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Congratulations on your new Memotech FDX Disc Drive System.

A integral pavt  of any
Frovcessor Package. We had .
a wide variety of  Word Pros We smpent & great
of  fime learning o use each to fimd out what
of fered, and what advantages one package might have over anobl

Bystem  mast Dbe & Word

MEMOTECH to ook

Eventual ly after a grealt deal oo thowght and "hands ot
experience, we decided to go with NewStar’s NewWord., We found it
to be quite sophisticated and yel so simple to use.

NewhWord is on one of the discs that came with your Memotech FDX
System. T get the most out of NewWord, we suggest that  you go
through the READ-ME file on the disc. In fact the following j 3
contain a print out of the contents of READ-ME, MEMOTECH. SUP
NEWWORD.SUF files. So it will most probably be Ly vinkg o b
read through the print owts firvst., After you h vead owver READ-
ME, then we suggest that you go on and use NewWord, while at  the
same time reading the "Do It Yoursel f" manual.

Good Luck!




NWINSTAL . COM

NWU. COM

NW. OVE
NWFRINT.OVE
NWMSGS. OVR
FRACTICE.DOC
SAMFLEL.DOC
SAMFLEZ.DOC

NWEEY . COM

NWCOLOR. COM

NEWWORD . SUF

MEMOTECH. SUF

READ-ME

NewlWord carnnat

operating system
el
proper Ly,
the

he disabled
print

{varies with

EEAD-ME

Instal lation program. It will prompt you  through
instal ing Newword for youwr fterminal and printer.
Yoo also personal ize NewWord with this program.
NewWord: Fre-installed for a Memotech FDX with a
monochy ome soreen and draft printer.

NewWord over |l ays.

NewWord printer drivers.

Messages and menus.

Fractice filtes for the Tutorial: Do It Yoursel f
Use this program to select NewWord functions for

the function ke
side of the

explains how

Lo use
Use this program to
background, if oyou
Chosen. The file
explains how to use

Information about
features added to
printed. These

Sp&ﬂifiﬂ

of  NewWord
the information
the manual s,

s F1 o threough F8 at the

keyboard.

are

information

righthand
The MEMOTECH. SUP

the program.

file

change the color for text and
don®t like the ocolors we have

MEMOTECH.SUF on  this disk
the program.
conditional merge printing,
NewhWord since the manual was
advanced features; if  you

are just fearning to use NewlWord, you may skip
reading this file for now.

about the Memotech version

that is either different from
in the manual gs——or not covered in
Fead this file before starting with

the Tutorials: Do It Yoursel f.

This document.

Tips on printer installation:

bhe installed to use your printer unless the
can print on it correctly. Auto line feed must
your printer. To test whether your system can

put  a disk containing this file in drive C

systemd, ready your printer and enter:

PIF LST:=0C:READ-ME



If this

Posty

document is printed single-spaced with no characters

NewWord can be installed to use your printer. If it isn’t

privnted corvectly, you must customize NewlWord to run your printer
Conee appendi=z © of the NewWord Encyclopediald.

There are several printer drivers in NWPRINT.OVR:

SIMFLE

DRAFT

TYFEWR

PREVIEW

Di&10

DESO

GSFE1L

NZOOO0

NON-SFECIFIC FRINTER DRIVERS

This driver does not support print enhancements (bold,
doublestrike, uwunderline, strike-outl. It should only
be used if the other drivers won't run your printery or
to make a quick review copy. Frinters which  advance
the paper to print (Frintronix, Versatec, Gould, etcd
must wuse this driver.

Most  dot matrvix printers.  This driver implements the
print enhancements by carriage return and overprinting.

Typewriters and many backspacing printers. Frint
enhancements are done by backspacing and  overprinting.
If  your printer can backspace and isn’t directly
supported by one of the other drivers, you should test
bobh this driver and the DRAFT driver to see which
primts faster (or better).

This driver outputs to a disk file named FREVIEW.NW on
the logged drive. It may be used to preview what your
printed oubput  will look like. This is useful for
merge-printed  documents and headers and footers. If
vt need  to save this output, you must  copy it to
another  file, or rename PREVIEW.NW prior to using the
FREVIEW driver again. FPREVIEW.NW is not intended to  be
primted.

WHEEL. PRINTERS

Mot Diablo  fand Diablao  emulating? daisy wheel
printers. The Diablo 6200somed, E30(somed, 1610, 1620,
1540 and 1650 can be run successful ly by this driver.

Aotual by the 1610 printer driver. It will drive most
Diablo 620 and 6320 daisy wheel printers.

IETo

[y the

1B10 printer driver. GUME Sprint 5,7,9 &
YW |

printers.

Silver REeed daisy wheel printers.

P

EARISTS

vies thimble whee!l printers.




N3500

N5500

Mx8o
MX100

MT160L

oK 184
oK132
0OK193

C1350

You o an

NEC 3300 series thimble wheel printers.

NEC 5500 series thimble wheel printers.

SPECIFIC DOT MATRIX PRINTERS

Epsorn MX and FX series printers. This driver supports

microspace justification for  flush  right MEY LN,
different character widths (Low nd,y, different line
heights (.1h n)y, sub and superscripts. Microspace

Jjustification is done by adding space between words  in
1/60 inch increments.

Mannesmann Tally MTI60L dot matrix printer. This
driver supports  different character widbhs CewW 11,
different line heights (.lh ndy sub and superscripts,
Text is printed in correspondence mode for 10 and 12
pitchy draft mode for other character widths., Text is
NOT microspace justified. Some versions of the MTI&O0L
don’t  eject to top of form properly without using a
form—feed character, so test youwrs, and install Newword
the way it wmrkﬁ best.

Dkidata microline model B4 (step 2y, 92 and 93 dot
matrix printers. This driver uses the correspondence
mode to produce very high guality output. Frint  speed

is reduced from draft mode. This driver supporits
microspace  justification for  flush  right MAr gJinsy
different character widbths (Low nd), different lire
heights C.lh ndy sub and superscripbs. There is  a
limit of 10 inches of print space for  the model £
printer when using 17 pitch (.ow of 9 or | es5) . Use

the draft driver and custom print contraols if you  wish
bt print  at 17 pitoch with movre than 170 characters.
For  the  model 92 and 93 printers, ow of 9 or | ess
switches fo draft mode and Jow of 195 or move doesn®t
work accurately. Older models of the 84 and other 0Oki
may ot be run suwccessfully by this driver.

C.ltoh FProwriter models 83510 and 1550, This driver
supports microspace justification for flush right

margins, different character widbhs (oow ndy  different
line heights (Jlh n) and sub and superscoripts.

install which printer driver NewWord will use as  ibs

default with NWINSTAL. You may always select a different printer
when you are ready to print.  You might use this to  advantage,
for  example, Dby installing the DRAFT or SIMPLE printer as  the

defaulty

then wusing the enhanced driver for final copies.



NewlWord on the Memotech FDX

This file contains specific information about NewWord for  the
Memotech FDX. It is intended to be a supplement Lo the NewWord
"Do It Yourself." Section 1 discusses the video display; section
2 discusses the keyboard and should be read in congurnction with
Chapter 1 of the "Do It Yoursel f"; section 2 discusses loading
Newhord. Fead this before reading Chapter 2 of the "Do It
Yoursel f." Finally, section 4 discusses the use of the programs
NWCOLDRE. COM, which is used to change the colors displayed on  the
color monitor; and NWEEY.COM, which is  used to  program  the
function  keys on the lefthand side of the keyboarod.

To  aobtain a printout of this file, first make sure your prinbter
connected and the disk containing this file is inm Drive Ui,
At the Operating System promplt, enter:

FIF LST:=C:MEMOTECH. SUF

tNote: this is the same procedure ussd to print out the READ-ME
file.d

1. The Video Display

On a monochrome monitor, NewWord displays bold and  doublestribke
highlighted onscreen. Subscoript, superscript, and stvikeout text
is displayed against a half intensity background. Under | ined
text dis displayed with an  underline. Marked bloocks
displayed in ceverse video,

SAY 4

o bl ue Bold
Yo mEgent
under line

On a color monitor, normal text is displaye
and doublestrike Ar e vl o, Sl g
Supersoripts  are  red. Styvikeout d
bl ek,

NWIMSTAL can be wused to selsob elther
Memotech FDX from the Te

sy ome o colory for bhe

niral s Mert

Color NewWord will work on a monookhr ome
Hiowever y the soreen will ;
have to reset the compubter to resborse

YOiLL o may
ricer mal .

sdal [y

The oolor wmf o bhie I arvdd Wi bk Bl

progyam MWCOLOR . COM.

S i T
2e  The EKeyboard

Chapt of
keys o oomput ey
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numeric  keypad that can be used instead of the normal NewWord
commands.  As you read through the Do It Yourself, especially
Chapter 3, and learn the NewWord commands that move the cursor

and sorol ]l the text onscreen, you might refer to this section
af the addendum to learn which function key can be used as an
alternative. For  example, the normal Newhord command to
v & the cursor one character to the right is D (hold  the
CTEL  key and the "D" key down at the same timed. On  the

Memotech keyboard, the "right arrow" (located on the "3" key in
the numeric keypad) performs the same function.

The text of the Do It Yourself does not talk about the function
keys  specifically. It will be up to you to learn the fupction
keys.

KEY WHAT IT DOES

arrows Move cursor up, downy left and right.
‘: .-'-.E v B x » .-",E‘:‘:; ’ .-'uD :l

HOME Moves the cursor to the top of the
document . (TRRD) ‘

INS Turns insert mode on or off. (V)

CLS Cancel or un-erase. (V)

TAE Moves to next tab stop. I

DEL. Deletes the character at the cursor. (TB)
PAGE Finds a specific page number. (™0F)

EOL Evases from the cursor to the end of the

line. CRY2
BRE Turns bold text on or aff. (CFR)

Fi BSave a file, then resume editing. (ES)
F2 Save a file, return to CF/M. (CEXD

F3 Center text at cursor. 00

F Margin release. ("0X)

FS Save, retuwrn to Opening Menu. (ED)

F& Abandon editing, return to Opening Menu. (CEOD
F7 Syl | 8n Up. (TRD

Fg8 Sovall soresen down. (0

shift+F1 Change left margin. 0L

shift+F2 Erase word abt cursor. (T

shift+F3 Erase line at cuwrsor. (Y2

shi ft+F4 Search for btext. CQRFD)

shift+F35 Change vight margin. ("0R)

shift+F6& Allgn paragraph. (R
shift+F7 Set a tab stop. 01D

shift+F8 Find and replace text. QDA
Mg may veoonTigure the keys labeled F1 through F8 to anything

you find useful  with the program NWEEY.COM. See section 4.



I« Loading NewWord

Do It Yourself w Wil bbb en
o Bhe Memotech FDX, dri
0ois bhe

ol o be v

K for
vesn A and B
saecond drive., Therefore,
laced with drive C.

Wil probatyly nob
al bation [WR gl =Y 7y
2y bevause  NewWord
Memotech FDX with

chp bhat

ary for you to use the NewWord
fil. b DOy ¢ cublined in Chapter
run dmmediately on oa
when you get to Chapter
commands instead:

T

NS ]
wlw Lol g

the funoction keys byl the
oo change the  oolor o f the
o 201300 Obherwise, go i tin
zfove going on bo secbion 2413 af the

4. Changing colors and programming the function keys

we Mave oho for the background or for the text
mokd oy s o arse) do not please  you, you may

On owour distribution disk is the PYogy anm
NWCOLOR. COM. Fut the distribution disk in Drive C:, and put your
Mewword working disk in Drive A:x. (This is the state of affairs
as described above at section 3e.) Enter the followings:

Dl Al

nwoolor arnw. comsor

o the soveen explains how to use the program.  We will
t o those instructions here.

carn smeds, there are seven "types" of text that NewWord displays
The  monibor. Mormal text is by far the most common. We
£ 1obhat o choose text and background colors that will be
easy on bthe eayes.

Tor move the cursor, use the arrvow keys on the numeric keypad.

ar e ful abttention to the example display shown o0n  soreeny

3 harnging the color in one place might have an effect on
the way some other kind of text is displayed. (For example, if
you o ochangs the background color to blue for normal text, notice
that the background color changes for all other types of text.
You may  chose any combination of text and background color  that
youl want for all seven btypes of text.

H ..
H]

Twpe thold  down the CTREL key and "C"  at  the same timed.




Yol mow wanth
ection 2.13 of the

0

T program the function keys ori bhe
enter the following:

the  kayvboard,

nwkey arnw.comdcr >

The text on the soresn the program. We  will

not repeat the

There are eight function k L
means  specl fying which NewWord

will be done when you press bl
function key Fl1  is pre-programmed for
which is used to save your file and then v

u Froy :
NewWord oommand
stime @it ing.

Holding clown the shift key and pr
different from just pushing the fun:s
possible to program up to sixteen  NewWord  oommancs
function keys.

gy @ Tunat ion

Cion key alone.

The amount of memory available for
associated with each function key is
at the bottom of the function key table on
much space is remaining.

the NewWord
" Watoh the

=i bhat tell:

When you are finished programming the function ksys fand  the
monitor colors), go oon bto section 2013 of the Do It Yoursel f.




Advanced NewWord on the Memotech FDX

This Tilte contains information about NewWord L tlhiat AT
Frew Ty the Memotech FDX, arncd ars i Hewward
Do It Yoursel ¢ o The "Newword
advarnced | L e, If sre jush
v ol reed o ore LThis rnow.
information

npeﬂld.
' hum (X

""" SETERSS Y

P

Tor obbtain a printout of th

Filay wind may
as oublined in the read-me Tile on this ois

it ooulb with NewWord.

1. "Wildcard" option for find and find/replace

When  you gelt to Chapter & of the Do It Yourself, come back  and
read this section.

g mpt

Yot mayy in vesponse o
ey ks LEY AN bhe word o vl warnt b 1ok : Thern,
you o select the guestion mark opbion abt the next prompt, Newwurd
will treat the qu ion marks in the original word o phrs
"wildoards"  that matnh any charactey in bthe test. Loz
following exampl es:

FEEIT matoche

the next five
matter what the chavacot

i bhe dooument s P

Wi Y 4

Uppap "

m7n matches  any  ooourvence of
character bebtween  them,
L I o T 1
Wit s

o g
Ik

&2 matohes  any character precesded by an ampersand.
Chapter 11 of the Do It YnurSelf". I¥ ynu i not spe

thae qu&atiﬁﬁ marvk optiorn, then NewWord will fimd  only

BTt 1 "ooamed “ETLM

..... ] m'er

2. Conditional merge—-print dot commands

Use the following discussion in addition to the information in
Chapter 11 of the Do It Yoursel f.

NewWord’s conditional merge-print dot commands al | ow youw bo use
the same merge-print  document Lo pruﬂur& tetters that are
different, depending on criteria you seleckt. For instance, ALl
Can  use one document and one data il to generate lebtters with
Fanguage specific for the region of the country the lebbter is
going toy, or specifically for the client addressed.

L

We use conditionals every day: If the telephone rings, we answer




wWa Dl ir

vame | vy the

il watse  the

phuone oy
ing =lse.

W oo :
decide what to

in helping

Whern  you
Felpful to ha
way  depending on oo
warth i hude

st Tov merge-printing, it owould  be
for having the printout appear & cerbain
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gy bubt want a different paragraph included if
an oa cab. The merge-print dobt commands will allow
wWith one document and one data file.

5w Frooy e

WL

the task

Ynig

It the data item in the variabls FET is the
] file called "dog.doo,” If the da

vt othe fils ocallsd "oat.ds

same as  Cdog, "
ba item iz the

Dhrze youl have gobben wh
commands o per To

figured ocut Tike This,

Yol W

the &

the oot

-IF &ZPET% = dog
-F1 dog.doc

-EI

- IF &FET%& = cat
.FI cat.doc

-EI

The .IF and .EI dot commands

MewWord determines if a condition is met usual ly by comparing one
item with anobher. The items that NewWord compares may be data
items  taken from a data file, or items that never change (that
igy constants). Typically, one item is a data item and the other
ig a consbtant, bubt any combination can be used.

NewhWord is able to compare items in the following ways:
1. Are they the same or egual?

2. Does one come before or after the other in alphabetical oY
numerical order?

3. Are they nob the same or egual 7
You tell NewWord how it is supposed to compare items by using one

of  the following  operators (this is computer  jargon  for  the
symbols that fol laowd.



Symbol Meaning

Il

the same as
after (alphabetbtically?
before Calphabetical ly)
hefore Calphabetically) or is the same as
s after (alphabetically) or is the same as
ot the same as
egqual to Cfor numbers)
greater than (for numbers)
i than Cfor numbers)
er than or sguals (for numbers)
than or eqguals (for numbers)
vt soual bo Cfor number s

e

[ IR IR

gy ea

| e

sommon wWay of specifying a condition to be evaluated in
& o IF oommar s bhe Following:

- IF item operator item

call the example of the cat or dog letter. The statement was:

the data item contained in the variable FET is the same as
" the file called dog.doc. Translating the first
a mevge-print dot command is relatively easy:

ooy

o atis e

i r

.IF %PET% = dog

cond o lanse translates into a dot command that  inserts a

-FI dog.doc

S ET Y

erne must have a period to mark its end, every
i

conditional merge-print  "sentence" must have a JEI  command  to
mEy bk soenc. Boy our example looks like this altogether:

-IF &%FET% = dog
-FI dog.doc
.EI

Whaen e

e-pyintings NewlWord places a data item from the data

- ¢ PET Cactually, the data item could just as
a WAV or JBY dot command) . NewWord then
dibior. I the data item is  "dog," NewWord
obtherwiss, NewhWord skips down b the
than FI between the .IF and .EI.

Thie

oot

ample had to do with cats. The
rothis is exactly like the first,
Lant dtems and a different Tile to

L0ty




-IF &PET% = cat
-FI cat.doc
.EI

Futting these two "sentences" togebther results in the fol lowings:

. IF &%PET% = dog
-FI dog.doc

-EIl

-IF %PET% = cat
.FI cat.doc

-EI

If the variable ¥FET% is neither "dog" nor "cat, " NewWord  will
insert no file (in fact, NewWord will do nothing, since none  of
the conditions specified are meb).

While comparing two items is the most common way of determining
if a condition is met, there is one obther form of the . IF command
that can be useful:

«IF &PET%

Notice that there is no operator.  The condition here is met  if
the data item in &PET% is not zero and nobt blank. If there is no
data item, Newbord skips to the next JEI or JEL command.

The .EL (ELSE}) Dot Command

In the previous example, we used two merge-print "sentences" Lo
take advantage of twos possible conditions, I whaether the
variable FET is "dog" or "cat." It is possible to combine these
two sentences into one. First, in Englishe

If the data item in the variable FET iz the same as Yoy
ingert the file dog.dooy or else, insert the Tile cat.doo.

Notice that there is a subtle shift in meaning, boo. The file
cat.doo will be inserted if the variable is anything other than
"dogy " for example, "fish" or if the data is missing.

The phrase or else should be translated into the merge-print dotb
command JEL.  Thus, the merge-print translation of this sentence

i

. IF &%PET% = dog
.FI dog.doc

-EL

.FI cat.doc

.EI



o

Comparing Two Data Items

In  the examples we have shown you so far, the ibtems Lo bDe
compared by NewWord in evaluating if & condition is met have been
a data item and a constant.

- IF &PET% = dog
Yo may also compare one data item with anobher, like this:

-IF &VAR1EZ < RVARZE

Here, the oondition
the data item in VARZ

bree fon e

met i bhe data item inm VAR comes
accorading oalphabetical order.

More on Comparisons

Movrmal lyy NewWord ignores any spaces that  come bween  LThe
operator arnd  the following item. Sy the ol lowing T
equival ent:

- IF %PET&=dog
- IF &PET% = dog
- IF LPETR = dog

anes (=3, Lhiey
U know bThat a
Lhe letbars,
z i

g | ose corrshant in

ihems

In order twio data
ctly the same o "
from & data file has spar
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- IF &FPETZ = * dog?s"

gition will be met L7 the dal

a double gquote

sirgl e
Lilme.

Peading gquobely, you may

cyiterion when  comparing

fhie wionv ol Horabal o




al phabetical ovder s s the condition is met in  the following
exampl es:

-IF cat < catalog
- IF catalog > cat

If your alphabetic comparisons invalve data that have numbers  in
Them, keep  in mind that the numbers come before the letter "a."
Also,  case s dgnored in comparisons, so that  the fol lowing
examnples are the same as those above.

-IF CAT < catalog
- IF CATalog > cAT

Mumeric Operators

The operators with the symbol £ before them are to be used with
numbers, vather than words., It is possible for either item to be
compared  to have nonenumeric characters in them, but  before
Newlord procesds with bthe mparison, it removes all  the non-
muner Lo characters Cexcept for "." and "-"), Thus, the following
are equival ent:

=IF 12.45 £= 12.43
-IF $12.45 £= abcldZ.sdf45
IF #12.45 £= 12.45

Motice that if yvou use the

operator without the £ symbol in these
only  the i =

would  meet  the condition, because
are considersed by NewWord to be  alphabetic characters
e tat o in the alphabet. With the £ symboly,  all
condition since NewWord igrnores  all the non-

speaking, it is best to use the £-operators

evamp | e
FILAE YT &
Lhat

e e

et

What Comes Between .IF and .EI7?

orly thing to come after a o1if command has been  the
I afber & i command. Instead of inserting a file from the
i sl de could have typed in the actual text of the paragraph,
Pikse tThisg

. IF %PET% = dog

We  kEnow  that your dog will love new BEEFD dog  food, made
from  the highest gquality beef and beef byproducts. As an
irndus ement fov  wou  Bo come in and ook over our new

facililby, W AT @ a 23 pound bag of BEEFD for  only
10 cents, this




.EI
-IF &PET% = cat

Vodr oat o owi b b just ove new FISHD cat food, made from  rveal
arich aromatic  herbs., Coovme iny ook ovver OUWr new
> home & 50 pound bag oof FISHD for  only
ol yoe

Fish
f (R B A X arel
S0 ovents, this we

-EI

Frave two data files, one for dog
Yol could design & merge-print
the proper data file depending on
calt owners or dog owners.

Orve more example
e s and one Tor
that allows
LN Bl 4 D Dk

LAY "Are you writing to cat owners or dog owners? ",FET
. IF %PET% = dog

-DF dogs.dta

.Y NAME,ADDRESS,CITY,STATE, ZIF, DOGNAME, AGE, SEX, SERIAL
.EI

-IF %FET% = cat

.DF cats.dta

-RY MNAME,ADDREESS1, ADDRESSZ, CATNAME, COLOR, BREED

o that bobth the data file and the data items to read from
files are different, depending on what FPETY is. Notice also
that we have used the .av command to allow you to choose the data
file at the time you merge-print the document.

Nested .IF Commands

It is possible to use the conditional merge-print  commands  to
heandie making ocholces among threse or move alternatives by rnesting
the commands.  Leb’s say you want to have a special dog paragraph
i Yoy tebters to dog owners, a special cat paragraph Lo cat
sy and a general paragraph to all the other pet owners on
Pistb.

LW

Fivat, state the task somebthing like this:

If the data item in the variable PETEZ is the same as "dog,"
insert bthe file dog.doocy or else, if the data item is "cat,"
- the file cab.doocy or @ else, insert the file

At this  point, we will show you a  technigue that  will makie
working  with nested Jif commands a little easier. (Nested
condibional s can  become  very complicated.) The technigue
invalves writing the commands in outline form, with each  Lif
command  indented. An outline of the example would look like




thiss

- IF ZPET% = dog

.FI dog.doc

-EL
.IF &%PET% = cat
.FI cat.doc
-EL
.FI general.doc
.EI

.EI

WARNING: YOU CANNOT MERGE-FRINT & DOCUMENT WITH THE DOT COMMANDS
INDENTED LIEE THIS! All dot commands must begin in column one,
so  if  you make the oubtline on soreen, you must make sure Lo
eliminate the indentations before you try to merge-print  the
document .

The rule is that every .IF command must have a corvesponding LEI
command. The L IF  command may o may nobt have a  LEL command

corvesponding to it Lomking at the oubline, you  will ATk AR
that going down the column that each . TF command heads, there is

a EI command C(there is also a JEL command?. This technigue will
help you make sure that the conditional commands do the task  you

intend.

Let’s say that you want to send a lebtter to everyone on your |ist
who lives in S5t. Louwis, Missouwri, EXCEFRT for the people who live
around  the University of Missouri. LIF codes there rvange from
63101 to 63193, and the zip code for the University is 631321
The conditional merge-print commands would be:

. IF &ZIP% £<= 63199
«-IF &ZIP% £>= 63101
- IF &ZIP&% £<> 63121
FI letter.doc

.EI

-EI

.EI

The first .IF command eliminates ZIF codes greater tham 63199,
and the second eliminates codes less than 63101, The third IF
eliminates the 63121 ZIF code. Only ZIF codes  that meet  all
three conditions will generate letters. All others are ignored.

The next example is more complicated, so we will give it  in
outline form. REMEMBER: IF YOU TRY TO MERGE-FRINT & DOCUMENT
THAT IS INDENTED LIKE THIS, IT WON’T WORE. DOT COMMANDS MUST
BEGIN IN COLUMN 1.

This is what the dot commands dos

a. If the ZIF code is between 00000 and 07999, the file
NEWLAND. TXT is inserted.



b. Tf the
L AP

coide s bebwesen OBROOO and 03000, the file SO00,TAT

Ca i Lhe ZIF is Detween 02001 and 09999, the file 9000, TXT is
insertbed.

d. It the Z2IF is 10000 or
astating what the ZIF o
printed. Answer ing YE : the file OUTSIDE.TAT Lo be
s e, Arnswering NO causes NewlWord to display the message

"Shipped, " and no file is inserted.

greater, NewWord prints a message
i and asks 17 a letter should be

. I there is mno ZIF code at ally NewhWord displays the message
TROCZTIF, NOOLETTER, " and goes on to the next letter.

.df ZIFS5.DTA
-rv NAME, ADDRESS, CITY, STATE, ZIP
1f ZZIFE
1if LZIF% £< 10000
L1f &ZIPER £<= 09000
«-1f &ZIP% £>= 0BOOO
. fi 8000, TXT
=l
- fi NEWLAND.TXT
el
-3
- fi 9000.TXT
el
el
-av "ZIP is &ZIP%. Print? , ANSWER
«.1.f ZANSWEREZ >= Y
-fi OUTSIDE.TXT
el
-dm SKIPPED
. el
el
el
-dm NO ZIP, NO LETTER
el

-pa







NEWWORD

DO IT YOURSELF

{Jetober, 1983

Copyright 138323 Newstar Software Inc.
All Eights Reserved

Newwosrd and Newstar are trademarks of Newstar Software Inc.







NEWWORD DO IT YOURSELF

TABLE OF CONTENTS

INTRODUCTION TO NEWWORD

B ) P2 o

=

=

P
-
<

G~

FREVITEW

WORD FROCESSING

ROADMAF FOR DO-IT-YOURSELF?ERS
WANT S0ME ADVICE™

FIRST, GET TO ENOW YOUR HARDWARE
DO YOU ENOW?

STMPLES

FEVIEW

LOADING NEWWORD

=y
=l

-
alow
ooy
LR

2.8

2

2,10
211
2l
2.13
N
2.15
216

2017

FREVIEW

GETTING GOING

NEWWORD, CF/M & YOUR COMFUTER
DISKES, DISES, DISKS
FORMATTING A& DISK

FUTTING CF/M ON A DISK
CORPYING FILES WITH FIF

TIME OUT

DISTRIBUTION & BACKUF DISES
BOOT DISES

WORKING DISKS

INSTALLING NEWWORD ON YOUR WOREKING DISK
LOADING NW, AT LAST

MORE DIBES
. BaE FILES

THAT? S ALL

FEVIEW

OFENING

SRR AR SRR,
0N UL ()R

FREVIEW

OFENING MENU

OFEN FIRST.DOC

TYFING FIRST.DOC

CLOSING FIRST.DOC

orAY S0 FART

REVISITING THE OFENING MENU
FEVIEW

TABLE OF CONTENTS

-

-
Sl MR Rl

11

i1
11
12

w2
[w)

15
18
20

e

39

D
ot

39
40
42
43
44
45
50



NEWWORD DO IT YOURSELF

4. EDITING

FREVIEW

EDIT MENU

STATUS LINE

EDIT FUNCTIONS

RULER LINE

HELF MESSAGES
COREECTING FIRST.DOC
MOVING THE CURSOR
ERASING & INSERTING
AL IGNING FPARAGRAFHS
SCROLLING

TIME OUT FOR FRACTICE
HOW ARE YDU DOING S50 FART
REVIEW

JE N Y S G O O (N R (N R GRS ORI R Y
e e 000N Y U S 3 R

£ LI RO

9. FORMATTING

Se1 FPREVIEW
5.2 WHAT’S NEXT?
5.3 CHANGING DRIVES
S.4 ON-SCREEN FORMAT MENU
9.5 MODIFYING THE RULER LINE
5.6 HERE'S SECOND.DOC
5.7 TYPING SECOND.DOC
5.8 HOW DID YOU DO%?
5.9 BLOCKING AND SAVING MENU
5.10 THIRD.DQOC
S5.11 MARGINS
S.12 LINES
5.13 REVIEW
6. FINDING
6.1 PREVIEW
6.2 OFENING QUICK.DOC
6.3 QUICK MENU
6.4 FINDING A WORD IN A DOCUMENT
6.5 FINDING IT AGAIN
6.6 REFLACING A WORD
6.7 NEWWORD DOES AS IT'S TOLD
6.8 AUTOMATIC REFLACEMENTS
6.9 AL IGNING FPARAGEAFHS AFTER EEFLACING A WORD
6.10 SELECTING OFTIONS
6.11 A LITTLE ADVICE
6.12 REVIEW

TABLE OF CONTENTS

S1

w1
G91
e
et
bk

- rod
55

57
56
59
&1
&2
&3
&4
&5

&7

&7
&7
&8
&9
70
76
77
78
73
80
82
835

[RARREERRVLRR VX QR VRN AL
NG EGR



[
(e

10.

(28]

NEWWORD DO IT YOURSELF

PRINTING 99
7.1 FREVIERW ER
7.2 GETTING READY TO FREINT 99
7.3 FEINTING FRACTICE.DOC 100
7. FRINT BUFFERS 1a1
7.5 FREINT CONTROLS MENLU 102
7.6 WHAT YOU SEE . . . 103
7.7 BOLD PRINT & UNDERLINING 104
7.8 FAUSING 107
7.9 DOT COMMANDS & MESSAGBES 108
7.10 FEINT OFTIONS 111
7.11 STOFFING & FRINTOUT 113
7.12 REVIEW 115
WRAPPING UF BEFORE GOING ON 117
8.1 FREVIEW 117
8.2 CONGEATULATIONS! 117
8.3 FLAG CHARACTERS 118
8.4 JUSTIFYING 1139
8.5 HOW TO NAME YOUR DOCUMENTS 120
8.6 GOOD LUCKE! 121
8.7 CREVIEW OF NW 12z
ADVANCED NEWWORD 125
Gl FREVIEW 29
Fa 2 GOOD FOR YOU! 126
F.3 OFENING MENU 127
9.4 EDIT MENU 131
P.5 GUICK MENU 132
9.6 ONSCREEN FORMAT MENU 134
F.7 INDENTING LINES AUTOMATICALLY 136
9.8 HYPHEN HELF 136
P9 HYFHENATING GUICHK.DOC BY ALIGNING IT 137
.10 SOFT HYFHENS L 39
9.11 BLOCKEING % SAVING MENL 10
F. 1 BLOCKING 140
F.13 MOVING & HIDING A RBLOCE 141
Fa 1 OTHER BL.OCE COMMANDS 14
9.15 DOCUMENT COMMANDS 143
.16 FRINT CONTROLS MENU 1
DOT COMMANDS 143
10.1 HOW TO TYFE DOT COMMANDS 149
10.2 FORMATTING THE FRINTOUT ONLY 151
10.3 FORMATTING BOTH FPRINTOUT % ONSCREEN DISFLAY 157
10.4 A LAST WORD OF ADVICE 160
1005 EXAMFLES le1

TABLE OF CONTENTS



NEWWORD DO IT YOURSELF v

11. MERGE-PRINTING, CHAINING AND NESTING 167
11.1 WHAT ARE THEY™ 167
1i.: FREFARATIONS les
11.3 CHAINL. DOC 169
1l.4 CHAINZ. DOC 170
11.5 CHAINING FILES ON SEVERAL DISES 172
11.6 CREATING & DATA FILE 173
11.7 CREATING A FORM LETTEER 173
11.4d MORE ABOUT MERGING 178
i1.9 MaAE ING ENVELOFES FOR FORM LETTERS 180
11.10  FRINT FORMATTING 181
1i.11 MULTI-COLUMN MAILING LABELS 182
1l.12  SUMMARY OF MERGE-FRINTING ' 1684
11.13  EXAMFLES 188

1i2. SHORTCUTS 197
1.1 CONGRATULATIONS AGAIN! 197
12,2 TIPS FROM THE EXFPERTS 197

13. JOB AIDS 201
1.1 FLOWCHART 202
13.2 FUNCTION CAED 203
13.3 COMMAND CARD 206

INDEX 211

TABLE OF CONTENTS



NEWWORD DO IT YOURSELF -1 -

1. INTRODUCTION TO NEWWORD

1.1 PREVIEW
In this chapter, we will:
DISCUSS THESE TOPICS and INTRODUCE THESE COMMANDS
HOW TO USE THIS MANUAL
JOB AIDS

DEFINITIONS OF TERMS
THE COMPUTER KEYBOARD

1.2 WORD PROCESSING

Newword is a word processing progryam. It adapts a
computer  to the special needs of people who type.

Hiow does word processing differ from typing?

Dn the latest, sel f-correcting typewriters, fixing

mistakes can be easy, but only if you catch them
right away. UOtherwise, fixing typing errors is
general ly a nuisance. In word processingy correct—

ing errors is always easy.

FEditing typewritten documents can be a real chore,
invalving both retyping and cubtting-and-pasting.
I word processingy editing is a breeze.

With typewritersy, ochanging the ook of the page-——
usirng di fferent typefaces, altering line spacing
and indentations, and so forth-—means more rety-
ping and cubt-and-paste work. In word processing,
it means a few keystrokes.

Form lettersy, envelopes and mailing labels, and

INTRODUCTION
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other repeated documents are far more satisfactory
when done with a word processor.

And because Newword works on a computer, you can

combine word processing with other programs——
spreadsheets, data forms, gin rummy, statistical
analysis--whatever you like. The computer can

even check your spelling and syntax.

Can a typewriter match this? No!

Newword’s most distinguishing feature is what you see
is what you get. Although there are exceptions, if the
text onscreen looks the way you want it to, it?11 ook
Jjust as good in print. And you'll always be able to
check the screen to see how a change looks.

The wvariety and effectiveness of its print commands is
another of Newword’s distinguishing features. As  you
become accustomed to word processingy you’ll come to
appreciate, more and more, that Newword’s print funo-
tion rewards creativity in ways you never dreamed of.

There are many automatic functions in Newword, too. For
the most part, they relieve you of many fundamental
"Mousekeeping”" chores you’d otherwise have to do.  How-

ever, advanced word processing operators will appreci-
ate that some of the automatic functions can be turned
of f.

Newword?’s many menus and help messages make it very
versatile. At first, youw’ll probably use them all the
time, since they explain how the program works., As you
come to learn Newword, though, you’ll gradually stop
ussing them. You can do this easilyy, because there are
several levels of help.

1.3 ROADMAFP FOR DO-IT-YOURSELF?'ERS

The Do It Yourself is a particular kind of +ftraining
manuwaly called a tutorial. Its underlying principle is
that we feel we have some responsibility for  ensuring
that you learn to use Newword as easily as possible.

The manual starts with several introductory sectionsg
this is one of them. Next, youw'll learn to make working
disks and to Ioad Newword. (These terms are just compu-

ter jargon--don’t let them throw you.)

Then you’ il plunge right into Newword, learning to type
a document. After that, there are a number of sections

INTRODUCT ION
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on correcting and changing documents. This is the real
nitty—-gritty of word processing.

Finally,y, youw Il learn how to print what you’ve created.

Do It Yourself

To help you do thisy, we've laid out a very detailed set
of  dinstructions. All youw have to do is  follow  them.
Once in a while we’ll explain how a command works, buts
moastly, we’ll just tell you what to do.

The Do It Yourself has & parts ...

The first part (chapters 1 through 8) covers the
basics. But you can do most of  the word processing
anyone would want to with these basics.

The second  part (ohapters 9 through 140 ETVET 8
everything el se.

Az you work your way through the first part, Yoo may
matice things on the soreen that we don®t talk about in
the text. Dontt be concerned. Wefll get to it in part

-
. »

>x> Here in the left margin is a useful feature of the Do
It Yourself. We call those 3 arrows the input sign.

As you work your way through the manual, you? 1 find
that you have to read a sentence or 2y type something,
reac a paragraph, type something, read morey, type moves
and S0 on.

Wet 1 display the input sign every btime there’s some-
thing to ftype or to pay special atbtention fo.
Helpers

The Do It Yourself is just one of several "Thelpers"
we!ve  developed.

I Newword itself there are menus and help messages.
Youw! Il Tearn about them as you go along.

Three obther helpers are job ailds. They®re in ochapter
1. Yol may also have been provided special IR e D A €
Copioes that you can post on the wall or  carrvy  from

woark station to work station ...

INTRODUCTION
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Command Card

This lists all of Newword’s commands in simple
alphabetical order. When youw!'re more familiar with
Newword, you’ll find this list to be very handy.

Flowchart

Some people find a flowchart useful. It shows the

various paths you can take through Newword?!s
MENUS . If youw?re visually oriented, you’ll like
this.

Function Card

All the commands are listed here, too, but they’re
grouped by function. For example, when you want to
erase something,y but can’t remember the appro—
priate command, ook for it here, under ERASING.

We won’t mention the job aids in the Do It Yourself
very often, but we recommend that you refer to  them
frequently. Théy’re very convenient, of course, but
they’re also useful as reinforcements. The tutorial is
s detailed that it's easy to lose sight of Newwoard’s
overall struscture. The job aids will remind you of it
and reinforce your learning.

The Newword Encyclopedia is another helper. It’s a
comp lete reference manual. After youw’ve finished the Do
It Yourself, when a problem comes up, or you can’t
remember something, or you don’t know how o make
Newword do something, look in the Encyclopedia.

andy, if you’re the sort of person who wants to know why
a thing works, the Encyclopedia will make good reading.

SOME ADVICE?

If youwre familiar with hardware, software and the ope-
rating system, skip the rest of this chapter. Go on to
chapter Z.

But if all this is new to you ...

Relax! Take your time. Work at your own best pace.

Be aware of when yowre growing tired, and stop
when you need to.

INTRODUCTION



NEWWORD DO IT YOURSELF -9 -

Don’t be afraid of the computer. Granted, you may
be confused by ity at firvst. But it’s just a tool
Pike any other, though a fairly complicated one.
In fact, once you're an old handy, youw Il realize
that computers are actually pretty dumb.

Focus on learning the corvect procedures, not  on
avoiding mistakes. You!re bound to make errors
Just don’t be distracted by them.

Froofread. After you've typed something, read the
soreen  carefully. Compare your entry with our
dirvections. Be sure it’s right before going on.

1.5 FIRST, GET TO KNOW YOUR HARDWARE

What's "hardware?" In computer jargon, hardware is
machines and equipment, like your terminal and key-—
board. Software is instructions encoded in  programs
like Newword. The instructions tell the hardware what
to do. Manuals like the Do It Yourself and Newword
Encyclopedia are called documentation.

You  have a computer, of course. It has a keyboard, a
video terminal that looks like a TV set, and probably
one or more slots for disks., If you were to look in the
slots  youw'd see the disk drives, which spin the disks
w0 the computer can read and write on them.

If you don’t have disk drive slots, don’t worry.  New-
worel works the same for you as for the rest of us.

Go over your hardware manuals carefully. Be especially
sure to locate the reset button, and see if you have a
brightness knob for the terminal screen.

If you use floppy disksy, practice inserting and remov—
ing them. We can’t emphasize too often that the disks
are very sensitive to abuse, especially dusty, grease
and magnetism.

You  probably have a printer, too, but you won'’t be
using it for a while.

INTRODUCT ION
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Before we get into NMewword itself, we want to go over

some general

terms and definitions, and familiarize you

with the keyboard.

If youre at your keyboard now, we should warn you that
the keys may not work in exactly the way we describe.
They will when you’re in Newword, though.

typing

characters

function keys

cur sor

RESET
button

INTRODUCTION

We assume that you know how to type, bub
it isn’'t essential. In fact, some people
have found that not knowing how to type
ism  good, since they don®t have to  une
learn old typing habits.

A character can be a letter, number,
punctuation mark or symbol - anything
whose image appears onscreen  when o you
press its key. In a line of text, even a
blank space is a character.

Most  keys on the keyboard are character
keys—--press a key and it types a charao-
ter. There are a few function keys, as
wel | ——the SHIFT key, for example, or the
TAR key.

Your keyboard may have additional funo—
tion keysy, as well. Usually they’re
labeled Fl, F2y F3 and so forth. You may
alen  have keys with arrows pointing  wp
and down, and left and right.

These added keys supplement some of New—
word?s  commands. They're explained in
your hardware manuals. Throughout the
Do It Yoursel f, though, we'll only show
you Newword’s commands.

The ocursor is displayed onsoreen. It
points to where the next character will
be entered. Depending on the terminal,
it may be a brightly lighted rectangle
about the size of a capital "0," or  an
under line. Throughout  this tutorial it
will be shown as [1 (usually with a
character insided.

Somewhere on the computer or  keyboard,
there’s a reset button. Fushing it caus-—
es most computers to come to o a complete
halt, allowing you to start over from
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DEL

ESC

BACK

LINE
FEED

REPEAT

CTRL

soratoh. Yo ® | have to Poad  Mewword
againy though, because resetting empties
the compubter’s memory.

Your  reseb button may be called a boot
key, because resebbing is often called
"hooting or "rebooting.” Or it may have
anather  rname. FEefer to youwr  hardware
mantals to find it.

DEL* s a function key; it means “"delebe,"
or erase. On some keyboards it's labeled
"RUB OUT," on others it has a special
symbol . You? Il practice using it later
i

There’s probably an ESCAFE key on your
keyboard. It's used once in a while in
Newword.,  Well point it out as we go
al ong.

You may have a BACKSFACE key that moves
the cursor to the left. It may have a
special symbol.

The LINE FEED key is on most keyboards—-—
it advances the paper rvoller on  the
printer, one line space.

In Mewword, however, it has a special
function: help! Youw Il learn how to use
it soon.

In one way or anothery nearly every
keyboard has a repeat function that lets
youw type a character over and over
again.

On some keyboards, all you have to do is
hold down the character key. Holding

down the D key,y for example, will pro-
cdure this on the soreen: ddddddddd. This
is called "auto repeat.” On other

keyboards, you have to type d once and
then hold down a special ey, label ed
REFEAT, or something similar.

Most computer keyboards have a CONTROL
key labeled "CTRL." It works like a
shift key, but instead of changing let-
ters to upper case, it enables you to
give commands to Newword.

This little symbol is a caret. It stands
for  the CONTROL key. It will be shown
with another character or 2, as in “~d"

INTRODUCT ION
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or "pbl.t Whenever you see this combina-
Liony,  hold  down the CONTROL key while
youl bype the letter (s) shown after the
caret.

Note  that most keyboards can type a
caret. Usually, one of the number keys
has a "™y" buty in the Do It Yourself,
don't type a caret unless youw're speci-
fically told to.

CAFPS LOCKE is a function key not found on
typewriters. It’s similar to a shift
ook, but it works mainly for letters,
not Tor symbols or  punctuation marks.
For instance, even with CAPS LOCK on, to
enter a dollar sign youw have to hold
down the shift key while pressing "¢."

Sometimes the CAPS LOCK key is  labeled
"ALL CAPS." Yours may have another name.

Howevery  your  computer may not have a
CAFS LOCE key at all. If that’s your
situation, here’s a Newword command that
does the same thing ...

CONTROL

Hold  down the CONTROL key and type the
caret. (Yes, here’s an instance when you
shouwld type the caret.)

On some keyboards, you have to hold down
both the CONTROL key and the SHIFT key,
before typing "*."

On & few keyboards, there is no """ cha-—
racter at all; ask your local computer
whiz or dealer about generating the cha-—
racter with your keyboard.

This procedure is clumsy, so don’t use
it unless you have to. It turns the CAPS
LOCKE function on and off, by the way. If
the function’s off, this procedure turns
it ony  if the function’s ony, the proce-
dure turns it off.

Femember this signg it means "carriage
return. " Whenever you see it, press the
RETUEN key. The key has several pur-
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posesy, which  you’ | learn as we go

along.
enter This is a term often used instead of,
"Fress these keys." But it means a lit-—

tle bit more; it means, "Fress thesge
keys and press RETURN. "

Sometimes Newword will ask you for
information or instructions. After you
type your response, you'll have to press
RETUREN to get Newword to act on it.

files Any information stored on the computer’s
disks is a file. Files can be just a
word or 2, or thousands of words.

Most  people have trouble, at first,
using “"file" this way, but yow' il get
the hang of it after a while.

In word processing, most files are docu—
ments. There are other kinds of files,
tooy, called "non—-documents.”

Nzt all computers use the keys and terms we!ve Jjust
reviewed. Check your hardware manuals and keyboard

against our list. Remember the differences as you go
through the Do It Yoursel f.

1.7 SIMFLE?

You may not think so.  But please remember—-—-starting is
. really the hardest part. In a short while, you’ll be
doing fine.

Ho take a deep breath, relax, and go on.

INTRODUCTION
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1.8 REVIEW

N

Here’'s what we’ve covered so far. If any of it is particularly
unfamiliar, go back and review it. But you don’t need total
recall. If you feel generally confident that youw' re doing okays
you are doing okay.

At each of these reviews, it's a good idea to take a breal.
Stretch, go for a short walk, have a snack——do whatever helps
clear your mind, o you can go on to the next sections of the Do
It Yourself feeling refreshed.

Introduction to ¥ Typing and word processing
Newwor d ¥ Newword’s most important features
Roadmap ¥ The Do It Yourself

¥ Job aids and Encyclopedia
Advice ¥ Relax! —

¥ Definitions
¥ The computer keyboard

INTRODUCTION



2. LOADING NEWWORD

2.1 PREVIEW
In this chapter, we will:

DISCUSS THESE CONCEFTS and INTRODUCE THESE COMMANDS

NEWWORD & CP/M
FOUR KINDS OF DISKS
System Disks
Distribution Disks
Boot Disks
Working Disks
INSTALLING NEWWORD
LOADING NEWWORD
BACKUF FILES

2.2 GETTING GOING

This chapter explains  how  to get going with
Newword. Mostly, this means preparing some disks.

We'll give you detailed instructions that are generally
applicable to desk-top microcomputers with 20 disk
drives, foor 5 1/74-inch floppy disks. Wel Il  assumey

tooy that your computer uses the CP/M operating system.

However, before you can fol low our  instructions, you
must read your computer manual and youwr CF/M manual . We
won’t  show you how to operate your compuber. Nor will
we explain very much about OF/7M TE%s up to you b
learn these yoursel T.

LOADING NEWWORD
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If yowve already studied the manuals, and if the &
topices  listed below sound familiar (You don’t have to
be an expert.?y keep going in this chapter ...

Choosing blank disks that are appropriate for your
computer, and inserting disks in the disk drives.

Resetting the computer.

Typing at the keyboard, reading the screen and
pressing the BACKSFPACE and RETURN keys.

Formatting disks, with the format program.
Futting CF/M on disks, with the sysgen program.

Copying files from one disk to another, with the
pPip program.

If you haven’t studied, or if the topics sound new and
"foreigny ' stop right here. Close this manual and read
your computer and CFR/M manuals, instead. remember to
pay special attention to the € topics. Come back to the
Do It Yoursel f when you’re done.

The programs named in the above list are standard ones
asupplied with many computers that use CP/M. If you have
programs  with these same names, the instructions we
give you will probably be all you’ll need. Just fol low
our directions from one step to the next. ’

Howevery, the names of your programs may be different
from ours. If they are, you’ll have to ook through
your programs to find ones that do the same things ours
dos. Find the programs that format the disk, put CP/M on
ity and copy files from one disk to another. Then, as
you  work through this chapter, you’ll have to compare
our instructions with yours. When the instructions are
di fferenty follow yours, not ours.

2.3 NEWWORD, CFP/M & YOUR COMPUTER

In the previous chapter, in section 1.4, we mentioned
some of the basic parts of a computer-——keyboard, termi-
naly disk drives. Inside the computer, there are other
parts, especially the central processing unit, which
does  most of the computer’s "thinking." The operating
system keeps all these parts working together—-—it  runs
the whole computer. It also coordinates all the equip-

LOADING NEWWORD
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ment you kool owup bto the computer, like printers and
el e ms .

There are several operating systems on the market. CF/M
i one of the most popular. It?’s published by a company
called Digital Research, which sells it to individual
computer manufacturers, the same way other programs are
sold.

What does the operating system have to do with Newword?

Welly, your computer can’t do anything at all, if CF/M's
not in therey, coordinating all the parts and equipment.
Siuy in order to use Newword, you first have to put  in
CF /M.

"Loading® is the computer term for putting a program in
a computer; actually, it goes into the computer’s memo-—
ry. Check your CF/M and computer manuals for  instruc—
tions  on loading CF/M. Usuallyy, you do it in just 2
steps «..

Fut a disk in drive A that has CF/M recorded on

it.

Feset the computery by pushing the RESET button.
The computer will read the CF/M program that's on the
disk, and then write the program in its memory. This
whole procedure is called "booting the system.”

On  some computers there's a 3rd stepy, pressing the
RETURN key after the RESET button.

2.4 DISKS, DISKS, DISKS

In this chapter, you'll learn about these 4 kinds of
disks ...

Boot disks Disks that have the CF/M
program recorded on them.

Distribution disks The disks on which
programs  are supplied by
the computer manufacturer
or program publisher.

Working disks The ones you use for day-
to—-day work.
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Backup disks Feserve ocopies of  other
disks, used only when the
originals  are damaged or
erased.

First, gome reminders about disks. Be sure you handle
floppy disks carefully. Take them out of their [oose
sl eeves when you put them in the computer, but don’t
ever remove the tightly glued-together wrapper that
completely covers the disk itself. It8's important, too,
to protect disks from magnets, from dust, dirt and
smakey and from extreme heat and cold. And ...

DON’T TOUCH THE DISK'S FLASTIC SURFACE!

Disks are often called diskettes. They're called flop-
pies, Loy hecause they’re so flexible, and the disk
drives are sometimes called floppy drives.

In the following sections, youw'll format a disk.  Then
you’ll put CF/M on it. aAnd  you® 1| put the file,
FIF.COMy on it, too.

Then youw’ll use the disk to make a backup copy of  the
Newwird distribution disk.

Therny you'll make a Newword working disk. This will
involve formatting another disk, copying files to ity
and a procedure called "installing." Then you’ll make a
backup copy of the disk.

Finally, you’ll load Newword in the computer.

We? |l use standard, CP/M-based programs and procedures
for these tasks, but, remember, if your computer came
with other programs, you should use them, instead.

There are lots of small steps in the procedures we’ll
show you, o take your time and follow along careful ly.
Whenever it’s your turn to do something speci fio, like
type or proofread, we'll put 3 arrows (>x3) in the
space to the left of the text. The arrows are the input
sign. They’re a signal that it's time for you to stop
reading and do something.

Along with lots of steps, there are many new concepts
and terms in this chapter, and throughout the manual.
When you feel confused by all the new information,
stop. Take a short break, to oclear your mind. Fead the
confusing sections again. Look for some detail that you
missed the first time-—-missing some small thing is
often the cause for not understanding.
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2.9 FORMATTING A DISK

Formatting is the way the computer prepares a disk for
LS . Disks that are formatted for one kind of compuber
usually  won’t work on ather kinds. It would  be more
convenient  if they didy, but they just don’t. 5o you
have to format youwr own disks yoursel f, with a program
that’s usually called format.

Here goes.

>r> Start by pressing the computer’s RESET button.
When  youw doy a message like this will prabably appear
on the screen; but the message 1isn’t necessary ...

Load a boot disk in drive A

>>> Nexty, in drive Ay, put the boot disk provided by your
computer  manufacturer. It may be called a ‘"system
disk," instead. It will have CF/M recorded on it.
It should have these 3 programs on it, too ...
FORMAT. COM
SYSGEM. COM
FIF.COM
(Femember, use your own programs, instead, if you
have any.?
How do you know if CR/MPs on the disk? How do you  know
if the 3 programs are on it7?
Well, your computer and CP/M manuals should tell  you
how. But here’s a way ...

CF/M on disk?

>x> In drive A, insert the boot, or system, disk.

If CP/M is on the disk, the computer will put the
program in its memory. Then it will write these 2
characters below the other lines on the soreen ...

A
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eww and the cursocr (B will be right after the
arrowy, like this ...

Axl

This very short line is called the "operating sys-—
tem prompt.” You don’t have to type it-—the compu-
ter does.

The prompt i a cuey a signal to you that CF/M,
i.9ay the aperating system, is in the computer’s
menohry. [t7s displayed whenever a program ends, to
show  that CF/M is ready for you to start the rnext

DE .

Alsoy,  if the prompt is "AXy" it means you're cur-—
rently working on drive A, If the prompt is "B>,"
youlre working on drive B, And so on. Your  CFR/M
manual explains this in detail.

If CFR/M's not on the disk, the operating system
prompt will not appear. Instead, the computer will
display an error messagey, like this ...

Disk error: boot disk not in drive A.

The error message may have instructions about what
to oo next, too.

If you get an error messagey, find a real boot
di sk, i.e.y & disk that really does have CF/M on
ity reset the computer (by pressing the RESET but-
tondy and try again.

ams on disk?

To see what programs are on a disk, use a direc—
tory program. CP/M has one built-in, so, once you
have a boot disk in drive Ay, all you have to do is
type "dir" and then press RETURN. The screen will
display a list of all the files on the disk.

Chezk the disk in drive A nowy, to be sure the 3
programs you need are on the disk. Just type o..

dir

The letters will appear to the right of the
operating system prompt, like this ...

—
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Axdir

wen and the cursor (@) will

Axdirl
e Froofread what you typed.

be after

17

"dir" ...

If it’s correct, press

RETURN. If it’s not, use the BACKSPACE key to
erase the wrong letters, then type the right ones

and press RETURN.

Al right. Those were the preliminaries.

disk now.

>o> Leave the disk in drive A alone,

disk in drive B. Make sure it’s a disk

priate for your computer.

Next, type ...

P format

On  the soreeny it will appear

like

(FRememnmber, "B" stands for the cursor.)

P> Froofread what you typed. If it’s okayy
If it’s not, use the BACKSPACE key to erase the wrong
letters, then type the right ones and press RETURN.

Let?’s format a

but put a new, blank
that's appro-

this: Arformatil.

press RETURN.

The screen 1s displaying a new message how, something

like this one o..

— Disk drive? (Ay By ...2 R

The program is asking what drive the blank disk is on.
You put the disk in drive By so type ...

Prr E

(Some programs may et you type "b"

instead.?

Yioaur SCreen

below the first. If

P Froofread what you typed. If it's okays
wil l have another message on ity
it'’s not okay, reset the computer and
again.
Depending  on yowr computer, the next

may noty be [ike this ...

type "format®

message mays ar
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Density? (8 = single, D = double) B

"Density" refers to how compactly data is recorded  on
the disks. Check your computer manual, then type the
letter that’s appropriate for youwr  computer.

Howevery if the message doesn’t appear, it's because
you don’t need it. So don't worry.

Nexty, the screen will display something like this ...

Insert disk to be formatted in drive B, then press
RETURN. B

This is a remindery; to be sure you actually have a disk
in the drive.

T be on the safe sidey, ocheck to be sure there’s a
blank disk in drive B. When you’re sure there is, press
the RETUEN key. Go ahead; press it.

NMow the computer is formatting the blank disk. It will
take a minute or 2y and the program may be displaying a
nessage that says the formatting is underway. Check the
screeny, to see if 1t is.

When the formatting’s doney, a message like this will
APPEAr ...

Disk is formatted.

Fress RETURN to end program, or type F to begin

again. 1

Youfre finished with the format program for FitiWy 7
press RETURN, to end it.

2.6 PUTTING CF/M ON A DISK

>

LOADING

The next job is putting CP/M on the blank disk, S
btype o..

sysgen

On the socreeny, it will appear like this: Alxsysgenll.

NEWWORD
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2> Froofread what you typed. If it’s ocorrect, press
RETURN. If it’s not, use the BACKSFACE key to erase
YOUY errorS, type the correct letters, and press
RETURN.

The screen will display a message like this ...

Source drive? (Ay By ...7 B

The computer’s asking where it can find CFR/M. Itfs on
the disk in drive Ay, s drive A is the source. There-
forey, type ...

P4 A
(Some programs may let you type a small "a.'")
23> Froofread what you typed. If it’s correct, fine. If
it’s not right, reset the computer and type '"sysgen'

again.
The computer mays, or may not, display a reminder mes-
sage nowy like this ...

FPut source disk in drive A, press REETURN. R

If there's a reminder message like this on the soreeny
press the RETURN key. But if there's no messagey don’t
press it.

Next, a message like this will Come ORNSIreen «u.

Destination drive? (A, By ...2 1

Now the computer?s asking where 1t shouwld put CR/M. You
want it on the disk in drive By so drive B is the des—
tination. Therefore, type ..

x> E

(Some programs may et you type "b.o "2

b Froofread what you typed. If it?'s corvect, fine. If
it’s not, reset and start again.
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The computer may display another reminder message nowy
like this ...

Put destination disk in drive B, press RETURN. 1
ce. oF it may display a simpler message, like this ...
Fress RETURN to begin. B
> In either casey, go ahead-—press RETURN.
The program is very quick, so it's probably finished

already. The screen is displaying a message like
this o.w

Press RETURN to end the program, or type § to
begin again. A

Pr> You?re finished with this program, so press RETURN.

2.7 COFPYING FILES WITH FIP

Now it’s time to put FIP.COM on the blank disk. As your
Cr/M manuwal explained, FIF.COM enables you to  copy
files, or to send them from one disk to  another, or
from one piece of equipment to another.

Leave the 2 disks in their drives, and type this ...

P pip bi:=pip.com

Onscreeny it will look like this: A>pip bi=pip.comll. It
means you're going to “pip," or copy, the file PIF.COM
toy the disk in drive B.

>y Froofread what you typed. If it's exactly like our
exampley, press the RETURN key. If it’s not, use the
BACESPACE key to erase your mistakes, type the line

covrentlyy, and press RETURN.
When the ocopying is dones the computer will let you

krow by displaying the operating system prompt below
the obher lines (AZED.

LOADING NEWWORD



NEWWORD DO IT YOURSELF 23

2.8 TIME OUT

How are you doing? Youw’ ve accomplished gquite a bit. The
disk in drive B is no longer blank. It’s been format-
tedy CP/M has been recorded on ity and there’s one file
o ity FIF.COM.

IF youw want toy you can see the contents of your disky
by typing "dir bz," and pressing RETURN. CF/M's built-
in directory program will display the contents of  the
disk in drive B. OUnly FIF.COM will be listed; CF/M
itsel f never shows up in the directory.

In & minute, you can take a break. But, firsty, we want
b explain a couple of things.

Firsty, about typing upper and lower case letters.

Upper case letters are capital letters ...

A B C D E

Lower case letters are small letters ...

Bometimes it doesn't matter to the computer whether you
type upper or |lower case letters. The computer will
understand what you meany, no matter which  you use.
Sometimes, however, it does matter. It depends on the
PY OCy Al .

Typing upper case letters involves an extra keystroke—-—
holding down the SHIFT key. Therefore, here in the Do
It Yourself, we'll have you type lower case letters
whenever possible, simply because they're easier.

Second, about the way we give instructions. We’re not
going to remind you to proofread anymore. You?’ll have
to remember to do it yoursel f. And we’re going to start
using a new symbol ..

Lcr >

Fronounce it as "carrviage rveturn.” If youw're an  exper-—
ienced typist, you know where the term comes from. If
youfre noty don’t worry about it. Just remember that it
means, "Fress the RETURN key."
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We? |1 start wsing a new computer term in place of
"type," too. Welll use "enter." It’s more accurate.
Okay. That’s all for now. Take a break. Get up and

stretch. Don’t think about computers for a while.

Come back when you feel refreshed.

2.9 DISTRIBUTION & BACKUP DISKS

>>>

2>>

>>>

>>>

>>>

Newword is supplied on a floppy disk called a “"distri-
bution disk." It’s the original disk on which Newword
is distributed to computer users like you. Most distri-—
bution disks are write-protected, meaning you can’t
writey ieeuy record, anything on them. You can only
read their files, and copy the files from the distribu-
tion disk to other disks.

Do not use the Newword distribution disk for routine
work. What would happen if the disk were damaged? You'd
lose Newword.

In fact, the first thing to do with the distribution
disk is to make a copy of it. You?ll make a backup
copyy also called a "backup disk."

Backup disks are a safety measure. They’re not used in
day—to—day work. Instead, they're put away for safe-—
keeping, preferably not in the same room as the compu-
ter. Backup disks are used only when the original disks
are damaged or inadvertently erased.

T make the backup disk, follow these steps ...

Take the disk out of drive A, and put it aside.

Move the disk you just formatted from drive B to
drive A.

Put the Newword distribution disk in drive B.
Reset the computer.

Enter ...

pip as=b:¥.X%

(Remember to proofread and corvect mistakes.)
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Lor »

(This means, "Fress the RETUREN key. ")

Onscreen, the fime will | ks like this:
"Apip ar=b:¥.¥R." It means every file on the disk
in drive By d.e.y on the distribution disk, will
be copied to the backup disk in drive Al

A each file is being copiled; its name will be
displayed onscreen. When the copying’s overy  the
last line on the soreen will be the operating sys-
tem prompt ...

AR
>>> Make a label for the backup disk. It should say
something likey "Backup——Newwoyrd distribution

disk." Disk manufacturers recommend that youw write
on the label before affixing it to the disk. Most
of them also recommend that you not use a ball-
point  pen——the ink tends to bleed through the
label and disk wrappery; onto the disk itsel f.

>2> Remove the disk from drive A, put the label on it,
and put it away, preferably in another room.
(Storing backup disks in another voom is  extra
protection against loss in case of  fire, thefty
etic.) :

2.10 BOOT DISKS

As we explained in sections 2.3 and 2.4, boot disks are
simply ones on which the CF/M program has been record-
ed. Here's why they're important.

Every time you press the RESET button, CF/M is erased
from the computer’s memory. However, since CF/M has to
be in the memory for the computer to work, you have to
put it back in, right away. The way you do it is to put
a boot disk in drive A. This is called "booting the
system."

Once you've reset a computery you have to boot the sys-—
tem before you can use the computer again. If there’s a
boot disk in drive A when you reset, the computer can
boot right away, because it will be able to put CFP/M in
its memory immediately. If there’s no disk and,
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instead, you have to insert oney, the computer will wait
until youw do.

Some computers also reguire you to press the RETURN key
after pressing RESET. They won’t look for CR/M on the
disk until you dio.

Whern youlre more experienced, you may want to keep just
one  boot disk, to use only if youw’ve had to reset the
comnputer. However, while youw're learning Newword,
you? Il probably be resetting often, so we’ll make sure
you always have a boot disk in drive Al

WORKING DISKS

A working disk is one that you use for day—-to-—day work.
Feriod.

It?’s not a distribution disk, because files are put on
it by you, not by the computer manufacturer or program
publisher. It's the opposite of a backup disk, because
it’s used for routine work. And it can do double-duty
as & boot disk, if you put CF/M on it.

Let’s make a Newword working disk. To do that,  you’ll
have to prepare another blank disk.

Here are the instructions for preparing the disk ...

In drive Ay put your boot, or system, disk. It'’s
the one that has CF/M, FORMAT.COM, SYSGEN.COM and

FIF.COM on it. You used it to format the first

blank disk.
In drive By put a blank disk.

Feset the computer. This will boot the operating
system. '

Format the blank disk, by typing "format" and
pressing RETURN. Follow the divections in  the
onsoreen mnessages. Refer to section 2.4, 1if you
want help.

Fut CF/M on the disk, by typing "sysgen" and pres—
sing RETURN. Follow the directions in the onscreen
messages, and refer to section 2.5 for help.

Copy FPIP.COM to the disk in drive By, by entering .
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]
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pip b:=pip.com
(Proofread and corvect mistakes.)
{cr
(<cr?» meansy "Fress RETURN. ")
Okay. The disk has been formatted, and CF/M and the
file FIF.COM are on it.
Here's the next set of instructions ...
Remove  the boot disk from drive Ay and put it
AWAY .
Move the disk in drive B to drive Al
Fut the Newword distribution disk in drive B.
Feset the computer by pressing RESET.
That part was easy.
You? re  ready now to copy files from the distribution
disk to your new working disk. Youw’ll use FIF.COM for
this.
Here are the instructions ...
Enter this ...

pip<cr

On  the soreens the last line will look like this
MW e a

*0

S oenter ..

as=bir¥.ovricr >

The line will look like this: #Har=b:¥.ovrill;
it will wcopy every file ending with J0OVRE  from  the

LOADING NEWWORD




NEWWORD

distribution disk

DO IT YOURSELF

in Drive B to the working disk in

Drive A. There are 3 files: NWFRINT.OVE, NW.OVE and

NWMSGS. OVE. They’ll be listed onscreen as they're
copied.

When the copying’s finished, this will be the |ast

line on the screen ...

*n

Now enter ...

>>> a:=b:¥.doc

{cr >

It will
copy all
33

look [1ke this:
the files that
they’l| be listed as

end with

>>> When the 3 .DOC files have been copied,

of the pip program. To do this, simply

The computer will

the screen ...
AR

Let?’s check the working disk with CP/M?

gram, s you can see all the files you

Enter this ...

>>> dir

Ler 2
The computer will

disk, like this.
be in a different

On your screen,
order ...

¥a:=b:*.docll,
. DOC.
they’re being o

write the operating system prompt

display the files that are
thoughy

and it will
There are
opied.

you can get oub

press RETURN.

a1

s directory pro-
copied to it.

on the
the files may

NW OVR : NWMSGS OVR : NWPRINT OVR : FIF com
PRACTICE DOC : SAMFLE1 DOC : SAMFLEZ DOC
If you’re feeling a little overwhelmed, take a Dbreak.

Come back when you're ready.
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>>>

P

INSTALLING NEWWORD ON YOUR WORKING DISK

T
L F

The next job is called "installing." It means adapting

a program  to the individual characterist
hardware-—terminal , computer, printer, etc
installed a program on a particular set
you don’t have to do it again.

At this point, we're concerned only

ics  of  your
« Once you?ve
of  hardware,

about youyr

terminal. The rest of your hardware will be taken care

of automatically.
The following is based on Nuts & Bolts,

guide that accompanies Newword’s installat
Refer to that manual for more help.

Okay™

Firsty enter this ...

b:instalnw

the user’s
ion program.

{cr >
(Froofready, corvect ervors, then press RETURN.D
This means, "Start the install program, which is on the

disk in drive B." That’s the distribution

On the screen, youw ll first see a copyrig
information about the version of install €
It’s not important just now. After a few
following will appear ...

Name of file to install?

Enter ...

b:nwu (Yesy, it ends with a "u. ™)
LCcr >

NWL is the uninstalled version of NEWWORD.
distribution disk, too.
This message will appear now on the soreen

File to hold installed Newword?

disk.

ht notice and
hat you have.
Gecondsy the

Its on  the
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The terminal that Newword is now installed for is the TeleViden 925/950
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Enter ...

anw (This time, no "w.'")
Ler »
You just told install to put the installed version of

Newword on your working disk, which is in drive A, and
to name is nw.
The screen will now display this ...

MAIN MENU

FPlease select one of the following to install.

A Terminals E Document related items
B Printers F File related items

C Computer related items G Fresh user area

D Newword related items H Special patches

J Help with this menu X End of installation

What is your choice?

(A menu is a list of options from which you can choose.
Install has many menus, but you’ll be using only 2,
this time.l

Type «.s
a (Yes,y, there’s no need to press RETURN.)
Mow install will display this message ...

This will be followed by ...

Do you want to change this? (Y/M)

If your terminal is not a TeleVideo 925 or 9350,

follow these steps. CIf your terminal is a TeleVideo
925 wor 950, read through the steps, but don’t do  any—
thing. We'll let you know when you need to go to work

again.l ...

Type ..

LOADING NEWWORD



NEWWORD DO IT YOURSELF 29

FE¥ Yy (This means youw want to make a change.)

Install will display a list of terminals, followed
by «.a.

What is your choice?

FE Look for your terminal on the list.

If your terminal is not on this list, you’ll have to do
some research before going any further ...

"Emulation" is a technical term for imitation.
Most computer terminals, especially the newer,
free-standing models, can imitate a few other ter-—
minals. They do this to make up for there being
few industry-wide standards for terminals.

> Find the manual, or section of a manual, that
explains your terminal’s operations and capabili-
ties. Look up the section on emulationg it may be
listed in the table of contents or the index. If
your can’t find "emuwlation," try looking for "ter-—
minal parameters, " "DIF switches," "other termi-
nals," "installing," etc.

> Fead the section on emulation. See if your tevmi-—
nal can be made to imitate one of those on the
above list. If it -wan, follow the manual’s direc-—
tions for setting up the emulation. Then come back
to the Do It Yourself. When it’s time to  install
the terminal, install the one youw're emulating.

(An  alternative would be to ask your dealer, or
somneone else who might know, about emulation.)

FE> If your terminal, or the one youw’re emulating, is
on the list, type its letter.

In response, install will display this ...

The terminal that Newword is now installed for is the [bone selectedl.

Do you want to change this? (Y/N)

Check to be sure the terminal really is the one
you chose. If it is not, type y, and choose again. If
it is, type ...
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>E> n
The Main Menu will retuwn to the screen.
pIED S Youlre ready to end the install programs so  type
When install is ending, it displays ...
The chénges you requested have been made.
Newword is now installed for the following:
Adds 25 Lovr whatever terminal you selected]
Draft Frinter
Do you want to change this? (Y/N)
Check once agains just to be on the safe side. If
the terminal’s correcty, type n.o If it’s not, type
y and start again.
When the installing is doney, the computer will
write the operating system prompt, AX, at the bot-
tom of the screen.
If your terminal is a TeleVideo 925 or 950, or if it
emul ates a TeleVideo 925 or 950, follow these steps ...
Type ...
>>> ] (This means you don't want to change the
current installation.) —
The Main Menu will be displayed.
Type «.-
>2> %

Install will display ...
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The changes you requested have been made.
Newword is now installed for the following:

TeleVideo 92573950
Draft Frinter

Do you want to change this? (Y/N)

Checlk once again, just to be on the safe side. If
the terminal’s correct, type n. If it’s not, type
y and start again.

When the installing is done, the computer will
write the operating system prompt, A>y at the bot-
tom of the soreen.

>>> Take the distribution disk out of drive B. Fut it awvay.
You won’t have to use it for a while, as long as  youw
don?t change your terminal or other hardware.

>>> Leave the working disk in drive A.

2.13 LOADING NW, AT LAST

It’s taken a long time to get herey, to when you ocan
finally load our word processing program in YUY ompue
ter and see what it’s like. After all the work you've
done to get to this point, loading nw may be an  anti-
climax, because it’s so easy. But we hope not.
Here’s what you have to do ...

Onscreen, the last line is the operating system

prompt: A>R. So enter ...

>>> nwlcr >
(Yes, you have to press RETURN, again.?

Onscreeny, it looks like this: Anwl. It will I mad
nw in the computer’s memory.

What happened after you pressed the RETURN key? Well,
if nwis properly installed, first, the computer read
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the NW.OCOM file that’s on the working disk. (The
install  program  put it therve.dThen it fol lowed  the —
file's instructions. For the most part, they had to  do
Wwith putting parts of the nw program into  the  compu-
ter?s memiry.
While this was going ony Newword displayed the copy-
right notice and the install specifications ...
Newword 1.00N Serial No. 000000

Copyright (3
All rights reserved

CTerminal l
[Frinter]

1982 Newstar Software Incorporated

The copyright and install message stayed on the soreen
for several seconds. Then, when all the necessary parts
of  the program were in the computer’s memory, Newword —
displayed the Opening Menu ...
OPENING MENU
D get a document to change, L change logged disk drive
or create a new document E rename a document
N create or change non—document 0 copy a document
P print a document Y delete a document
M merge—-print a document F directory off
C protect a document R run a program
X all done with Newword (exit) J help
Ohoce this is displayedy the loading is complete, and
Newword is ready to go o work for you.
However, if something went wrong, the onscreen display
cowld have been garbled in any number of ways. We can’t -
tell  you exactly what went wrong, but we can  suggest
a few things ... '
If youwre emulating another terminal, be sure
you! ve  adjusted your own terminal corvrectly.
Review the emulation section of your terminal
manual y carefully. Call your dealer if you have
any problems.
Fepeat the installation procedure. If ymu make
mistakes while typing "bins" or "binwu" (with a
"w"ry  the computer will let you know very soon.
But it won't let you know if you make mistakes
while typing "ainw." So proofread that line extra

careful ly.

LOADING NEWWORD
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When you select a terminal at the Main Menu, be
sure it?'s the right one. If youwre emulating ano-
ther terminal, select the one yowre emulating,
not your own terminal.

After you make your selection, what does say about
the current terminal? Make sure it names the right
O €W If you’re emulating another terminal, it
should name the one youw’re emulating——it should
not name your own terminal.

If yowre still having troubley, turn to Appendix B
of  the Newword Encyclopedia and go through  the
custom  terminal installation procedure outlined
there.

Feep installing and [oading nw until you have it right.

Having learned how to start Newword, how do you stop
it? Welly the easiest wayy right now, is just to reset
the computer.

x> G ahead; press RESET.

a2 It's wise to make a label for the disk right away. 1t
showld  sayy "nw working disk," or something to that

effect. Don’t use a ball-point pen.
2.14 MORE DISKS
In the next chapter, you’ll begin using Newword. Before
ending chapter 2, though, we want to show you a few
more bthings.
First, now that you have a nw working disk, you should
make a backup copy of it right away. Here’s how ...
> Femove the working disk from the computer, and put
the label you just made on it. Set the disk aside.
Pr2 Feset the computer.
b Get a blank disk, and format it, the way we showed
you in section 2.4, Youw'll need to put the boot,
o system, disk that came with your computer in

drive Ay and the blank disk in drive B.

rPEy Fut  CF/M on the blank disk, the way you did in

section 2.5.

x> Femove the boot disk from drive A. FPut the Newword
working disk in its place.

LOADING NEWWORD
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Reset the computer.

Enter this ...

pip b:=¥.¥
Lcr >

Onscreeny it will look like this: AXpip br:=¥.%0.
It will copy all the files on the working disk to
the backup disk in drive B.

Make a label for the backup disk ("RBackup-nw work-
ing disk")y remove the disk from the computer, put
the label on it, and store it with the other back-
up disk you made.

There’s another way to make a backup disk. But you need
a special program, backup. Sometimes it’s called fast-
copy or diskcopy, instead. It copies, just like pip,
but it only copies the whole disk, whereas pip can
copy individual files, as well as the whole disk.

Here's a quick summary of how to use backup ...
First, put the backup program on your nw  working
disk. Use PIF.COM to copy the program to the work-
ing disk from the boot, or systemy, disk that came

with your computer.

Nexty use that same boot disk to format a blank
disk.

Next, put the blank disk in drive B and the work-
ing disk in drive A.

Feset the computer.

Enter ...

backup
(Use your program’s name, if it's different.?
Loy >

Additional instructions may be displayed onsoreen

after you press RETURN. If they are, follow them
carefully.

LOADING NEWWORD
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Keep in mind this further difference between the
programs. Even though pip can copy the whole disk, it
cannot copy the CP/M program on a boot disk. Only back-~
up can do that.

Also, if you haven’t already done it, you should take
time now to make a backup copy of the boot, or system,
disk that came with your computer. Format a blank disk
and use one of the programs we Just showed you, leeay
either pip or backup.

And, remember to update your backup disks every time
you change the original working disks.

Okay. That’s the first thing—-making more backup disks.
Here’s the next thing.

Later in the Do It Yourself, we’ll tell youw to o put a
new, formatted disk in drive B. You don’t have to Ry e
pare the disk right this minute, but you can,  if you
want the practice. All you really need to do is format
ity but you can make it a boot disk, as welly if you
want to. Putting PIFP.COM on it usually proves to be an
advantage, too.

Finally, throughout this chapter, we’ve shown you how
lines look on the screen. Well, we’re not going to do
that anymore, except when we feel it's really neces-
sary. For example, we won’t show yous Ay the operating
system prompt, or the cursor, H. At least, not very
often.

2.15 .BAK FILES

A word to the wise. You’ll be making your share of mig—
takes, while you're learning Newword. Don’t let  them
bother you. Everyone goofs when they’re getting used to
A4 new progranm. In fact, even experienced word PIY T -
sing operators make mistakes. They're inevitable.

Unfortunately, your computer will make mistakes, Lo,
When they happen, they’ | probably erase the document
youwre typing. There’s not much you can do about them.
Just reset the computer, and start again.

But here’s where backup disks come in handy.  You? ||
have a backup copy of every working disk. When the come—
puter goofs and swal lows a document, you can get  yeg-
terday’s version of the document from the backup dislk.
Use the pip program to copy it from the backup disk  ta
the working disk.

LOADING NEWWORD
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What?’s morey if youw're working with Newword when the
computer goofs, here’s something else you can do. (This
explanation may be hard to understand, now, but remem—
ber that it’s here when you need it.)

Newword  auwtomatically makes its own backup copies of
all your documents, right on the working disks. You’ll
see the copies listed in the directory as you work
through  this manual. They’re called ".BAK files,"
because their names always have the same ending: . BAEK.,
Foor exampley, Newword?’s JBAE file of a document called
"THIS.DOC" would be named "THIS.BAEL.L"

CBak files are usually more current than the copies on
backup disks. Soy when the computer swallows a document
that you’ve made with Newword, remember that you can
replace it with its .BAK file.

However, as a precaution, Newword won’t let you use a
LBak file until you change its name. All you have to
change is the ending. Do this with CRP/M's built-in
rename command. For example ...

Suppose youw're working on a document called
"TODAY." It's .BAK file would be named "TODAY.-
Bak. " Suppose,  tooy,  that youwr computer swallows
TAODAY.

You?ld have TODAY.BAK to replace ity but before you
could work on TODAY.BAK, youw’d have to rename it.

Ty cdo that, reset the computer. Then, at the ope-—
rating system prompt, enter this ...

ren today=today.bak
{or >

(Check  youwr CP/M manual for dirvections about keeping
track of what drive youw're working on, and about naming
drives when you use the built—-in commands.)

You  can rename a «BAE file to anything you _like--just
don?t use the «BAK ending. Andy note that, even if your

document has its own ending, such as "TODAY.MON, " New-
worel?s JBAK file will still be called "TODAY.BAK."

2.16 THAT'S ALL

Take a break. You really deserve it!

LOADING NEWWORD
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2.17 EREVIEW

¥ Stwdying youwr computer and CF/M
manual s.

Mewword and CF/M.

4 kinds of disks.

Formatting a disk, with format.
Futting CF/M on a disk, with sysgen.
Copying files, with pip.

Making a backup copy of the Newword
distribution disk.

Boot disks.

Working disks.

Making a Newword working disk.
Installing Newword, with instalnw.
loading Newword.

BAE files.

LOADING NEWWORD




L
m

LOADING NEWWORD

NEWWORD DO IT YOURSELF

—



OPENING

3.

3.1

PREVIEW

In this chapter, we will:
DISCUSS THESE TOPICS and INTRODUCE THESE COMMANDS

TYPING A DOCUMENT

OPENING A DOCUMENT . . . . « . . . D
CLOSING A DOCUMENT . . . . « « « « 7™KD
OFENING MENU HELP. . . . . . . « . J
EXITING NEWWORD. . . . « . « « .« « X

3.2 OPENING MENU

>>>

In section 2.12, you learned how to [oad Newword, and
how  to leave it. Review that section, then put  your
Newword working disk in drive A and load the program.

Once Newword is |oaded, on the soreen youw' re confronted
by the Opening Menu. It looks like this ...

OFENING MENU

D get a document to change, L change logged drive
or create a new document E rename a document

N create or change non—document 0 copy a document

P print a document Y delete a document

M merge print a document F turn divectory off

C protect a document J help

X all done with Newword (exit) R run a program

DIRECTORY Drive A
FIRST.DOC PRACTICE.DOC SAMPLEL1.DOC SAMPLEZ.DOC

Just like menus in a restaurant, computer menus |ist
options from which you can choose. The options are

OPENING
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functions, like createy print and copy. To select  an
option,  you simply press a key or 2.0 For examples to
select bthe function, "print a document, " all you have
ton oo is type p.

Ohce  you?ve made a selection, Newword may ask you  for

further information——a name, maybe, o more debailled
instructions. The messages asking for the information
are called "prompts. " In this example, after you typed

pry Newword would ask you to name the document that  you
wanbed to print.

Here in the Opening Menuy, the options have to do with
hasic file maintenance, and the prompts usually ask for
the name of the Tile.

You  should respond to prompts by typing the necessary
information, just as if you were typing the text of a
document.  Then you must usually press the RETURN  key.
For  the example, youw'd type the name of a document,
then press RETURN.

Felow the menu is a divectory of the files that are
stored on the disk you're currently working with. It
looks like this ...

DIRECTORY Drive A
FRACTICE.DOC SAMFLE1.DOC SAMFLEZ.DOC

FIRST.DOC

Let’s type something right away. If your keyboard has
auto  repeat-—see "REFEAT" in section 1.3--you’ll  have
to type with a very light stroke. But youw Il adapt
pretty quickly, so let’s go ahead. The worst you can do
i rnot make mistakes!

The first step is opening the document.

There are 2 parts to this step. You have to select the
function, then you have to name the document. Soy  to
begin, type ..

(Yes. Al though the menu shows an upper case "Dy "  you
can type a lower case "d.')
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P Look at the top of the screen, in the far left corner.
If you typed the d corvectlyy, there will be a "D"
there.

There will also be a prompt onscreeny, beginning with

these words . wow

Specify the name of the document . . .

If you typed another letter, some other message may be
onscreen. Don’'t try to figure out what happened. Don’t
try to correct your mistake. Just GET OUT by pressing
your computer’s RESET button. Then you’ll have to load
Newword again. Refer to section 2.12 for help.

bR If you typed the "d" correctly, read the paragraphs on
the screen.

After them is a line with just one word ...

Document?
The "d" you typed was a command. It stands for "Create
or change a document.! Newword knows what you want  to
do nowy, which is to open a document. But it needs a

name for the document. So it asks, "Document?”
There's also a listing of commands on the scocreen. It
begins with the heading, "WHILE ENTERING." Ignore it

for now.

Type this name ...

Frr first.doc

PE> Fead what you just typed. Does it ook exactly like the
name above? Is  there a period between "first" and
i d|:": 1 -':‘:t

2 If what you typed is okays, press RETURN. If it’s not

correct, use the BACKSPACE key to erase your mistakes,
retype the liney, and press RETURN.

Now NMewword will ook on the disk for a document named
“fivest.doo. "

But Newword won’t find one. Not this time, because Yol
haven’t typed it yet.

Bo Newword has to ask you another gquestion. It’s dis—
played beneath the "WHILE ENTERING" message ...

OPENING
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Cannot find it. Create a new one (Y/N>7? L[]

This question is a doublecheck against mistakes. You
want to tell Newword, "Yes, you’re right. There’s no
document called FIRST.DOC on this disk. And, yes, I
want to create onel™

S0 now you should enter ...

Yy

(Here, you do not have to enter <or>. This is true for
all prompts that require a yes or no response.)

If you entered this last command correctly, the screen
will change. At the top will be a new ment, label ed,
"Edit Menu."

If you made a mistake, another menu might be there, or
maybe the screen won’t change at all. It depends on
what you actually did. But don’t worry. Just GET OUT,
by pressing the RESET button. Load NEWWORD, and begin
again.

3.4 TYPING FIRST.DOC

OPENING

Once  you're safely at the Edit Menu, Newword is  ready
for you to type the document called FIRST.DOC.

You’re probably curious about the menu. It lists some
of  the commands you’ll be learning. But we think it’s
best if you not learn them vight now. They’ll make more
sense after you've typed a document.

However, before you start, there’s one important
instruction we need to give. It's mostly for people who
already know how to type, but  everyone should khow
about it.

With Newword, just as with a typewriter, pressing the
SPACE BAR will create a blank space in the bext. That's
how  you make the spaces that separate words, and  you
should continue to use the SPACE BAR this way.

But, unlike a typewriter, do not press RETURN at the
end of each line. Just keep on typing as if the line
hasn’t ended, and Newword will end the [ine for you.

~—
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The only time you press RETURN while typing in &
document is to end the last line of a paragraph and to
add a blank line (for example, between paragraphs).

>>2> Okayy here’s the document, FIRST.DOC. It has 3 para-
graphs. Type it as best you cany but don’t worry about
mistakes. You’ll correct them later ...

As you type FIRST.DOC, you’re learning some of Newword’s
functions and commands. For example, did you remember that
there’s no shift lock on the keyboard? There may be a CAFS LOCK,
but you still have to use the shift key to type the question
mark. You must have noticed that when you reached the end of a
line, the cursor automatically went to the next line. This |is
called "word wrapping." When you finish typing this sentence,
press the RETURN key twice.

The first time you pressed RETURN, Newword ended the paragraph
and sent the cursor to the beginning of the next line. The second
time you pressed it, Newword created another line. To make a
paragraph indent, use the TAB key or the SPACE BAE.

When the text reaches the bottom of the screeny, Newword
automatically rolls thée entire screenful up underneath the menu,
one line at a time.

(You’re doing great!)

Now we're going back to the Opening Menu, to learn about the
rest of the options listed there. Hold down the CONTROL key with
ohe hand, and press k and then d with the other. The screen will
change after you press the keys.

3.5 CLOSING FIRST.DOC

Fressing CONTROL; k and d has 2 results ...

The screen changes-—FIRST.DOC and the Edit Menu
are replaced by the Opening Menu. A& Third menu,
the Blocking & Baving Menuwy, may flash brieflyy

t .

Newword stores FIRST.DOC on the disk, where it
will stay for as long as youw want it to. FIRST.DOC

im now a file. If you knew howy, you could read and
edit the file, format and prinmt it, copy it, move
it to other disks or erase it.

OPENING
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Storing a document this way.is the opposite of opening
ity s we call the procedure, "olosing." There are
several ways to close a document; this one is called
"saving."

If you haven’t already done it, enter ...

.»*.kd

If the Opening Menu doesn’t come onscreen, it’s because
the keys you pressed weren’t CONTROL, k and d. Here's
what to do ...

Felax!

Ignore what’s on the socreen.

Find the CONTROL key on the keyboard. Hold it
down while you look for the next key.

Find the u key. Fress it once.
Let go of both keys.

Now find the CONTROL key again and hold it down.
Feep holding it down.

Find the k and d keys.

Fress the k first, and then the d.

Let go of all the keys.
This procedure will rescue you from most of the mis-—
takes you could have made. If it didn’t, there may be
another procedure outlined in your other manuals. If
noty you may have no other recourse than to press the

reset button and start over.

For the time being, every time you close a document,

use “kd. Newword will go to the Opening Menu.

S0 FAR?

Fause Tor a minube, stretoch if you need toy, and relax.
AL this point, it7s easier to learn Newword if you take
small steps.
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Before typing FIRST.DOC, you looked at  the Opening
Menw. One of the documents listed in  the divectory

there was  SAMPLEL.DOC. It’s actually a copy o f
FIRST.DOC that you can use in later exercises if  your
own copy isn't satisfactory. But don’t try to ook at
SAMFLEL.DOC rnow.

You may want a longer break. If you doy, press ...

e %
This will take youw out of  Newword completely; it’s
called "exiting." The operating system prompt, AZ,

should be at the bottom of the soreen afterwvards.

If you have floppy disks, it’'s a good idea to remove
them——and store them properly.

If you have another kind of system, exit according  to
its procedures.

When youw re ready to start again, load Newword. Fefer
to section 2.12 for help.
3.7 REVISITING THE OPENING MENU

Closing a document in nw always brings you to  the
Opening Menu, so that you can open another document, if
yiou want to. As a reminder, here it is again ...

OPENING MENU

D get a document to change, L change |ogged drive
or create a new document E rename a document

N create or change non—document 0 copy a document

P print a document Y delete a document

M merge print a document F turn directory off

C protect a document J help

X all done with NMewword (exit) R run a program

DIRECTORY Drive A
FIRST.DOC PRACTICE.DOC SaAaMPLEL1.DOC SAMPLEZ.DOC

Look  first at the divectory, in the lower part of the
sCreen. Take a bow. FIRSBT.DOC, your first document, is
there. (It’s okay if the names in your directory aren’t
arranged exactly like ours.?

OPENING
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N y let's go back to the menu itself. It lists 13
functions. Youwve already used one of  them to  open
FIRST.DOC. Let's check out the rest now.

o

Fecall that when youw opened FIREST.DOC, you typed a "dy"

which is  the letter +to the left of the {function
description "get a document to change, or ocreate a new
document . " This is always the way to choose the

functions and commands [isted in the menus, that 16y
just type the appropriate letters and keys.

Let’s start with help. Fress ...
J

If you typed the "j" corvectlys the first help message
has appeared in the lower part of the soreen. If you

typed something else, youw’ |l have to reset the computer
and load Newword again. For the time being, resetting
is the only way to recover from mistakes. We'll show

you a better way in a few minutes.

Here's what the help message Says ...

To get help with the menu above, type one of the
letters that are shown to the left of each
description.

For menus that you might encounter later in your
session with Newword, you may nheed to hold the
control (CTRL) key down when you press the J key
for help. 0On most terminals, you can also type
the LINE FEED key and achieve the same results.

To display and optionally change the help level,
press the J key again.

At  this point, simply read the message. We? |l learn
about help levels later on.  Although this particular
nessage does not say so, when you finish reading a help
message, you press the ESCAFE key to  continue. Sy
press ...

ESC
The Opening Menu will be back onscreen.
When you opened FIRST.DOC, we didn’t want you to  take

the time to read the document prompt. Let’s read it
nowy though. Type ...
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The document prompt explains a little bit about opening
documents. It concludes with ...

Document?

This is & prompt, not a help messagey because it  asks
yau to respond by typing something. The last time, you
typed "first.doco.”

NMotice the "WHILE ENTERING" message below  '"Document?."
It shows how to correct typing errors made while
responding to a prompt. You’ve been using the BACKSFACE
key to erase mistakes. Well, in Newword, the DEL key
works, too. You can also use “hy that is, hold down the
CONTROL key while typing h.

You can also cancel the whole operation by entering a
different command ...

.

This stops whatever’s happening in mid-stream, and puts
everything back the way it was.

We don't want to open a document now, so cancel the
operation by pressing ...

2>> ~u

You’re back at the Opening Menu. Let’s get some more
help with documents. Fress ...

> jd

The same help message we saw before may flash briefly
on  the screen, then the document help message will be
displayed. It begins ...

Newword is a word processor.

232 Fead the message, then press ESC.

OPENING
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I & mirnute, we want you to vead  the rest of  the
prompts  and help messages on youwr own. Typing just  a
letter from the menu will bring the prompt; be sure to
cancel  the operation afterwards. Then type a jy  fol-
fowed by the letter in the menu, for the help message.

Try not to be confused by all these prompts and mes—
sages. In the first place, Newword displays the prompts
automatical ly. 8o they' ] come onsoreen  whenever  you
need them. As for the help messages, the main reason we
want  you  to read them now is so you  can find  them
later, when you really need them.

Don*t  worry about mistakes. Newword won®t break.  Most
of the time, entering the unerase command, “uy, will fix
things. Dnce in a whiley, though, Mewword may flash  an
error message at you. It will tell you what's wrong and
what to do about it. Since yowre new to Newword, you
may nobt understand the error messages. So try using ™u.
If that doesn’t help, you’ll have to reset and load the
Py oCy Am ACgair.

e move thingy before you start reading. You may be
wondering why, after youw type, you sometimes have to

press RETURN  and sometimes don’t.  You?ll catoch  ong
after a while. But here are 2 general rules ...

Fress RETURN after typing a response to a prompt.

And press it at the end of a paragraph.

Do not press it after entering a CONTROL command.
All rvight. Go ahead. Read the prompts and the help mes—
sages. Do it this way ..

First type one of the command letters in the menu.

Fead the prompt that's displayed.

Thern press ...

.H\.u
This will stop the operation that pressing the
command letter began.

Then type "j" followed by the same command letter.

FRead all the help messages, pressing ESC at  the
end of each one.

—
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When the Opening Menu comes back onscreen, type
the next command letter in the menu.
And so on. -

When you finishy, you should stay at the Opening Menu.

OPENING
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3.8 REVIEW

Opening Menu ¥ Computer menus and prompts——functions
and information.

¥ Basic file maintenance.

¥ Directory of files.

¥ Files and documents.
Opening a Document ¥ Typing the command.

¥ Specifying the document.

¥ Answering the Y/N prompt.

¥ GET OUT by pressing the reset button.
FIRST.DOC ¥ Using the SPACE BAR and RETURN Ley.

¥ Typing upper case letters and in-

dented lines.
Closing a Document ¥ Closing and saving.
: ¥ ~kd.

Revisiting the *# 13 functions in the menu.
Opening Menu ¥ Getting help by typing j.

¥ Using the "WHILE ENTERING" commands to

carrect typing errors.
¥ FReading prompts and help messages.

OFENING
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4.1 PREVIEW

4.2 EDIT

b

In this chapter, we will:
DISCUSS THESE TOPICS and INTRODUCE THESE COMMANDS

THE EDIT MENU

THE STATUS LINE

THE RULER LINE

HELP MESSABES . + « « &« o o o « ™J

COPYING A DOCUMENT. . . . « . . O

MOVING THE CURSOR . . . . . « « “Ey ™Xy "8y "Dy ™Ay, ~F

ERASING AND INSERTING . . . . . ~G, ~T, Y, DEL, ~U

AL IGNING PARAGRAFHS . . . . . . "B

SCROLLING . &« &« « o o o o o o o« "Wy ~Zy "Ry “Cy ™QAR,
“~@C

MENU

Open FIRST.DOC. Use this sequence of entries. (Remem—
ber, <cr> means, "Fress the RETURN key onocel') ...

d
first.doc<{cr >

Every time you open a document, the Edit Menu will by e
onscreen as 1t 18 now.

EDITING
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--....--A:FIRST-DDC--PQI-LOI.COI.II’ISEI"t------------.------.-------—_-

EDIT MENU

—

CURSOR SCROLL ERASE OTHER EXTENSIONS
“E up “W up ~G char “~J help “~0 on—-screen form:
~X down ~Z down “~T word “~1 tab ~K saving & block:
~5 left “R up screen Y line ~V insert off “P print controls
“~D right “C down DEL left “~B align parag “@ quick function:
“~A word left sCcreen “U unerase "~N paragraph line
“F word right “L find/replace again
L ! ! ! Vet ! ! ! ! ! R

At the top of the screen is a row of periods, words and
numbers. Then comes the menu itself. Then, just below

the menu, there’s a row of hyphens and exclamation
mair ks,

4.3 STATUS LINE

sxans=eAIFIRST.DOC. .PO1.LO1.COl. InSErtecccecscnsnssannnnnnns

EDITING

Look at the very top of the screen. That top line is
called the status line ...

First, it shows the document vyou're working on,
FIRST.DOC. It always shows the drive, as well. In this
example, FIRST.DOC is on drive A.

Mext comes ...

FO1.LO1.C0O1.

These letters and numbers are the cursor indicator,
showing the cursor’s exact position in the document, by
Page, Ling and Column.

Newword keeps btrack of pages for yvou, and displays the
page nuwnbers as FOL, 02, 03, etc.

Newword counts the lines on each page, too, and
displays them as LOl, LOZ2, LOZ, etc.
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Frimal lyy foor each line, Newword also counts horizontal
S AL €. They’re called columns, and they’re displayed
as CO1l, COZ, CO3, eto. Column one is at the far left of
the line; there can be as many as 255 columns per |ine.
When you first open a document, the cursor will always
be on ...

Page 1
Line 1

Column 1

Next on the status line is the word "Insert.”

When you type a character, Newword first makes room for
the rew character on the screen. It does this by
"pushing" the existing text one space to the right.
Then Newword displays the new character.

Insert may be turned off, causing Newword to replace
the character under the cursor with the character you
type. More on this later.

Next on the status line comes a string of periods and
then 8 hyphens. The hyphens are the ful lness gauge.
Think of the fractions 1/8, 2/8, 3/8 and so on. Well,
each of these hyphens represents one eighth. One eighth
of what? One eighth of the computer’s memory.

This is a little complicated, so bear with us.

When you're working on a document, Newword’s working on
ity too,  but not at the terminal, like you. Instead,
Newword works inside the computer’s memory.

In Newword, documents (and non-—documents, for that
matter?) ocan be any size. Howevery, if they’re larger
than memory, editing can be inconvenient. So it’s still
best to keep them to about the same size as memory.
Here’s why.

This will be a little technical, so we’ll g slowly.
When your document fills up the computer’s memory, New-—
word takes some of the overflow out of memory entirvely.
It stores the overflow on the disk, in a temporary
file, leaving the part of the document you’re currently
warking on in memory.

Nowy i f you want to go back to the part that’'s stored
on the disk, Newword once again has to make room  in
memnory, by moving what's there to a second temporary
file. Then it has to move what’s in the first temporary
file back into memory.

EDITING
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All this shuttling back and forth takes time. Exactly
how much time, depends on your compubter, because it's
actuwally your computer that does the work. In any case,
editing a long document can be frustrating, because of
the waiting that’s invaolved.

So keep your files to a manageable size. When the fuli-
ness gauge shows that memory is full,  olose your doou
ment. Don’t be concerned about breaking up a large
document  into  several smaller files. In chapter 12y
we? Il show you how to put files together.

For exampley, if your document has 15,000 characters and
there’s space in memory for 30,000, your document  is
half the size of the remaining space. The Tullness
gauge will show 4/8 full '4/8" is  the same as
"hal f"2. It will look like this ...

3

The first 4 hyphens will be replaced with equals signs,
showing that youwr document represents 4/8 of the space
avalilable in memary.

When the gauge shows 7/8, your document is plenty large
enough. Save it, the way you saved FIRST.DOD, and start
another document.

Dther information appears on the status line from time
to time. We will go over this later.

FUNCTIONS

Most of the Edit Menu is a list of functions and
commands. You’ll use them to move the cursor around the
soreeny, scroll  the soreen (that isy, voll it wup  and
down), and make erasures.

In the menu, the functions are called "CURSOR, "
"SCROLL" and "ERASE."

In the OTHER column is a list of commonly used, related
commands. The last columny, EXTENSIONS, lists <4 addi-
tional menus.
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4.5

4.6

222

RULER LINE
At the bottom of the menu (not  the bottom of  the
SCreenly is  the ruler line, showing left and right
margins and tab stops (the exclamation marks). The line
is 65 spaces long, and the tabs are sebt every 5 spaces,

HELP

at 6, 11, 16, 21 and so forth.
Youw’ Il lTearn about the ruler line in another chapter.

MESSAGES

There's one more thing to show you in this menu. In the
OTHER columny the first command is ...

~J

Youw'll recall that the caret (™) stands for the CONTROL
key. So hold the CONTROL key down while you type ...

(Fressing just the LINE FEED key works, too.)

Every menu has a series of help messages like the ones
you read in the Opening Menw. The first of this menu’s
help messages shouwld be onscreen now ...

To get help with the Edit Menu above, type one of
the keys that are shown to the left of each
description in the menu at the top of the screen.
(Remember that "' means you should use the
control key.)

For a general explanation of the screen, type a
question mark (7).

For help with dot commands, type a dot (.).

For help with saving your work, type “EKD.

If you would like to change the help level, type
~J again.

On  your owny youwre going to read the help messages
that explain about the screen. They’ll talk about the
parts of the menu that we just went overy, along with
some that aren’t onscreen right now. You’ il  have to
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press the ESCAPE  key to move from one message to
another. To get started, type ...

fFread the message and then press ESC. Keep reading and
presasing ESC until the nessages are gone.

Thet vead about the commands in the menu. Here's how to
civ it ...

Hold down the CONTROL key and type j.

Hold down the CONTRDL key again and type e.

This brings the help message about the ~e command ...

You can move the cursor up one line with “E.

Newword will  try to position the cursor in the
same column that it was in on the old line.
Howevery if the cursor is to the right of the end
of the line you’re moving up to, the cursor will
go to the end of that line.

When you finish reading the message, press ESC.

Then pPress ...

PN

Jd

X
This brings the help message about the “x command.
Fead all the messages. Fress ESC after you finish each
one.  Theny to read the next message, enter *j and the

command. Go through all S5 columns of commands.

Whern you finish, go on to the next section below.
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4.7 CORRECTING FIRST.DOC
You're going to practice the basic editing commands by
proofreading and correcting FIRST.DOC.
Your  version of FIRST.DOC probably isn’t the same as
DU S If there are typing mistakes here and there,
that’s goody, because it means you’ll have real errors
to correct.
But if your document is, well, a mess, it might be bet-
ter for you to work with a new one that’s letter—per-
fect. There’s one in SAMFLEL.DOC. However, we don’t
want you to open SAMPLEL.DOC. We want you to copy it,
instead, and to work with the copy. By copying, you
ensure  that there'll always be a good version of
SAMPLEL.DOC on your disk.
Copy SAMPLE1.DOC only if your FIRST.DOC is a mess.

T copy SAMFLEL.DOC, oclose FIRST.DOC with these key-—
strokes ...

“kd

At the Opening Menu, type ...

Newword will respond with a brief description of
copying. This prompt will be beneath it ...

Document to be copied?

You, shouwld type the following. FProofread and correct
the entry before pressing RETURN ...

PR samplel.doc
(Froofread! )

<cr >

Newword will display a second message ...

Name a document to hold the new copy.

EDITING
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The new copy must have a different name. Type this ...

>>> correct.doc

(Froofread!)

Lcr>
Newword will make the copy. While it does, it displays
another message, beginning, "You can stop . . ". When
the copy is made, the Opening Menu will come back

ONSCY een.

Finally, open  CORRECT.DOC with this sequence of

entries. Don’t forget to proocfread ...

d
correct.doc
Lcr >

4.8 MOVING THE CURSOR

2> In the Edit Menu, look at the commands listed uwunder
CURSOR ...
CURSOR
“E up
~X down
~5 left
~D right
~A word left
“F word right
>x> Mow  locate the corrvesponding keys on your  keyboard.
You?ll notice that they form a diamond. You shouwld also
notice that the top key in the diamond is the one  that
moves the cursor upy and the bottom key, the one that
moves i1t down., The keys that move the cursor to the

left and right are arranged with the same symmebtry

EDITING
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L

ur
LEFT WORD LEFT CHAR RIGHT CHAR FRIGHT WORD
DOWN
>>> Fractice the cursor commands for a while, on your  own.
The cursor diamond is arranged so  that, on most
keyboards, you can leave the little finger of the left

hand on the CONTROL key, while using the other fingers
of that hand to press the command letters.

Work slowly. If you hit the wrong key and something
terrible seems about to happen, press “u.
4.9 ERASING &% INSERTING

Look at  the Edit Menu again. Under ERASE are listed
these commands ...

ERASE

“6 char

T word

“~Y line
DEL. left

“U unerase

There are two ways to make corrections with Newword:
with Insert on and with Insert off. Which method  you
use depends in part on the kind of correction you need
to makey, but at this point, let’s concentrate on making
corvections with Ingert on. This invol ves
operations ...

B
..

Erasing ervrors, and then

Inserting tne correct characters.

Let’s walk through these operations. As we do, Newword
will automatically scrally  that is, roll, FIRST.DOC
(oo CORRECT.DOC) whenever it has to.
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Learn these basic commands, taking all the time you
need. Don't worry if, when you add words, the text
evtends into the right edge of the screen. In the next

part of this chapter, you'll learn how to take care of
that.
Erasing

Move the cursor to the 2nd line, the one that begins,
"functions." Move the cursor along the line, to the
first letter of "remember." Be sure it is on the "r,"
like this ...

[r Jemember

You can erase the whole word., FPress ...

s t

Easy, wasn’t it? Notice that the word after "remember"
has moved into the space where "remember' was.
Inserting

Now we have to put another word in the sentence: "for—
get." Without moving the cursor, type ...

forget

You have to add a space between "forget" and "that," as
well. Be sure the cursor is on the "t" in "that" ...

£t Ihat

Then press the SPACE BAR once. FPressing the SPACE BAR
inserts a space.

Fractice these commands by correcting your  typing
errors.  Change the document a little, too, by adding a
phrase here and there. (Don?t worry about  extra—long
lines.) You have all the time in the world, so don’t
rushy and don’t be anxious.

Feep in mind that Newword ...



NEWWORD DO IT YOURSELF &1

erases to either side of the cursors but

inserts characters only to the left of it.

Check out the difference between “g and DEL. With ~g,

the cursor stays in place, "soooping” characters and
spaces in from the right, whereas with DEL, the cursor
MOVesy "sguashing"” the ocharacters and spaces to its
lefl;.

(There's another erase command, one that’s not in the

mentt. ITt*'s “h, and it works just like DEL.D

Fractice using "W, the unerase command, too. Erase a
character with gy, then press “u. The erased character
will reappear.

Do the same with the other erase commands——"u  will
restore  whatever’s been erased. The erased characters
reappear wherever the cursor is. So if youw ve moved the
Cursory when you press “u the restored characters won’t
come onscreen in their original place.

4.10 ALIGNING PARAGRAPHS

Compare your document with the original vergsion . of
FIRST.DOC in section 3.3. Look carefully at the right
margin. Your margin isn’t always the same as the
original’s. That’s because youw've been adding and
remoaving characters from some of the |ines.

As  we explained before, some of your lines may even
extend to the right edge of the screen. Here’s how to
fix that.

I the OTHER column of the Edit Menu is the align

par ag\'aphs command ' “~b.

> Move  the cursor to the beginning of the first line of
the first paragraph. Fut it on the "4" in "[Als."

Next, check the cursor indicator. Is the cursor in
column one? If it isy, the indicator will display "CO1."
If it isn’ty move both the cursor and the word "As," to
column one ...

To move to the left, use the DELETE key.
To move to the right, use the SPACE BAR.
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Notice that the word "As" moves with the cursor. This
is one way to move characters,

Once the cursor and the Nyt are  in o oolumn ores
enter ...

“b
If any of the lines in the first paragraph were too
fong or too short, Newword has just rearranged them. If
the lines were okay, the paragraph hasn®t changed at

all.

Align the rest of the paragraphs. FPut the cursor on the
first letter of each paragraph. Then move both to
column one. For  indented p