Press

( EXECUTE )

n to choose automatic hyphenation 
and/or pagination if desired

(New screen with status line showing first instance 
of hyphenation or pagination.)

4/83 Reference 51



HYPHENATION AND PAGINATION

Hyphenation

( EXECUTE ) 
(to add a 
hyphen)

(At hyphenation point)I
Set hyphenI

or p] to move hyphen location____ 1 _______
or ( SEARCH ) or (CANCEL )

(to not (to stop the
hyphenate hyphenation
word, search process)
for next word)

Pagination

Set page break

(to move a page break up or down)or

( EXECUTE ) (to add a page break and 
go on to next one)

(At the end of the page where a page break 
is appropriate.)

( DELETE ) 
(to remove 
hyphens 
and page 
breaks)

End of Hyphenation and Pagination

or ( EXECUTE ) or ( RETURN ) 
(to save (to return to

hyphens hyphenation
and page and pagin-
breaks) ation)

I
ADVANCED FUNCTIONS

Hyphens

Hyphens are used to break words at the end of a text line for a more 
even right margin when printing, and to prevent large spaces in a 
line when printing justified text. Hyphens can be added manually or 
by using the hyphenation activity on the advanced functions menu. 
There are three kinds of hyphens:
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HYPHENS

GENERATED HYPHEN (BRIGHT -)

This hyphen is added in the hyphenation process, and removed 
automatically each time hyphenation in used on a document again.

REGULAR HYPHEN (-)

This hyphen is entered during document creation or editing by 
pressing (-). This hyphen is permanent and is not removed by hy­
phenation process.

REQUIRED HYPHEN (1)

This hyphen controls where a word can be broken during hyphen­
ation, or, if placed at the beginning of a word, prevents hyphenation. 
( COMMAND ) and (-) enters a required hyphen.

Indent —>

The key that allows a line or block of text to be left-justified and 
aligned with a tab stop. All text typed after indent will align until the 
next return.

CHANGING INDENT POSITION

( FORMAT )l
Change format

( SPACE BAR J or CTAB~)
(to remove a tab stop) (to add a tab stop)

( EXECUTE )
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INDENT

REMOVING AN INDENT

Position cursor on indent symbol.

( DELETE )

Delete what?

( EXECUTE )

USING INDENT

( INDENT )
I

Press as many times as needed to reach 
desired tab stop.I

Type text.

Index

A list of documents or sublibraries on an archive disk or on the 
system disk. Indexes can be made of all the documents or those by 
a particular author or operator and in short or long format. The index 
can be shown on the screen, printed, or both.

MAIN MENU

Index

( EXECUTE )

DOCUMENT INDEX

Make one choice from each category.

( EXECUTE )

DOCUMENT LISTING

54 Reference 4/83



INSERT

INSERT

This key adds characters, new text, or functions such as centering to 
text that has already been created.

( INSERT )

Insert what?

Type characters, text, or press function key.

( EXECUTE ) or ( CANCEL )
(to complete (removes all text
the insert) typed during

insert)

Are you sure?

( EXECUTE ) or ( CANCEL ) 
(to remove (to keep
inserted inserted
text) text)

Justified Text

See Printing.

Keywords

The names of function keys on the keyboard that are used in glossary 
documents. See Glossary for a list of keywords.

The elements of page layout are shown in the illustration on the next 
page. Each element is listed in this section.
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LAYOUT

Paper width

Library

A library is a list of documents. Libraries and their subdivisions, 
sublibraries, are used to organize your documents. A library name 
always begins with a /, as in /u/training.

CHANGING THE LIBRARY

MAIN MENU

Supervisory Functions
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LIBRARY

( EXECUTE )

SUPERVISORY FUNCTIONS 
Change library

( EXECUTE )
1

Change library to

Type new library name.
I

( EXECUTE )

MOVING A DOCUMENT TO A DIFFERENT LIBRARY

MAIN MENU

Filing

( EXECUTE )

FILING

Rename document

( EXECUTE )

Source document name

Type the document name or pathname.

( EXECUTE )

Destination document name
i
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LIBRARY

Type the new pathname.

( EXECUTE )

CREATING A LIBRARY OR SUBLIBRARY

MAIN MENU

Supervisory Functions

( EXECUTE )

SUPERVISORY FUNCTIONS

Make library

( EXECUTE )

Please enter new library name

Type library name.

( EXECUTE )

REMOVING A LIBRARY

MAIN MENU

Supervisory Functions

( EXECUTE )
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LIBRARY

SUPERVISORY FUNCTIONS

Remove library

( EXECUTE )

Please enter library name

Type library name.

( EXECUTE )

Line Length

The line length for a document is determined by the number of 
characters across a line and is set on the format line. See Format.

Line Spacing

The amount of space between lines on a page, including zero, 
quarter, half, single, 1-1/2, double, and triple spacing. See Format.

Lines Per Inch

The number of lines to be printed in 1 vertical inch. See Printing.
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LOCK

LOCK

When used with the Shift key, all the letters on the keyboard appear 
on the screen as uppercase. Other keys on the keyboard are not 
affected. To change this, press the Lock key again.

Margins

TOP MARGIN

The top margin is the unprinted space between the top edge of the 
paper and the text. See also Heading.

( GO TO PAGE )

Which page?

Type H or h.

Press ( RETURN ) for each line of space desired for 
top margin or delete returns for less space.

BOTTOM MARGIN

The bottom margin is the blank space between the end of the 
printed text and the bottom edge of the paper. See also Footing.

Calculating the bottom margin from heading and text length

Subtract page text length and heading length (if any) from paper 
length in number of lines.
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MARGINS

Example:

Paper length
Heading
Text length
Bottom margin

66 lines
- 5 lines
- 50 lines
= 11 lines

Setting the Bottom Margin with a Footing

( GO TO PAGE )

Which page?

Type F or f.

Press ( RETURN ) once for each blank line desired.

LEFT MARGIN

The left margin is the unprinted area between the left edge of the 
paper and the left edge of the printed text.

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )
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MARGINS

PRINT DOCUMENT

Left margin

( EXECUTE )

(Document prints with correct left margin.)

Type number of characters desired for 
width of left margin.

RIGHT MARGIN

The right margin is the unprinted space between the end of a line 
of text and the right edge of the paper. The right margin is deter­
mined by the left margin and the line length (see Format). For 
example, if you are printing in 12-pitch (12 character per inch) there 
is room for 102 characters across a 8-1/2 inch wide sheet of paper.

Width of paper

Left margin

Line length

Right margin

102 characters

- 15 characters

- 65 characters

= 22 characters

MERGE

This key is used with alternating headings or footings to mark the 
division between text for odd-numbered and even-numbered pages. 
See Alternating Headings or Footings.

62 Reference 4/83



MODE

MODE

This key is used in combination with other keys to initiate additional 
word processing features. See also Cursor Mode, Glossary.

ADDING EMPHASIS TO EXISTING TEXT

Position cursor at beginning of text.

( MODE )

What mode?

Type the code for emphasis.

Code

B or b

Emphasis
Boldface

Underline

Double underline

Overstrike

Move cursor to end of text to be emphasized.

( MODE )

What mode?

Type the emphasis code again.
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MODE

ADDING EMPHASIS WHILE TYPING

Position cursor where emphasized typing starts.

( MODE )

What mode?

Type the code for emphasis.

Code

B or b

Emphasis

Boldface

Underline

Double underline

Overstrike

Type text. It is emphasized as you type.

( MODE )

What mode?

Type the code tor emphasis.

REMOVING EMPHASIS TO TEXT

Position cursor at beginning of emphasized text.

( MODE )

What mode?

Type the code for emphasis.
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MOVE

MOVE

The function key that moves text within a document or between 
documents.

MOVING TEXT WITHIN A DOCUMENT

Position cursor at beginning of text.

( MOVE )

Move what?

Position cursor at end of text to be moved.

( EXECUTE )

To where?

Position cursor at new location of text.

( EXECUTE )

MOVING TEXT BETWEEN DOCUMENTS

Position cursor where text will be moved to.

C SHIFT J
( MOVE )

MOVING TEXT BETWEEN DOCUMENTS

From:

Type source document name.

( EXECUTE )
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MOVE

From where?

Move cursor to beginning of text to be moved.

( EXECUTE )

Move what?

Move cursor to end of text to be moved.

( EXECUTE )

(Text moved to destination document; cursor 
is positioned at end of moved text.)

(Cursor located at the beginning of the 
source document.)

NEXT SCRN

This key moves the cursor to the next screen of text. Used with the 
Go to Page key, this key will move the cursor to the next page of text.

NOTE I!

This key adds bookmarks and notes to a document. When notes are 
added, they will be printed with the text. See Bookmarks.

ADDING NOTES

( NOTE )

Type text of note.

( NOTE )
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OVERSTRIKE

Overstrike

Overstrike causes the character I to be printed over text. It is fre­
quently used in legal documents to show text that will be deleted. 
See MODE.

PAGE

This key adds an optional or required page break, defines the text 
length, and sets the cursor mode to page. An optional page break can 
be removed and replaced during automatic pagination, a required 
page break cannot. See Cursor Mode and Text Length.

ADDING AN OPTIONAL PAGE BREAK

(Position cursor on the line you wish 
to be lost on the page.)

( INSERT )

Insert what?

( PAGE )

( EXECUTE )

ADDING A REQUIRED PAGE BREAK

( INSERT )

Insert what?

fSHlFQ 
f PAGE )

( EXECUTE )

Position cursor on the line after the line 
you wish to be last on the page.
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PAGE

REMOVING AN OPTIONAL OR REQUIRED PAGE BREAK

Position cursor on page break line.

( DELETE )

Delete what?

( EXECUTE )

Page Break

The row of —'s or = = ='s on the screen that shows where one page 
ends and another begins.

Page Numbering

Page numbers are printed on a document by using a # in a heading 
or footing. The page where the numbering should begin and the 
page number to be printed on that page are set on the print menu.

ADDING PAGE NUMBERING TO A HEADING OR FOOTING

( GO TO PAGE )

Which page?

Type H or h 
(for heading)

or Type F or f 
(for footing)

Type # 
(for numbers 
aligned with 
left margin)

or Press ( CENTER ) 
and type # 

(for centered 
number)

or Type # 
(with heading or 
footing text)
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PAGE NUMBERING

PRINTING A DOCUMENT WITH PAGE NUMBERING

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type document name.

C EXECUTE )

PRINT DOCUMENT

Starting as page no.

Type page number desired for first page of 
document to be printed.

First heading page or First footing page

Type number of page on which numbers 
are to start printing.

( EXECUTE )

Paper Length

Paper length is the length of a piece of paper measured in number 
of lines. The number of lines printed on a page is the page length. 
When printing the standard 6 lines per inch, 8-1/2 x 11 inch paper has 
66 lines, and 8-1/2 x 14 has 84 lines down the page. When printing 
8 lines per inch, 8 1/2x11 inch paper has 88 lines, and 8-1/2 x 14 has 
112 lines down the page.

MAIN MENU

Print Document
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PAPER LENGTH

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )

PRINT DOCUMENT

Paper length

Type number of lines.

( EXECUTE )

Pathname

A document pathname is the complete location of a document in­
cluding the library or sublibrary, for example, /u/training/letters/ 
james.

Pitch

The number of characters to be printed in an inch across the page, 
either 10, 12, or 15.

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )
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PRINTER CONTROL

PRINT DOCUMENT

Pitch

Press or to move marker to current choice.

PREV SCRN

This key moves the cursor to the previous screen of text, that is, the 
previous 21 lines of text. It may also be used to move the cursor to 
the next page in combination with the Go to Page key.

Print Queue

The list of print jobs shown by printer control. See Printer Control.

Print Wheel Number

A number that identifies the type of print wheel on your printer. Use 
1 for American English (ASCII standard), 2 for French, 3 for German, 
and 4 for Multilingual.

Printer Control

Printer control is an activity on the main menu that controls the 
printing of a document.

MAIN MENU

Printer Control

( EXECUTE )

PRINTER CONTROL

(Screen for printer number 1.)
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PRINTER CONTROL

job)

( GO TO PAGE )
(suspends

(to move to 
next printer 
screen)

( MOVE ) 
(to move 
job in 
queue)

( NEXT SCRN~) or (~PREV SCRN ) 
(to move to 
previous printer 
screen)

screen)

M or >r or ( CANCEL )
to move to (to leave

( DELETE ) 
(removes 
from 
queue)

Before which job? ( EXECUTE ] or (page number) or
(current (page number (top of

f or J or e position to start with current
to re- (to put on page) with) page)
position) at end)

( EXECUTE ) or ( CANCEL ) 
(to confirm (to cancel 
move) move)

Printer Number

A code number entered on the print menu to identify the printer 
you're using to print a document. See Printer Setup.

Printer Setup

To have documents print correctly, the printer number on the print 
menu must be set for the printer you are using. This can be done as 
you print each document, or with the prototype document for new 
documents. Printer numbers are established when you install your 
printer. Check the printer information to learn how to do this.
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PRINTING

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )

PRINT DOCUMENT

Printer number

Type the printer number.

Printing a document is done using the print document activity on the 
main menu.

JUSTIFIED OR UNJUSTIFIED PRINTING

MAIN MENU
I

Print Document

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )

PRINT DOCUMENT
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PRINTING

Format

Press [T to move marker to current choice.or

( EXECUTE )

LINES PER INCH

MAIN MENU

Print Document
I

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )
1

PRINT DOCUMENT

LPI

Press |~y~| or [~T| to move marker to current 
choice, either 6 or 8 lines per inch.

I 
( EXECUTE )

MULTIPLE ORIGINALS

MAIN MENU 
I 

Print Document

( EXECUTE ) 
I

Please enter document name

Type document name.
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PRINTING

( EXECUTE )

PRINT DOCUMENT

No. of originals

Type the number of originals you want to print.

( EXECUTE )

PRINTING SPECIFIC PAGES

MAIN MENU

Print Document

( EXECUTE )

Please enter document name

Type document name.

( EXECUTE )

PRINT DOCUMENT

Print from page

Type the number of the first page 
you wish to print.

Print thru page

Type the number of the last page 
you wish to print.

( EXECUTE )

PRINTING TO A FILE

This feature on the print document menu copies the document and 
changes the format.
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PRINTING DEFAULTS

Printing Defaults

The standard settings (defaults) for printing, unless changed by a 
prototype document, are: printing begins on page 1 and ends on last 
page, beginning page number is 1, footing and heading begin on 
page 1, footing is printed on line 61, paper length is 66, left margin 
of 10, 1 original, printer number 1, and printer wheel number 1. The 
categories at the bottom of the print menu all show the first option 
as the chosen options. See also Format Defaults.

Prototype Document

The prototype document sets the format standards for documents so 
that they are different from the software defaults described in Format 
Defaults.

CREATING A NEW PROTOTYPE DOCUMENT

MAIN MENU

Create New Document

( EXECUTE )

Please enter document name

Type a prototype document name.

( EXECUTE )

DOCUMENT SUMMARY

Identify this prototype with a descriptive title.

( EXECUTE )

Change format line, create additional format lines, 
or change items on second status line, as needed.
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