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CONTENTS 

A B O U T T H I S BOOK 

Use this book as you would a d ic t ionary to look up and learn about each WORD 
ERA f e a t u r e , f u n c t i o n , and key. This book provides the fo l lowing r e f e r ence 
fea tu res . 

Descriptions 

Detai led descr ip t ions fo r WORD ERA f u n c t i o n , f ea tu re , and key are 
provided. 

Alphabetical Referencing 

T h e topics in Chapte r 2 are a r ranged in a lphabet ica l order . The app rop r i a t e 
let ter is shown at the top of each page. 

Cross-Referencing 

Cross-references to other topics are provided. 

Usage Instructions 

N u m b e r e d step-by-step ins t ruc t ions are provided fo r all topics which requ i re 
them. 

Usage Limitations 

Any i n f o r m a t i o n , l imi ta t ions , or res t r ic t ions that might a f f e c t the opera t ion 
of o ther f u n c t i o n s is also noted. 

RELATED W O R D ERA D O C U M E N T A T I O N 

To learn to use WORD ERA, read the Self-Paced Learning book. For de ta i led 
r e f e r ence i n f o r m a t i o n about WORD ERA func t ions , f ea tu res , and keys, r e f e r to 
this book. 

Read the WORD E R A Glossary Functions book and the WORD E R A Records 
Processing book to learn how to use these fea tures . 
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C H A P T E R 1 

US ING W O R D ERA 

Before you can use WORD ERA, you must instal l it and back it up. To do this, 
fol low the ins t ruc t ions in the WORD ERA ins ta l la t ion pamphle t . 

This chap te r describes WORD ERA f u n c t i o n keys, screen s t ruc ture , menu 
selections, and the ed i t ing screen. It also provides i n f o r m a t i o n on some WORD 
ERA l imi ta t ions and restr ic t ions. 

W O R D ERA K E Y B O A R D F U N C T I O N KEYS 

Computer keyboards have all the s t andard typewr i te r keys plus special f u n c t i o n 
keys. You will use f u n c t i o n keys when you p e r f o r m word processing act ivi t ies . 
The keyboard templa te enclosed in your WORD E R A package iden t i f i e s WORD 
ERA f u n c t i o n keys on your keyboard . See F U N C T I O N KEYS in Chap te r 2 fo r a 
brief descr ip t ion of each f u n c t i o n key. For detai led i n f o r m a t i o n about ac t iv i t ies 
pe r fo rmed by a spec i f ic f u n c t i o n key r e fe r to the topic entr ies in Chapte r 2. For 
example, to f i n d out how to use the COPY key you can read the descr ip t ions in 
Chapter 2 unde r "COPY," and "FUNCTION KEYS." 

Re fe r to the WORD E R A Installation Guide f o r i n f o r m a t i o n about using 
WORD ERA with a spec i f ic te rmina l or keyboard . 

T H E M E N U S T R U C T U R E 

When you select WORD E R A the WORD E R A Main menu appears . The Main 
menu lists the WORD E R A act iv i t ies you can choose. 

When you select an ac t iv i ty f r o m the Main menu, another menu or ac t iv i ty screen 
is displayed. Prompts and screen messages are displayed occasionally on menus 
and screens to guide you th rough a selected ac t iv i ty or f unc t i on . 

1. All References to archive diskette should be changed to archive 
media. Archive Media refers to diskettes, cartridge tapes, or ree l -
to- ree l tapes. 

2. The appearance of the different screen symbols that are displayed on 
your terminal may be different than described in the documentation. 
The reason for this difference is that the screen symbols are terminal 
independent . For example, the center symbol appears d i amond-
shaped on some terminals. On other terminals, the center symbol 
may be displayed as another shape. 

Reference Refer to the W O R D E R A terminal specification sheet for the 
terminal type you are using, to see the screen symbols used to display 
each W O R D E R A text formatting character . 
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USING WORD ERA 

Once you have become f a m i l i a r with the WORD ERA menu s t ruc ture , you can 
use menu shor tcu t codes to bypass menus and go direct ly to the f u n c t i o n you wish 
to pe r fo rm. See "SHORTCUT CODES" in Chapter 2. 

You can also save t ime in WORD ERA by pe r fo rming many f u n c t i o n s d i rec t ly 
f r o m a Document Index screen. You can access this screen f r o m the Index 
selection on the WORD E R A Main menu. From a Document Index screen, you 
can access a document , a t t ach glossaries, p e r f o r m f i l ing func t ions , and send 
documents to the pr in ter . See "MENUS" in Chapte r 2 fo r a descr ipt ion of each 
WORD ERA menu. 

USING T H E HELP FEATURE 

The HELP key provides on-screen i n fo rma t ion and use ins t ruc t ions fo r menu 
selections and ed i t ing func t ions . You can access three d i f f e r e n t HELP categories. 

HELP f o r Menus Press HELP f r o m any menu 

HELP fo r Spelling Tools Press HELP while you are using the 
Spelling Checker or Spelling Edi tor 
in terac t ive ly 

HELP for Edi t ing Press HELP f r o m the document edi t ing 
screen 

When you press HELP, a list of HELP topics is displayed on the screen. You can 
move the Marker th rough the list of topics using any of the fo l lowing keys: 

UP or DOWN 
PREV SCRN or N E X T SCRN 
SPACE 
R E T U R N 
The f i r s t let ter of the item 
One of the numbered f u n c t i o n keys in HELP for Edi t ing 

To display a spec i f ic HELP topic, move the Marker to the topic and press HELP 
or E X E C U T E . 

To leave a H E L P screen and re turn to the HELP menu, press CANCEL. To leave 
the HELP menu, press CANCEL. When a HELP topic is displayed on the screen, 
you can press GO TO PAGE to leave HELP. 
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USING WORD ERA 

L I M I T A T I O N S A N D R E S T R I C T I O N S 

WORD E R A has some l imi ta t ions and res t r ic t ions in add i t ion to system 
l imi ta t ions such as avai lable disk space and memory. These are summar ized here 
fo r your convenience. 

Maximum Number of Pages 

A WORD E R A document can conta in no more than 999 pages. If you try to put 
another page b reak in a document that contains 999 pages, the Too many pages 
error message is d isplayed, and the system beeps to alert you tha t this f u n c t i o n 
cannot be pe r fo rmed . If you use S H I F T / C O P Y or S H I F T / M O V E to combine 
documents and the m a x i m u m number of pages is reached, you can press 
E X E C U T E to con t inue the COPY or MOVE. The extra page breaks are 
au tomat ica l ly removed f r o m the document , and the remain ing text is placed on 
the last page of the document . 

You may have documents that conta in more than 999 pages that have been 
created wi th ear l ier versions of WORD ERA. In add i t ion , you can crea te a 
document tha t conta ins more than 999 pages using some fea tu res such as Records 
Processing. To process such a document with Spelling Tools or Hyphena t ion and 
Pagina t ion , you must split it into documents conta in ing 999 or f ewer pages. Use 
S H I F T / C O P Y or S H I F T / M O V E to do this. 

R e f e r to "PAGE" in Chap te r 2 for more in fo rma t ion . 

Maximum Number of Format Lines 

A WORD E R A document can conta in an unl imi ted number of f o r m a t lines. 
However , you cannot have more than 100 d i f f e r e n t f o r m a t lines in a document . 
If you combine documents with S H I F T / C O P Y or S H I F T / M O V E and the 
max imum number of f o r m a t lines is exceeded, you can press E X E C U T E to 
cont inue the COPY or MOVE. The extra f o r m a t lines are au tomat ica l ly removed 
f r o m the copied or moved mater ia l , and the selected text is copied. 

R e f e r to "FORMAT" in Chapte r 2 fo r more in fo rma t ion . 
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USING WORD ERA 

Maximum Length of Format Line 

The max imum length of a f o r m a t line is 250 characters . Al though you can create 
documents with f o r m a t lines up to 250 characters , some pr in ters cannot pr in t that 
many charac te r s on a line. When you design documents with wide f o r m a t lines, 
be sure your p r in te r can pr in t the ent i re line. 

Number of Processes in Background Mode 

Some f ea tu re s such as Hyphena t ion , Pagina t ion , Spelling Tools, and Footnote 
Processing can be run in background mode, leaving your terminal f r e e f o r o ther 
work. It is recommended that you do not run more than seven processes in 
background at one time. 

If you have several processes runn ing in background mode, you may notice tha t 
the system response slows. 

Searching for Text with Attributes 

You can search f o r text wi th a t t r ibu tes such as holding and underscor ing by 
adding those a t t r ibu tes to the search s t r ing when you type it. However , if you 
indicate that you want to search for a word that is underscored, the Search 
f u n c t i o n only matches text in the document that has the underscore a t t r i bu t e 
turned on at tha t exact place in the string. 

Length of Glossary Entries 

A Glossary by Example en t ry cannot exceed 1024 bytes. A glossary en t ry cannot 
exceed 32,767 bytes. 

Length of Records Processing Records and Fields 

Records can be any length unless you plan to use a control-glossary en t ry to select 
or sort the list document (see below). 

A f ie ld can conta in a m a x i m u m of 2048 characters , inc luding f ie ld labels and 
merge symbols. 
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If you use control-glossary entr ies fo r sort ing and selecting, there are add i t iona l 
res t r ic t ions on the sizes of f ie lds and records: 

Each record must conta in no more than 2048 charac ters , inc lud ing f ie ld 
labels, merge symbols, and re turns . 

If you sort on more than one f ie ld , the total length of the contents of all 
f i e lds to be sorted cannot be greater than 1024 characters , excluding f ie ld 
labels. 

A list document can have un unl imi ted number of records (as long as there is 
enough f r e e space on the system disk). 

Length of Words in an Exception Dictionary 

A word con ta in ing more than 58 charac te r s cannot be included in an Except ion 
Dic t ionary . 
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C H A P T E R 2 

F U N C T I O N S , FEATURES, A N D KEYS 

Use this chap te r as you would a d ic t ionary to look up and learn about each 
WORD ERA f e a t u r e , f u n c t i o n , and key. This chapter provides the fo l lowing 
re fe rence fea tu res . 

Descriptions 

Detai led descr ip t ions fo r WORD ERA f u n c t i o n , f ea tu re , and key are 
provided. 

Alphabetical Referencing 

The topics are a r r anged in a lphabet ica l order. The appropr i a t e letter is 
shown at the top of each page. 

Cross-Referencing 

Cross-references to other topics are provided. 

Usage Instructions 

Numbered step-by-step ins t ruc t ions are provided for all topics which r equ i re 
them. 

Usage Limitations 

Any i n f o r m a t i o n , l imi ta t ions , or res t r ic t ions that might a f f e c t the opera t ion 
of other f u n c t i o n s is also noted. 
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A D D W O R D S T O A N E X C E P T I O N D I C T I O N A R Y 

See "Exception Dic t ionary" and "Spelling Tools" 

There are two ways to add words to an Except ion Dic t ionary: 

Edit the Exception Dictionary and type the words you want to add. The 
d ic t ionary may be easier to read if you type each word on a separa te line. If you 
type more than one word on a line be sure to type at least one space between 
words. 

Interactively add words to an Except ion Dic t ionary while you are in te rac t ive ly 
using the Spelling Checker or Spelling Edi tor by p e r f o r m i n g the fo l lowing 
func t ions . 

Press COPY to add the word in lower case, or 

Press S H I F T / C O P Y to add the word exact ly as it is capi ta l ized in your 
document . 

Words in your Except ion Dic t ionary may not exceed 58 characters . 

A L T E R N A T E F O R M A T LINE 

See "FORMAT" and "FORMAT LINE" 

To insert an a l t e rna te f o r m a t line: 

1. Press I N S E R T 

2. Press F O R M A T 

3. Press E X E C U T E 
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FUNCTIONS, FEATURES, AND KEYS B 

A L T E R N A T I N G HEADERS OR FOOTERS 

See " H E A D E R S and FOOTERS" 

You can pr in t d i f f e r e n t headers and footers on odd-numbered and even-numbered 
pages. 

Creating An Alternating Header or Footer 

1. F rom the ed i t ing screen, press GO TO PAGE. 

2. Type h or H f o r header page, f or F fo r foo te r page. 

3. Type the text f o r the header or foo te r of odd-numbered pages, ending the 
text wi th a R E T U R N . 

4. If you are using the header or foo te r to consecut ively number your 
document , be sure to type the # symbol where you wan t the page number to 
pr in t . 

5. Press M E R G E , S H I F T / M E R G E , and R E T U R N . This indica tes where the 
odd-numbered header or foo te r stops and the even-numbered header or 
foo te r begins. 

6. Remember to inc lude the same number of Re tu rns above and below the 
MERGE, S H I F T / M E R G E , and R E T U R N if you want the ver t ical spacing of 
the headers and foo te rs to be the same on both l e f t - f a c i n g and r igh t - f ac ing 
pages. 

7. Type the text fo r the header or foo te r of even-numbered pages. 

8. Press C A N C E L to leave the document , or use GO TO PAGE to re tu rn to the 
body of the document . 

Printing Alternating Headers or Footers 

1. From the Main menu, select Pr in t Document . 

2. Type the name of the document you want to pr in t . 

3. Press R E T U R N or E X E C U T E . The Pr in t Document screen is displayed. 
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4. In the Star t ing as page no. f ie ld , type an odd page number to pr in t the odd 
header or foo te r f i r s t , or an even page number to pr in t the even header or 
footer f i r s t . 

5. Complete the rest of the pr in t selections. 

6. Press E X E C U T E . 

A R C H I V I N G 

Archiv ing is the process of saving documents on a f lex ib le disket te p repared fo r 
a rch iv ing and of re t r i ev ing those documents f r o m the diskette . Flexible disket tes 
are also called a rch ive disket tes or f loppy diskettes. 

There are three ways to p e r f o r m arch iv ing func t ions : 

From the Fi l ing menu 

From a Document Index screen 

With shor tcu t codes 

When you a rch ive documents f r o m a Document Index screen, you have three 
choices. You can: 

Archive documents one at a t ime 

Archive mul t ip le documents 

Archive the en t i re contents of a l ibrary 

Arch iv ing involves moving, copying, or re t r iev ing documents . The result of each 
operat ion is: 

Moving removes a document f r o m the system disk and puts it on an a rch ive 
disket te , or vice versa. 

Copying leaves a copy on the system disk and puts a copy on the a rch ive 
disket te , or vice versa. 
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Ret r iev ing copies the document f r o m the a rch ive disket te to the system disk. 

Since there are several ways you can archive , a brief out l ine of the organiza t ion 
of this section is presented next: 

1. P repa r ing and naming arch ive disket tes 

2. Copying to an a rch ive disket te: 

From the Fi l ing menu 

Using a shor tcut code 

From a Document Index, single document 

From a Document Index, mul t ip le document 

From a Document Index, by l ib ra ry 

3. Moving documents to an a rch ive disket te using the methods under i tem 2 
above 

4. Removing an a rch ive disket te 

5. Re t r i ev ing documents f r o m an a rch ive disket te using the methods under 
i tem 2 above 

The simplest methods are expla ined f i r s t , then the more complicated procedures . 
The steps are usual ly repea ted so you can r e f e r to the method you want . 

Archive Diskette Preparation 

Before you use an a rch ive disket te the f i r s t t ime, you must prepare the disket te 
by f o r m a t t i n g it. The f o r m a t t i n g process places i n f o r m a t i o n on the d isket te so 
you can use it on your system. Disket te f o r m a t s are general ly un ique f r o m 
system-to-system. When you f o r m a t a d isket te on your system, you will p robably 
not be able to use it on ano ther m a n u f a c t u r e r ' s system. 

WARNING: If you f o r m a t an a rch ive disket te tha t 
has a l ready been f o r m a t t e d and conta ins documents , 
those documents will be pe rmanen t ly erased. 
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1. Select Fi l ing f r o m the Main menu. 

2. Select Fo rma t Archive Disket te f r o m the Fi l ing menu. 

3. Insert the a rch ive d isket te and press E X E C U T E . You are warned that any 
documents stored on the disket te will be destroyed by the f o r m a t t i n g 
process. To stop the process, press CANCEL and remove the disket te . 

4. To cont inue , press E X E C U T E . 

5. Dur ing f o r m a t t i n g , the screen displays the message (Format t ing) . When the 
process is complete, press E X E C U T E . The disket te is assigned the d e f a u l t 
name Format t ed disket te . 

Assigning an Archive Diskette Name 

You can assign an i d e n t i f y i n g name to an a rch ive diskette . (If you p re fe r , you 
can use an a rch ive disket te wi thout naming it.) When you f o r m a t a d isket te 
through WORD ERA, it is assigned the d e f a u l t name "Format ted diskette." You 
can change tha t name at any time. 

A disket te name may be a m a x i m u m of 32 characters , inc luding spaces. Use any 
name you want tha t s impl i f ies your f i l ing system. 

1. F rom the Fi l ing menu, select Assign a rch ive disket te name. 

2. Follow the ins t ruc t ions on the screen for inser t ing the diskette . 

3. Type the d isket te name, using a max imum of 32 charac ters , and press 
R E T U R N or E X E C U T E . 

Copying a Document to an Archive Diskette 

There are three ways to copy a document to an archive disket te: 

From the Fi l ing menu 

By using the shor tcu t code eta 

From a Document Index screen 
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When you copy a document to an a rch ive disket te , you are making an exact copy 
of that document . The or iginal document remains on the system disk, ready fo r 
f u r t h e r work. 

Copying a Document to an Archive Diskette Using 
the Filing Menu 

1. Select Copy to Arch ive f r o m the Fi l ing menu. 

2. Follow the ins t ruc t ions on the screen f o r inser t ing the disket te . 

3. The name of the last document you edi ted, if any, appears as the d e f a u l t 
f o r Source document name. Use this document name or type a new name of 
11 or f e w e r charac ters . 

4. Press R E T U R N or E X E C U T E . 

5. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 

6. Press R E T U R N or E X E C U T E . 

7. If the document name you select is on the a rch ive disket te , press E X E C U T E 
to ove rwr i t e the version on the d isket te wi th the version on the system disk. 
To save both versions on the a rch ive disket te , type a d i f f e r e n t name and 
press R E T U R N or E X E C U T E . 

8. You can con t inue to copy documents to the a rch ive disket te by repea t ing 
the steps above unt i l you have f in i shed . 

Copying a Document to an Archive Diskette Using 
the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type eta. 

3. Follow steps 2 th rough 6 above. 
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Copying a Document to an Archive Diskette Using 
the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and cu r ren t l ibrary ; then press 
E X E C U T E . 

3. When the Document Index appears on the screen, move the marker to the 
document you want to copy. 

4. Press S H I F T / C O P Y . 

5. Follow the ins t ruc t ions on the screen fo r inser t ing the diskette . 

6. The name of the document you selected appears as the Dest inat ion 
document name. Use this name or type a new name. 

7. Press R E T U R N or E X E C U T E . 

8. If the document name you select is on the a rch ive disket te , press E X E C U T E 
to overwr i te it wi th the version on the system disk. To save both versions 
on the a rch ive disket te , type a d i f f e r e n t name and press R E T U R N or 
E X E C U T E . 

9. You can con t inue to copy documents to the a rch ive disket te by moving the 
marker to a document name and pressing SHIFT/COPY. Press C A N C E L to 
re turn to the Index menu when you are f in i shed . 

Copying Multiple Documents to an Archive Diskette 
Using the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and cu r ren t l ibrary ; then press 
E X E C U T E . 

3. When the Document Index appears on the screen, move the marker to the 
name of a document you want to copy. 
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4. Press E X E C U T E . Repea t steps 3 and 4 unt i l all the documents you want to 
copy are h ighl ighted . If you want to exclude a document you have 
h ighl ighted , move the marker to the document name and press STOP. 

5. Press COMMAND SHIFT/COPY. 

6. Follow the ins t ruc t ions on the screen fo r inser t ing the disket te . 

7. If no document names are dupl ica ted on the archive disket te , documents are 
au tomat ica l ly copied in a lphabet ica l order. If a selected document is 
a l ready on the a rch ive disket te , press E X E C U T E to overwr i te it. To save 
both versions on the a rch ive disket te , enter another name and press 
R E T U R N or E X E C U T E . 

If you do not want to be no t i f i ed each t ime a document will be overwr i t t en , 
press S H I F T / E X E C U T E when you see the message Press E X E C U T E to 
overwr i te or Enter another name. Any document that is in use is not copied 
and the messages Document in use and Press any key to cont inue are 
displayed. 

8. When the process is complete, the h ighl ight ing is removed f r o m the selected 
document names. Names of documents that could not be copied remain 
highl ighted. Press CANCEL to exit f r o m the Document Index screen when 
you are f in i shed . 

Copying Multiple Documents to an Archive Diskette 
Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type ixs. 

3. Follow steps 3 th rough 8 above. 

Copying a Library to an Archive Diskette Using 
the Index 

1. Select Index f r o m the Main menu. 
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2. Select the type of index, index to screen, and cur ren t l ibrary ; then press 
E X E C U T E . 

3. When the Document Index is d isplayed, press MODE SHIFT/COPY. 

4. Follow the ins t ruc t ions on the screen fo r inser t ing the disket te . 

5. If no document names are dupl ica ted , documents are au tomat ica l ly copied to 
the a rch ive disket te . If a selected document is a l ready on the a rch ive 
disket te , press E X E C U T E to overwr i te it. To save both versions on the 
a rch ive disket te , enter ano ther name and press R E T U R N or E X E C U T E . 

If you do not want to be no t i f i ed each t ime a document is to be 
overwr i t t en , press S H I F T / E X E C U T E when you see the message Press 
E X E C U T E to overwr i te or Enter another name. 

Any document that is in use is not copied and the messages Document in use 
and Press any key to con t inue are displayed. Names of documents that 
could not be copied remain h ighl ighted . 

Moving a Document to an Archive Diskette 

There are three ways to move a document to an archive disket te: 

From the Fi l ing menu 

By using the shor tcut code mta 

From a Document Index screen (if not an archive index) 

When you move a document to an archive disket te , the document is removed f r o m 
the system disk. 

Moving a Document to an Archive Diskette Using 
the Filing Menu 

1. Select Move to a rch ive f r o m the Fi l ing menu. 

2. Follow the ins t ruc t ions on the screen fo r inser t ing the disket te . 
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3. The name of the last document you edi ted, if any, appears as the d e f a u l t 
fo r Source document name. Use this document name or type a new name. 

4. Press R E T U R N or E X E C U T E . 

5. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 

6. Press R E T U R N or E X E C U T E . 

7. If the document name you select is on the archive disket te , press E X E C U T E 
to overwr i te the version on the disket te with the version on the system disk. 
To save both versions on the a rch ive disket te , type a d i f f e r e n t name and 
press R E T U R N or E X E C U T E . 

8. You can cont inue to move documents to the archive disket te by repea t ing 
steps 4 th rough 7 unt i l you have f in i shed . 

Moving a Document to an Archive Diskette Using 
the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type mta. 

3. Follow steps 2 th rough 6 above. 

Moving a Document to an Archive Diskette Using 
the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index , index to screen, and cu r ren t l ib ra ry ; then press 
E X E C U T E . 

3. When the Document Index is d isp layed, move the marker to the document 
you want . 

4. Press S H I F T / M O V E . 
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5. Follow the ins t ruc t ions on the screen fo r inser t ing the diskette . 

6. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 

7. Press R E T U R N or E X E C U T E . 

8. If the document name you select is on the archive disket te , press E X E C U T E 
to overwr i te it wi th the version on the system disk. To save both versions 
on the a rch ive disket te , type a d i f f e r e n t name and press R E T U R N or 
E X E C U T E . 

9. You can con t inue to move documents to the archive disket te by moving the 
marker to a document name and pressing SHIFT/MOVE. Press CANCEL to 
re tu rn to the Index menu when you are f in i shed . 

Moving a Document From an Archive Diskette to the 
System Disk Using the Index 

If you move a document f r o m an a rch ive disket te to the system disk, the 
document is removed f r o m the archive disket te and placed on the system disk. 

No backup copy of that document exists unless there is another copy on a 
d i f f e r e n t a rch ive disket te . Documents are moved f r o m the a rch ive disket te to 
your cu r ren t l ibrary . Make sure you are in the correct l ibrary be fo re you fol low 
the steps below. See "Change Library." 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and archive disket te; then press 
E X E C U T E . 

3. Follow the ins t ruc t ions on the screen for inser t ing the diskette . 

4. When the Document Index appears on the screen, move the marker to the 
document you want to move. 

5. Press S H I F T / M O V E . 

6. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 
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7. Press R E T U R N or E X E C U T E . 

8. If the document name you select is in your cur ren t l ib rary , press E X E C U T E 
to overwr i te it wi th the version on the a rch ive disket te . To save both 
versions, type a d i f f e r e n t name and press R E T U R N or E X E C U T E . 

Moving Multiple Documents to an Archive Diskette 
Using the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and cur ren t l ibrary ; then press 
E X E C U T E . 

3. When the Document Index is d isplayed, move the marker to the name of a 
document . 

4. Press E X E C U T E . Repeat steps 3 and 4 unt i l all the documents you want to 
move are h ighl ighted . If you want to remove h ighl ight ing , move the marke r 
to the document name and press STOP. 

5. Press COMMAND S H I F T / M O V E . 

6. Follow the ins t ruc t ions on the screen for inser t ing the disket te . 

7. If a selected document is a l ready on the archive disket te , press E X E C U T E 
to overwr i te the document . To save both versions, type another name and 
press R E T U R N or E X E C U T E . If no document names are dupl ica ted , 
documents are au tomat ica l ly moved to the archive diskette . If you do not 
want to be no t i f i ed each time a document is ove rwr i t t en , press 
S H I F T / E X E C U T E . Any document that is in use is not moved and the 
messages Document in use and Press any key to con t inue are displayed. 

8. As each document is moved to the a rch ive disket te , its name is removed 
f r o m the Document Index. Names of documents tha t a re not moved remain 
h ighl ighted . When this process is complete, press CANCEL to leave the 
Document Index screen. 
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Moving Multiple Documents to an Archive Diskette 
Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type ixs. 

3. Follow steps 3 th rough 8 above. 

Moving All Documents on an Archive Diskette 
to a Library Using the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and a rch ive disket te; then press 
E X E C U T E . 

3. Follow the ins t ruc t ions on the screen fo r inser t ing the diskette . 

4. When the Document Index is d isplayed, press MODE SHIFT/MOVE. 

5. If a document is a l ready on the system disk, press E X E C U T E to overwr i te 
it. To save both versions, type another name and press R E T U R N or 
E X E C U T E . If no document names are dupl ica ted , documents arc 
au tomat ica l ly moved to the system disk. If you do not want to be no t i f i ed 
each t ime a document is overwr i t ten , press S H I F T / E X E C U T E . Any 
document that is in use is not moved and the messages Document in use and 
Press any key to con t inue are displayed. Names of documents tha t could 
not be moved remain h ighl ighted . 

Removing an Archive Diskette 

Before physical ly removing an a rch ive disket te f r o m the disket te dr ive , you must 
tell the system tha t you are going to remove it. This is logically unmoun t ing the 
diskette. There are three ways to tell the system you are ready to remove an 
archive disket te: 

Leave WORD ERA by pressing CANCEL f r o m the WORD ERA Main menu 
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Select Remove arch ive disket te f r o m the Fi l ing menu 

Use the shor tcut code rad f r o m any menu 

NOTE: When you mount an a rch ive disket te f r o m a 
Document Index screen, the disket te is au tomat ica l ly 
u n m o u n t e d as you leave the Document Index screen. 

Removing an Archive Diskette from the Filing Menu 

1. From the F i l ing menu, select Remove Archive Disket te . 

2. When the system beeps, remove the a rch ive disket te and press E X E C U T E . 

Removing an Archive Diskette from Any Menu 
Using the Shortcut Code 

1. From any menu, press COMMAND. (NOTE: The Document Index screen is 
not a menu.) 

2. Type rad. 

3. When the system beeps, remove the a rch ive disket te and press E X E C U T E . 

Retrieving a Document From an Archive Diskette 
There are three ways to re t r ieve a document f r o m an a rch ive disket te: 

From the Fi l ing menu 
By using the shor tcut code rfa 
From a Document Index screen 

When you re t r ieve a document f r o m an a rch ive disket te , you are copying that 
document to the system disk. A copy of the document remains on the a rch ive 
diskette . 
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Retrieving a Document From an Archive Diskette 
Using the Filing Menu 

1. Select Re t r i eve f r o m arch ive f r o m the Fi l ing menu. 

2. Follow the ins t ruc t ions on the screen for inser t ing the diskette . 

3. Type the name of the document you want to re t r ieve and press R E T U R N or 
E X E C U T E . 

4. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 

5. Press E X E C U T E . 

6. If the document name you select is in your cur ren t l ib rary , press E X E C U T E 
to overwr i te the document wi th the version on the a rch ive disket te . To save 
both versions, type a d i f f e r e n t name and press R E T U R N or E X E C U T E . 

Retrieving a Document From an Archive Diskette 
Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type rfa. 

3. Follow steps 2 th rough 6 above. 

Retrieving a Document From an Archive Diskette 
Using the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and a rch ive disket te; then press 
E X E C U T E . 

3. Folio w the ins t ruc t ions on the screen for inser t ing the diskette . 
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4. When the Document Index appears on the screen, move the marker to the 
document you wan t to re t r ieve. 

5. Press S H I F T / C O P Y . 

6. The name of the document you selected is displayed as the Dest ina t ion 
document name. Use this name or type a new name. 

7. Press R E T U R N or E X E C U T E . 

8. If the document name you select is in your cur ren t l ibrary , press E X E C U T E 
to overwr i t e the document wi th the version on the a rch ive disket te . To save 
both versions, type a d i f f e r e n t name and press R E T U R N or E X E C U T E . 

Retrieving Multiple Documents From an Archive Diskette 
Using the Index 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and archive disket te ; then press 
E X E C U T E . 

3. Follow the ins t ruc t ions on the screen fo r inser t ing the a rch ive disket te . 

4. When the Document Index appears on the screen, move the marker to the 
name of a document you want to copy. 

5. Press E X E C U T E . Repea t steps 3 and 4 unt i l all the documents you want to 
copy are h ighl igh ted . To remove h ighl ight ing , move the marker to the 
document name and press STOP. 

6. Press COMMAND S H I F T / C O P Y . 

7. If you select a document that is a l ready on the system disk, press 
E X E C U T E to overwr i t e the document . To save both versions of the 
document , type ano the r name and press R E T U R N or E X E C U T E . If no 
document names are dupl ica ted , documents are au tomat ica l ly copied f r o m 
the a rch ive disket te . If you do not want to be no t i f i ed each t ime a 
document is ove rwr i t t en , press S H I F T / E X E C U T E . Any document that is in 
use is not copied and the messages Document in use and Press any key to 
con t inue are d isplayed. 
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8. When the process is complete, the h ighl ight ing is removed f r o m the selected 
document names. Names of documents that could not be copied remain 
h ighl ighted . Press CANCEL to leave the Document Index screen. 

Moving Multiple Documents From an Archive Diskette 
to the System Disk Using the Index 

If you move a document f r o m an a rch ive disket te to the system disk, the 
document is deleted f r o m the a rch ive disket te . Unless there is a copy of the 
document on ano ther a rch ive disket te , you will no longer have a backup copy of 
that document . 

1. Select Index f r o m the main menu. 

2. Select the type of index, index to screen, and a rch ive disket te ; then press 
E X E C U T E . 

3. Follow the ins t ruc t ions on the screen fo r inser t ing the a rch ive disket te . 

4. When the Document Index appears on the screen, move the marke r to the 
name of a document you want to move. 

5. Press E X E C U T E . Repea t steps 3 and 4 unt i l all the documents you want to 
move are h ighl ighted . To remove highl ight ing , move the marker to a 
document name and press STOP. 

6. Press COMMAND SHIFT/MOVE. 

7. If a selected document is a l ready on the system disk, press E X E C U T E to 
overwr i te the document . To save both versions, type another name and 
press R E T U R N or E X E C U T E . If no document names are dupl ica ted , 
documents are au tomat ica l ly moved f r o m the a rch ive disket te . If you do 
not want to be no t i f i ed each t ime a document is overwr i t t en , press 
S H I F T / E X E C U T E . Any document that is in use is not copied and the 
messages Document in use and Press any key to cont inue are displayed. 

8. As each document is moved to the system disk, its name is removed f r o m 
the Document Index. Names of documents that could not be moved remain 
h ighl ighted . When the process is complete, press CANCEL to leave the 
Document Index screen. 
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Moving All Documents From an Archive Diskette 
to the System Disk Using the Index 

Documents are moved f r o m the a rch ive disket te to the cu r ren t l ibrary . Make sure 
you are in the correct l ib ra ry be fo re you fo l low the steps below. See "Change 
Library." 

1. Select Index f r o m the Main menu. 

2. Select the type of index, index to screen, and a rch ive disket te ; then press 
E X E C U T E . 

3. Follow the ins t ruc t ions on the screen fo r inser t ing the a rch ive disket te . 

4. When the Document Index is d isplayed, press MODE SHIFT/MOVE. 

5. If a selected document is a l ready on the system disk, press E X E C U T E to 
overwr i te the document . To save both versions, type another name and 
press R E T U R N or E X E C U T E . If no document names are dup l ica ted , 
documents a re au tomat ica l ly moved f r o m the a rch ive d iskette. If you do 
not want to be no t i f i ed each t ime a document is to be overwr i t t en , press 
S H I F T / E X E C U T E . Any document that is in use is not copied and the 
messages Document in use and Press any key to con t inue are displayed. 

6. As each document is moved to the system disk, its name is removed f r o m 
the Document Index. Names of documents that could not be moved remain 
h ighl ighted . 

A R R O W KEYS 

See "CURSOR" 
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You use the f o u r Cursor a r row keys to move the cursor in the d i rec t ion of the 
arrow. 

A T T A C H GLOSSARY 

See "GLOSSARY" 

To use the entr ies in a glossary you have created and ve r i f i ed , you must a t tach it. 
There are f i v e ways to a t t ach a glossary: 

F rom the Glossary Func t ions menu 

From a Document Index screen 

From any menu by using the shor tcut code agl 

By v e r i f y i n g a glossary 

From an edi t ing screen 

When you a t tach a glossary in any of the f i r s t f o u r ways, the glossary remains 
a t tached to tha t t e rmina l unt i l one of the fo l lowing condi t ions is sa t i s f ied: 

A new glossary is a t t ached f r o m outside a document 

You expl ic i t ly de tach it 

You leave WORD ERA 

If you a t tach a d i f f e r e n t glossary while edi t ing a document , tha t glossary remains 
in e f f e c t unt i l you end the edi t ing session or change to a new glossary. The 
or iginal glossary a t t ached to the te rmina l becomes e f f e c t i v e again when you end 
the edi t ing session. 

Attaching a Glossary with Glossary Functions 

1. Select At tach Glossary f r o m the Glossary Funct ions menu. 
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2. Type the name of the glossary you want to a t tach , or type the f u l l 
pa thname to a t t ach a glossary f r o m a d i f f e r e n t l ibrary . 

3. Press R E T U R N or E X E C U T E . 

NOTE: You can also use this selection to f i n d out if a 
glossary is cu r ren t ly a t tached . If a name is shown on the 
Please enter glossary name line, tha t glossary is a t tached . 
You can press CANCEL and the glossary remains 
a t tached . 

Attaching a Glossary Using a Shortcut Code 

1. From any menu, press COMMAND. 

2. Type agl. 

3. Type the name of the glossary you want to a t tach , or type the f u l l 
p a t h n a m e to a t t ach a glossary f r o m a d i f f e r e n t l ibrary . 

4. Press R E T U R N or E X E C U T E . 

Attaching a Glossary From a Document Index 

1. From a Document Index screen, move the marker to the name of the 
glossary you want to a t tach . 

2. Press GL. 

Attaching a Glossary While Editing a Document 

1. Press COMMAND. 

2. Press GL. 

3. Type the name of the glossary you want to a t tach , or type the f u l l 
pa thname to a t tach a glossary f r o m a d i f f e r e n t l ibrary . 

4. Press R E T U R N or E X E C U T E . 
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A U T H O R 

See "INDEX" 

Each document conta ins a Document Summary screen. This screen has a 
25-character f i e ld for en te r ing the name of the au thor of the document . From 
the Index menu, you can choose to display an index that contains only the 
documents by a pa r t i cu la r au thor . 

A U T O M A T I C PROCESSING 

See " H Y P H E N A T I O N AND PAGINATION," "FOOTNOTE PROCESSING," and 
"SPELLING TOOLS". 

Hyphena t ion and Pagina t ion , Footnote Processing, and Spelling Checker have 
menu selections that allow you to run these processes au tomat ica l ly . Automat ic 
processing is f a s t e r than in te rac t ive processing since the text is not displayed on 
the screen and the system does not have to spend time r e f r e sh ing the screen 
display. 

For Hyphena t ion and Pagina t ion , the system chooses what words to hyphena te 
and where to place page breaks. These decisions are based on the text- length and 
hot-zone sett ings you select f r o m the Hyphena t ion and Pagina t ion menu. 

For Footnote Processing, the system chooses how to f o r m a t footnotes and where to 
place them in a document . These decisions are based on the selections you make 
f r o m the Footnote Processing menu. 

For Spelling Checker , spell ing markers are added to the document . You can later 
use the Spell Edi tor to make the requi red corrections. 
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A U T O S A V E : A U T O M A T I C S A V I N G OF E D I T I N G C H A N G E S 

The Autosave f e a t u r e au tomat ica l ly saves edi t ing changes every t ime you p e r f o r m 
a preset number of keystrokes. You can set Autosave fo r each document du r ing 
an edi t ing session. If you want to use Autosave fo r each document you create, set 
it in the pro to type document . Each document you create using that pro to type 
au tomat ica l ly uses that Autosave sett ing. 

When the preset number of keystrokes is reached while edi t ing, the ent i re 
document is wr i t t en to the system disk. The message Writing pages is displayed at 
the bot tom of the screen, and edi t ing processes may slow momentar i ly . 

If you reach the preset number of keystrokes while you are using a f u n c t i o n such 
as Copy or Insert , the changes are saved when the f u n c t i o n is completed. Text 
you type whi le the changes are being saved is stored in a b u f f e r . These 
keystrokes are ou tpu t to the screen as soon as the document has been saved. 

NOTE: A small Autosave number wri tes the document 
to the system disk more f r e q u e n t l y than a large number . 
If you set the Autosave number to 1, the document is 
saved as each cha rac te r is typed. This results in 
unaccep tab le system response time. 

When you use Autosave, the changes you make to a document are copied f r o m the 
temporary work ing f i le to the system disk. As a result , you cannot use the E N D 
OF EDIT Opt ions menu D E L E T E or COPY selections to restore a document to its 
or iginal condi t ion . These options would restore the document to the condi t ion it 
was in the last t ime any changes were wr i t t en to the system disk. If you wan t to 
save a copy of the document in its or iginal condi t ion, make a copy be fo re you 
start edi t ing, or when you set Autosave. 

Autosave remains set be tween edi t ing sessions if the number of keystrokes is 10 
or more. If the number of keystrokes fo r Autosave is set to 9 or less, Autosave is 
au tomat ica l ly tu rned of f when you leave a document . 
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To set the Autosave feature: 

1. From an ed i t ing screen, press STOP. A square block and the number 1024 
are d isplayed on the second status line. 

2. If you do not want to save a copy of the document in its or iginal condi t ion , 
skip this step. To save a copy of the document in its or iginal condi t ion , 
press COPY. Type the name you want to use for the original copy of the 
document , and press R E T U R N or E X E C U T E . 

3. Press R E T U R N or E X E C U T E to set Autosave to 1024. To use a d i f f e r e n t 
number of keystrokes, enter a number between 1 and 32,767, then press 
R E T U R N or E X E C U T E . The number and the block remain on the screen 
du r ing the edi t ing session to remind you that Autosave is set. 

To cancel Autosave: 

1. Press STOP. 

2. Press CANCEL. You can also tu rn off the Autosave f e a t u r e by pressing 
STOP, typing 0, and pressing R E T U R N or E X E C U T E . 

CAUTION: When the Autosave f e a t u r e is used, you 
cannot use the COPY or D E L E T E selections f r o m the 
End-Of -Ed i t -Op t ions menu to restore a document to its 
or iginal condi t ion . COMMAND r will only restore a 
page to the condi t ion it was in when the document was 
last saved. If you want to preserve a copy of the 
document in its or iginal condi t ion, be sure to press COPY 
immedia te ly be fo re you set the number of keystrokes to 
be used fo r Autosave. 
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B A C K G R O U N D PROCESSING 

Hyphena t ion and Pagina t ion , Footnote Processing, and Spelling Checker have 
menu selections tha t allow you to run these processes in background mode. 
Background processing is the same as au tomat i c processing except tha t it r e tu rns 
you to the menu, f r e e i n g your t e rmina l fo r other work. 

We recommend tha t you do not run more than seven processes in background 
mode at the same time. 

BACKSPACE 

On the edi t ing screen, the Backspace key moves the cursor one charac te r posit ion 
to the l e f t each t ime you press it. It does not remove text. On some menu 
screens, the Backspace key moves the marker back one f ie ld . 

BANNER 

Banner is a selection on the Pr in t Document menu tha t p r in t s an ex t ra page 
before the document . This page shows the opera tor ' s name, the name of the 
document , and the da te and t ime the document was pr in ted . Banners are use fu l 
fo r i d e n t i f y i n g p r in tou t s when several users share a pr in ter . See "Print 
Document." 

Reference WORD ERA 31 



A FUNCTIONS, FEATURES, AND KEYS 

BLOCK C O P Y , M O V E , DELETE 

You can copy, move, or delete blocks of text that are na r rower than the total 
length of a line. When you delete a block of text, it is removed. When you copy 
or move a block of text, you can reposi t ion it wi th in the same block of text or 
move it to any other place in the document . You can also use the block copy, 
move, delete f u n c t i o n between documents . 

NOTE: Since the cursor cannot move to an "unopen" 
area of the screen (an area where there are no characters) , 
there will be t imes when the charac te rs tha t are 
h ighl ighted on the screen do not exact ly match the 
charac te r s tha t are selected for the block operat ion. 

You cannot inc lude page or column breaks, or cross f o r m a t lines when you 
highl ight text f o r a block opera t ion. You should only block copy or move text in 
which each l ine ends with a Re tu rn , and copy or move to lines tha t end with 
Returns . Otherwise you may get unexpected results because of word wrap. 

Highl ight ing and the keys you press for block opera t ions are d i f f e r e n t fo r each 
of the fo l lowing kinds of text: 

Text with even columns 

Columns wi th an uneven r ight margin 

Columns wi th Decimal Tab symbols 

Text Wi th Even Columns 

When you p e r f o r m block opera t ions on text with even columns, the charac te r s 
that are h ighl ighted are the same as the charac ters that are copied, moved, or 
deleted. 

Columns Wi th An Uneven Right Margin 

When you p e r f o r m block opera t ions on text with an uneven r ight margin , such as 
tables of numbers that are f o r m a t t e d with T a b symbols, all charac te rs to the r ight 
of the cursor posit ion tha t you want to select MUST be included in the 
highl ighted area of the screen. To do this, you may need to highl ight to the Tab, 
Indent , Dec Tab , or R igh t - f lush Tab symbol in the fo l lowing column. 
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When you highl ight the symbol in the fo l lowing column, you can press E X E C U T E 
to include those symbols in the block opera t ion , or you can press 
S H I F T / E X E C U T E to exclude those del imiters . 

Columns Wi th Decimal Tab Symbols 

Tabu la r i n f o r m a t i o n f o r m a t t e d wi th decimal tabs can have both a ragged l e f t and 
a ragged r ight margin wi th in a column. Since WORD E R A cannot h ighl ight an 
"unopen" area of the screen, h igh l igh t ing of text tha t is f o r m a t t e d wi th decimal 
tabs will not match the text selected fo r a block opera t ion unless the columns are 
symmetr ical . 

When you begin h igh l igh t ing a block with the cursor on a Dec Tab symbol, all 
charac te rs to the l e f t of the cursor posit ion, inc luding the Dec Tab symbol, are 
automatically included in the block opera t ion , whether or not they are 
h ighl ighted on the screen. 

On the other hand , all cha rac te r s to the r ight of the cursor posit ion MUST be 
inc luded in the h ighl ighted area of the screen to be inc luded in the block 
operat ion. To do this, you may need to highl ight the Dec T a b symbols as well as 
some add i t i ona l cha rac te r s in the fo l lowing column. You can drop the text 
you h ighl ighted in the fo l lowing column by pressing S H I F T / E X E C U T E when the 
text is h ighl ighted . 

Copying A Block Of Text Wi th Even Columns 

1. Put the cursor at the uppe r - l e f t corner of the block you want to copy. 

2. Press COMMAND, then press COPY. 

3. Move the cursor to the lower-r ight corner of the block you want to copy. 
The block is h ighl ighted . 

4. Press E X E C U T E to copy the text that is h ighl ighted . 

5. Put the cursor where you want to insert the block of text. 

6. Press E X E C U T E . 

If you decide not to complete the block copy, press CANCEL at any t ime be fo re 
the f i n a l E X E C U T E to stop the process. 
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Moving a Block of Text Wi th Even Columns 

When you move a column of text wi th in the same block, it is a lways a good idea 
to move i n f o r m a t i o n f r o m r ight to le f t . This is because the block of text is 
removed f r o m the t emporary f i le and the text is r ea r ranged be fo re the screen 
display is upda ted . If you move a column f r o m le f t to r ight wi th in the same 
block, unexpec ted results may occur. 

1. Put the cursor at the upper - l e f t corner of the block you want to move. 

2. Press COMMAND, then press MOVE. 

3. Move the cursor to the lower-r ight corner of the block you want to move. 
The block is h ighl ighted . 

4. Press E X E C U T E to move the text that is h ighl ighted. 

5. Put the cursor where you want to insert the block of text. 

6. Press E X E C U T E . 

Deleting a Block of Text Wi th Even Columns 

1. Put the cursor at the upper - l e f t corner of the block you want to delete. 

2. Press COMMAND, then press DELETE. 

3. Move the cursor to the lower-r ight corner of the block you want to delete. 
The block is h ighl ighted . 

4. Press E X E C U T E . 

Copying a Block of Text Wi th Uneven Columns 

1. Put the cursor at the upper - l e f t corner of the block you want to copy. 

2. Press COMMAND, then press COPY. 

3. Move the cursor to the lower-r ight corner of the block you want to copy. 
Be sure to h ighl ight the TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab in 
the fo l lowing column. If the text to be copied is at the end of a line, 
h ighl ight to the last R E T U R N . 
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It is not necessary to h ighl ight the text to the end of the line to successful ly 
copy it. 

4. Press S H I F T / E X E C U T E to copy the text that is h ighl ighted and to drop 
the t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab. When the text 
to be copied is at the end of a line, and a R E T U R N is the last charac te r 
that is h igh l igh ted , press S H I F T / E X E C U T E to drop the Re tu rns and to 
inc lude all text to the end of each line that is h ighl ighted , whe the r or not 
the h igh l igh t ing ex tends to the end of that line. 

5. Put the cursor where you want to insert the block of text. 

6. Press E X E C U T E . 

Moving a Block of Text Wi th Uneven Columns 

Remember to a lways move the i n f o r m a t i o n f r o m right to l e f t when moving 

wi th in the same block of text. 

1. Put the cursor at the uppe r - l e f t corner of the block you want to move. 

2. Press COMMAND, then press MOVE. 
3. Move the cursor to the lower- r ight corner of the block you want to move. 

Be sure to h ighl ight the TAB, I N D E N T , DEC TAB, or R igh t - f l u sh Tab in 
the fo l lowing column. If the text to be moved is at the end of a line, 
h ighl ight to the last R E T U R N . It is not necessary to h ighl ight the text to 
the end of the line to successful ly move it. 

4. Press S H I F T / E X E C U T E to move the text that is h ighl ighted and to d rop the 
t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab. When the text to be 
moved is at the end of a line, and a R E T U R N is the last charac te r that is 
h igh l igh ted , press S H I F T / E X E C U T E to drop the Re tu rns and to inc lude all 
text to the end of each line tha t is h ighl ighted , whe the r or not the 
h igh l igh t ing extends to the end of that line. 

5. Put the cursor where you want to insert the block of text. 

6. Press E X E C U T E . 

Re ference WORD ERA 35 



B FUNCTIONS, FEATURES, AND KEYS 

Deleting a Block of Text Wi th Uneven Columns 

1. Put the cursor at the uppe r - l e f t corner of the block you want to delete. 

2. Press COMMAND, then press DELETE. 

3. Move the cursor to the lower-r ight corner of the block you want to delete. 
Be sure to h ighl ight the TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab in 
the fo l lowing column. If the text to be deleted is at the end of a line, 
h ighl ight to the last R E T U R N . It is not necessary to highl ight the text to 
the end of the line to successful ly delete it. 

4. Press S H I F T / E X E C U T E to delete the text tha t is h ighl ighted and to re ta in 
the t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f lush Tab. When the text 
to be deleted is at the end of a line, and a R E T U R N is the last charac te r 
tha t is h igh l igh ted , press S H I F T / E X E C U T E to re ta in the Re tu rns and to 
delete all text to the end of each line that is h ighl ighted , whether or not the 
h igh l igh t ing extends to the end of that line. 

Copying a Block of Text Wi th Decimal Tabs 

1. Put the cursor on the Dec T a b symbol at the upper - l e f t corner of the 
column you want to copy. 

2. Press COMMAND, then press COPY. 

3. Move the cursor to the lower-r ight corner of the block you want to copy. 
Be sure to h ighl ight the TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab in 
the fo l lowing column. Some add i t iona l charac ters in the fo l lowing column 
may be h ighl ighted . They will not be included in the text that is copied. If 
the text to be copied is at the end of a line, h ighl ight to the last R E T U R N . 
It is not necessary to h ighl ight the text to the end of the line to successful ly 
copy it. 

4. Press S H I F T / E X E C U T E to copy the text that is h ighl ighted and to drop 
the t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f lush Tab. When the text 
to be copied is at the end of a line, and a R E T U R N is the last charac te r 
that is h ighl ighted , press S H I F T / E X E C U T E to drop the Re tu rns and to 
include all text to the end of each line that is h ighl ighted, whether or not 
the h igh l igh t ing extends to the end of that line. 
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5. Put the cursor where you wan t to insert the block of text. 

6. Press E X E C U T E . 

Moving a Block of Text Wi th Decimal Tabs 

1. Put the cursor on the Dec T a b symbol at the upper - l e f t corner of the 
column you want to move. 

2. Press COMMAND, then press MOVE. 

3. Move the cursor to the lower-r ight corner of the block you want to move. 
Be sure to h igh l igh t the TAB, I N D E N T , DEC TAB, or R i g h t - f l u s h T a b in 
the fo l lowing column. Some add i t iona l charac te r s in the fo l lowing column 
may be h ighl ighted . They will not be inc luded in the text that is moved. If 
the text to be moved is at the end of a line, h ighl ight to the last R E T U R N . 
It is not necessary to h ighl ight the text to the end of the l ine to successful ly 
move it. 

4. Press S H I F T / E X E C U T E to move the text tha t is h ighl ighted and to d rop the 
t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f lu sh Tab. When the text to be 
moved is at the end of a line, and a R E T U R N is the last charac te r that is 
h ighl ighted , press S H I F T / E X E C U T E to drop the Re tu rns and to inc lude all 
text to the end of each line that is h ighl ighted , whe the r or not the 
h igh l igh t ing extends to the end of that line. 

5. Put the cursor where you want to insert the block of text. 

6. Press E X E C U T E . 

Deleting a Block of Text Wi th Decimal Tabs 

1. Put the cursor on the Dec T a b symbol at the uppe r - l e f t corner of the 
column you want to delete. 

2. Press COMMAND, then press DELETE. 

3. Move the cursor to the lower-r ight corner of the block you want to delete. 
Be sure to h ighl ight the TAB, I N D E N T , DEC TAB, or R igh t - f l u sh Tab in 
the fo l lowing column. Some add i t iona l charac ters in the fo l lowing column 
may be h ighl ighted . They will not be included in the text that is deleted. 
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If the text to be deleted is at the end of a line, h ighl ight to the last 
R E T U R N . It is not necessary to highl ight the text to the end of the line to 
successful ly delete it. 

4. Press S H I F T / E X E C U T E to delete the text tha t is h ighl ighted and to re ta in 
the t ra i l ing TAB, I N D E N T , DEC TAB, or R igh t - f l u sh Tab. When the text 
to be deleted is at the end of a line, and a R E T U R N is the last charac te r 
tha t is h igh l igh ted , press S H I F T / E X E C U T E to re ta in the R e t u r n s and to 
inc lude all text to the end of each line tha t is h ighl ighted , whe the r or not 
the h igh l igh t ing extends to the end of tha t line. 

Putting a Block of Text at the End of the Line 

There are two ways you can posit ion a block of text at the end of a line. When 
the "To where?" prompt is d isplayed, and you put the cursor on a R e t u r n symbol 
you can use e i ther of the fo l lowing options: 

Press E X E C U T E to put the copied text immedia te ly in f r o n t of the R e t u r n 
on each l ine, even if the R e t u r n symbols are not a l igned. 

Press S H I F T / E X E C U T E to put the copied text at the same posit ion on each 
line, ignor ing the posit ion of the R e t u r n symbols. 

WARNING: Unpred i c t ab l e results can occur when you 
press S H I F T / E X E C U T E when moving text wi th in the 
same block. 

BOLD 

See "MODE" 

You can emphasize text by having it pr int in boldface . On most le t te r -qual i ty 
pr inters , bold text is p r in ted twice, resul t ing in th icker let ters resembling a bold 
typeface . When you select bold emphasis , the text on the edi t ing screen appears 
br ighter than normal text. 
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To Bold Text in Your Document 

1. Place the Cursor at the beginning of the text you want to bold. 

2. Press MODE, then type b. 

3. Move the Cursor to the end of the text you want to bold. 

4. Press MODE, then type b. 

To Remove bold Emphasis From Text 

1. Place the Cursor at the beginning of the text you wan t to de-emphasize. 

2. Press MODE, then type b. 

B O O K M A R K S 

Bookmarks are invis ible e lectronic location markers . You can add them to a 
document whi le ed i t ing to mark a place to which you want to re tu rn . The 
bookmarks you add d u r i n g edi t ing are removed f r o m the document when you end 
the edi t ing session. You can mark as many as 10 places in a document . If you 
reuse a bookmark number du r ing an edi t ing session, the bookmark is moved to 
the new locat ion. 

Adding a Bookmark 

1. While ed i t ing a document , put the cursor at the place you want to mark . 

2. Press COMMAND. 

3. Type a number f r o m 0 to 9, or type no number , which is the same as 0. 

4. Press NOTE. 
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Returning to a Bookmark 

1. Press GO TO PAGE. 

2. Type the number of the bookmark , or type no number to r e tu rn to 
bookmark 0. 

3. Press NOTE. 

B O T T O M M A R G I N 

The bot tom margin is the space between the end of the regular p r in ted text and 
the bot tom of the paper . You can pr in t text or page numbers in the bot tom 
margin of each page by using a footer in your document . Any lines you add to a 
header or foo te r page are not counted as par t of the text length sett ing. They do, 
however , increase the total l ine count of the f i n a l pr in ted page. See "FOOTERS," 
" A L T E R N A T I N G H E A D E R S AND FOOTERS," and "MARGINS." 
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CANCEL 

The Cancel key stops a process such as edi t ing. CANCEL is also the key you use 
to say "No." If you change your mind and do not wan t to con t inue doing 
something you have s ta r ted , such as dele t ing text, press CANCEL. 

CASE C O N V E R S I O N 

You can select text and conver t it f o u r d i f f e r e n t ways: 

To lowercase 

To uppercase 

To capi ta l le t ters at the beginning of each word 

To capi ta l let ters at the beginning of each sentence 

The selected text can be a combina t ion of uppercase and lowercase letters, and it 
may conta in nona lphabe t i c characters . All a lphabe t ic charac te rs in the selected 
text are conver ted; nona lphabe t i c charac te r s are not changed. 

When you conver t text to capi ta l let ters at the beginning of sentences, the f i r s t 
h ighl ighted word is also conver ted if the h ighl ight ing begins on the f i r s t let ter of 
that word, even if the word does not begin a sentence. 

1. Move the cursor to the f i r s t charac te r of the text you want to convert . 

2. Press COMMAND, and type c or C. 

3. Highl ight the text you want to conver t and press E X E C U T E . 

4. Use the fo l lowing table to cover t text. 

Lowercase 1 or L 
Uppercase u or U 
Uppercase at beg inn ing of words w or W 
Uppercase at beginning of sentences s or S 
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5. Press E X E C U T E . 

You can also select text fo r case conversion by h ighl ight ing backward . 

CENTER 

The Center key centers a l ine of text between the le f t and r ight margins set in 
the f o r m a t line, or between column margins. C E N T E R is indica ted on the screen 
by a d iamond , which does not pr int . You must center each line ind iv idua l ly . 

If a centered l ine has regular spaces at the end just be fo re the re tu rn symbol, it 
will not pr in t as it appears on the screen. In pr in touts , regular spaces at the end 
of a centered line are ignored. If you want to add spaces at the end of a 
centered line, use requ i red spaces (press COMMAND, then SPACE). Tha t way the 
line pr in t s as it is displayed. Regular spaces preceding text on a centered line are 
not ignored du r ing pr in t ing . 

Centering Text 

1. Place the Cursor where you want to begin the centered text. 

2. Press INSERT if necessary, then C E N T E R , and type the text. 

3. Press R E T U R N at the end of the line to end the center ing. 

Removing Centering 

1. Put the cursor on the center symbol ( ) 

2. Press DELETE. 

3. Press E X E C U T E . The text is no longer centered. 
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Moving the Cursor to the Next Center Symbol 

You can move the cursor to the next center symbol in a document by pressing GO 
TO PAGE and then C E N T E R . 

C H A N G E LIBRARY 

The Change L ib ra ry f u n c t i o n allows you to change f r o m one l ib ra ry or sub l ib ra ry 
to another . The re are th ree ways to change l ibrar ies or subl ibrar ies : 

F rom the Supervisory Func t ions menu 

By using the shor tcu t code chl 

By pressing GO TO PAGE f r o m an index screen of subl ibrar ies 

Changing Libraries From the Supervisory Functions Menu 

1. Select Supervisory Func t ions f r o m the Main menu. 

2. Select Change L ib r a ry f r o m the Supervisory Func t ions menu. 

3. Type the name of the sub l ib ra ry you want , or the f u l l p a t h n a m e of a 
l ibrary . 

4. Press R E T U R N or E X E C U T E . 

Changing Libraries Using a Shortcut Code 

1. F rom any menu, press COMMAND. 

2. Type chl. 

3. Type the name of the l ib ra ry you want . 

4. Press R E T U R N or E X E C U T E . 
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You can also change l ibrar ies when you are on an index screen of subl ibrar ies . 
To do so, move the cursor to the name of a l ibrary and press GO TO PAGE. 

When you are on an index screen of subl ibrar ies , you can view an index of the 
documents in any sub l ib ra ry wi thout changing to that subl ibrary . To do this, 
move the cursor to the name of a l ib ra ry and press E X E C U T E . 

C O L U M N BREAK 

Two kinds of column breaks are used in documents with a mul t ip le-column 
format : opt ional and requi red . You can enter opt ional column breaks manua l ly 
dur ing edi t ing or by using Hyphena t ion and Pagina t ion to reposi t ion the opt ional 
column breaks and leave requi red column breaks in place. Requ i red column 
breaks are a lways entered du r ing edi t ing. Use a requi red column break when you 
want text to a lways be posi t ioned at the top of a new column. 

When you have a mul t ip le column f o r m a t line in a document and press PAGE, a 
column break is au tomat ica l ly entered unless each column ends wi th a column 
break. Then pressing PAGE inserts a page break. 

Opt ional column breaks are indica ted by a row of periods ( . . . . ) on the screen. 
You enter an opt ional column break by pressing PAGE. 

Requi red column breaks are indicated by a row of colons ( : : : : ) on the screen. 
You enter a requ i red column break by pressing S H I F T / P A G E . 

You can move the cursor to the top of a column by pressing GO TO PAGE and 
then SUPERSCRIPT. You can move the cursor to the bot tom of a column by 
pressing GO TO PAGE and then SUBSCRIPT. 
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C O M M A N D 

While edi t ing a document , the Command key, used in combinat ion wi th other 
keys, in i t ia tes word processing act ivi t ies . The table below shows the f u n c t i o n and 
the combina t ion of keys you press fo r that f unc t i on . R e f e r to the topic in the 
l e f t - h a n d column f o r more i n f o r m a t i o n about each command. 

From any WORD E R A menu, the Command key, used in combina t ion wi th a 
three- le t ter shor tcu t code, allows you to bypass menus and go di rec t ly to the 
f u n c t i o n you want to pe r fo rm. See "SHORTCUT CODES." 

Block copy, move, delete COMMAND COPY, COMMAND S H I F T / C O P Y , 
COMMAND MOVE, COMMAND 
S H I F T / M O V E , COMMAND D E L E T E 

Bookmark COMMAND, number , NOTE 

Case conversion COMMAND c 

Footnot ing COMMAND n; COMMAND, number , n 

Glossary COMMAND GL 

Help COMMAND HELP 

Help fo r commands COMMAND ? 

Hor izonta l scroll COMMAND, number , h 

Hyphens COMMAND - (hyphen) 

Index COMMAND i 

Line spacing COMMAND, number , s 

Math COMMAND m 

Pr in t queue access COMMAND q 

Requ i red space COMMAND SPACE 

Restor ing a page COMMAND r 

R igh t - f lu sh T a b COMMAND I N D E N T 
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Save changes f r o m edi tor 

Screen symbols 

Search 

Shell escapes 

Sort 

Status line upda te 

Tab 

Text length 

Vert ical scroll 

Windowing 

Fl ip between windows 

Switch between windows 

COMMAND R E T U R N 

COMMAND R E P L A C E 

COMMAND SEARCH 

COMMAND !, COMMAND 

COMMAND MERGE, COMMAND 
S H I F T / M E R G E 

COMMAND F O R M A T 

COMMAND TAB 

COMMAND, PAGE, number , E X E C U T E 

COMMAND, number , v 

COMMAND w 

COMMAND f 

COMMAND j 

C O M M E N T S 

On Document Summary Screen 

The Document Summary screen conta ins a 55-character f i e ld in which you can 
enter add i t iona l i n f o r m a t i o n about a document . You can enter comments any 
time the document summary is displayed on the screen. You can also leave the 
f ie ld blank. If you enter i n f o r m a t i o n on the comments line, you must press 
E X E C U T E and enter the document in order to save the comments. See 
"DOCUMENT SUMMARY." 
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In Glossary Documents 

You can add comments to a glossary by enclosing them between /* and */. Any 
text between these symbols is bypassed when a glossary is ve r i f i ed or executed. 
You can use this f e a t u r e to add a note to a glossary en t ry r emind ing you what it 
does and how it works. See "GLOSSARY." 

In Exception Dictionaries 

Any text beg inn ing wi th an asterisk (*) and ending wi th a R E T U R N in an 
except ion-d ic t ionary document is t rea ted as a comment . It will be bypassed by 
Spelling Tools and by Hyphena t ion and Paginat ion . See "EXCEPTION 
DICTIONARY." 

You can use the Control key, in combina t ion wi th a one-let ter code, to r e f r e sh the 
screen, stop the screen display, and res tar t the screen display. Some other WORD 
E R A f u n c t i o n s can also be dup l i ca ted wi th a control sequence. 

Listed below are the control codes you can use in WORD ERA: 

Other control sequences are used to begin charac te rs f r o m special charac te r sets 
(CTRL n or N, C T R L y or Y, C T R L ]). 

C O N T R O L (CTRL) 

C T R L h or H 

C T R L i or I 

C T R L j or J 

C T R L q or Q 

C T R L s or S 

C T R L w or W 

C T R L \ 

BACKSPACE 

TAB 

GL 

Res ta r t the screen display 

Stop the screen display 

R e f r e s h the screen display 

CANCEL 
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Your abi l i ty to use control codes may depend on the type of te rminal a n d / o r 
keyboard you are using. 

COPY 

Dur ing edi t ing, the Copy key allows you to dupl ica te text in a document , to copy 
parts of ano ther document into the document you are edi t ing, or to copy text 
between windows. 

From a Document Index screen, the Copy key allows you to access the Copy 
document f u n c t i o n , and S H I F T / C O P Y per fo rms a rch iv ing func t ions . See 
"Copying a Document Using the Index" and "ARCHIVING." 

When you are using the autosave f ea tu re , you can use the Copy key to save a 
copy of the or ig inal document . See "AUTOSAVE." 

When using Forms Processing, press COPY to enter a copy of the i n f o r m a t i o n 
entered in the previous f i e ld of the same kind. For example, press COPY to 
repeat a number entered in a previous number f ie ld or to repeat text entered in a 
previous general f ie ld . 

Copying Text Within a Document 

1. While edi t ing , put the cursor at the beginning of the text to be copied. 

2. Press COPY. 

3. If you want to copy the f o r m a t line, press FORMAT. 

4. Move the cursor to the end of the text you want to copy. 

5. Press E X E C U T E . 

6. Move the cursor to the place where you want to insert the copied text. 

7. Press E X E C U T E . 
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Copying Text Between Documents 

1. Edi t the document into which you want to copy text. 

2. Put the cursor where you want to place the copied text. 

3. Press S H I F T / C O P Y . 

4. The Copying Text Between Documents screen is displayed. It shows the 
name of the document you are edi t ing and allows you to enter the name of 
the document f r o m which you are copying text. 

5. Type the name of the document f r o m which you want to copy text. 

6. The document is d isplayed on the screen. Move the cursor to the beginning 
of the text you wan t to copy. 

7. Press E X E C U T E to mark the beginning of the text you are copying. 

8. If you want to copy the f o r m a t line, press FORMAT. 

9. Move the cursor to the end of the text you want to copy. This h ighl ights 
the text. 

10. Press E X E C U T E again. The text you have h ighl ighted is copied into the 
or iginal document . The cursor is posit ioned at the end of the copied text. 

Copying Text Between Windows 

1. With two or more windows open, press COMMAND and type j to move to 
the window f r o m which you want to copy text. 

2. Move the cursor to the beginning of the text you want to copy. You can use 
SEARCH, or you can move the cursor as you would while edi t ing wi thou t a 
window open. 

3. Press COPY. 

4. Move the cursor to the end of the text you want to copy. 

5. Press E X E C U T E . 
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6. Press COMMAND and type j to move to the window into which you want 
to copy text. 

7. Move the cursor to the place where you want to insert the copied text. 

8. Press E X E C U T E . 

Copying Blocks of Text 

See "BLOCK COPY, MOVE, DELETE." 

C O P Y I N G A D O C U M E N T O N T H E S Y S T E M DISK 

This f u n c t i o n dupl ica tes a document on the system disk. It copies the en t i re 
document , inc luding the document summary , header , footer , work, and foo tno te 
pages. 

There are three ways to copy a document on the system disk: 

From the Fi l ing menu 

By using the shor tcut code cpy 

From the Document Index screen 

Copying a Document From the Filing Menu 

1. From the Fi l ing menu, select Copy Document . 

2. Enter the name of the document you want to copy. The d e f a u l t name is the 
name of the last document you were edi t ing. Use tha t name or type a new 
name. 

3. Press R E T U R N or E X E C U T E . 

4. Type a name for the new document and press R E T U R N or E X E C U T E . 
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Copying a Document Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type cpy. 

3. Follow steps 2 th rough 4 above. 

Copying a Document Using the Index 

You can make a copy of a document f r o m any Document Index screen. Follow 
the procedure out l ined below, or use a shor tcut code to access a Document Index 
screen and fo l low steps 3 to 5 below. 

1. From the Main menu, select Index. 

2. From the Document Index menu, choose the type of index, index to screen, 
and index f r o m cur ren t l ibrary ; then press E X E C U T E . 

3. Put the marke r on the name of the document to be copied. 

4. Press COPY. 

5. Type a name fo r the new document and press R E T U R N or E X E C U T E . 

6. The document is copied, and the name of the new document appears on the 
Document Index screen. 

C R E A T I N G A N E W D O C U M E N T 

There are two methods you can use to create a new document : 

Select Crea te New Document f r o m the Main menu and press E X E C U T E 

Press COMMAND and type the shor tcut code crd f r o m any menu. 
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When you create a new document you must give it a name. Once the document 
name has been added to your l ib rary , you access it by selecting Edi t Old 
Document . 

The rules for naming documents 

A document name can be up to 11 charac te rs long. 

A name must begin with a let ter or a digit . 

Document names can be typed in uppercase letters, in lowercase let ters, or in a 
combinat ion of the two. When you type the name of a document that a l ready 
exists, you must use the same capi ta l iza t ion you used when you created the 
document . 

Names cannot conta in the charac te rs ?! @ & * ' ; \ / < > I space a n ( } they 
cannot begin wi th a period. If you want , you can use a period, hyphen , or 
unde rba r to separa te two words or abbrev ia t ions in a document name. 

Do not use the charac te r s .dc, . f r , .gl, .ex, to end a document name. These 
s u f f i x e s are used by the opera t ing system to indica te special k inds of files. 

Creating a New Document From the Main Menu 

1. Select Crea te New Document f r o m the Main menu. 

2. Enter a name for the new document and press R E T U R N or E X E C U T E . 

3. Use the d e f a u l t p ro to type document 0000, or type the name of ano ther 
pro to type document . See "Prototype Document." 

4. Press R E T U R N or E X E C U T E . 

5. Fill in the f i e lds on the Document Summary screen as needed, and press 
E X E C U T E . 

6. A screen con ta in ing two status lines and the f o r m a t line f r o m the pro to type 
document chosen is displayed. Now you can start en ter ing text. 
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Creating a New Document Using the Shortcut Code "crd" 

1. Press COMMAND and type crd f r o m any menu. 

2. Follow steps 2. th rough 6. above. 

C R E A T I O N LIBRARY 

The Creat ion l ib ra ry line on the Main menu and Glossary Func t ions menu 
indicates the l ib ra ry or d i rec tory you are cur ren t ly using. Any new documents 
you create are put in tha t l ibrary . 

CURSOR 

The cursor is the br ight rec tangle tha t displays to indica te your posit ion on the 
screen. Any typ ing you do or edi t ing f u n c t i o n you p e r f o r m takes place at the 
cursor location. The f i r s t s ta tus line on the edi t ing screen tells you the page, line, 
and posit ion number of the cursor. This i n f o r m a t i o n changes cont inuous ly so you 
can easily de t e rmine where you are in the document . There are many ways you 
can choose to move the cursor th rough a document . 

Do not use the Space bar to move the cursor f r o m place to place. Pressing the 
Space bar moves the cursor f o r w a r d one cha rac te r at a time. However , it also 
generates a space, over typ ing the charac te r in tha t posit ion on the screen. Use 
one of the f o u r cursor movement keys or o ther fo rms of cursor movement to 
move the cursor th rough exis t ing text. 
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When you f i r s t s tar t using WORD ERA, you will use the f o u r cursor movement 
keys on the r ight side of the keyboard to move the cursor in the d i rec t ion 
indicated by the a r row on the key. These keys are r e f e r r ed to in this guide as 
UP, DOWN, R I G H T , and LEFT, to indica te the d i rec t ion tha t they move the 
cursor. As you become more f ami l i a r wi th WORD ERA, shor tcuts fo r cursor 
movement become much more impor tant , and you will develop your own f a v o r i t e 
ways of moving the cursor. 

Basic Cursor Movement 

When you edit a document , the cursor s tar ts in the f i r s t position of the f i r s t l ine 
of the f i r s t page. You can move the cursor to any open screen area by pressing 
the a r row that points in the d i rec t ion you want to move. You cannot move the 
cursor into an unopen area of the screen to the r ight of a R E T U R N , beyond the 
end of the line where text wraps, or between Indent , Tab, Decimal Tab , or 
R igh t - f lush T a b symbols. Because of open and unopen areas of the screen, the 
cursor may move in a way tha t you do not expect. The fo l lowing pa ragraphs 
describe how the cursor moves when you use the cursor movement keys. 

R I G H T If you press R I G H T repeatedly , the cursor moves to the r ight one 
charac te r at a t ime, as long as there are charac te rs on the line. When 
the cursor reaches an area of unopen screen, it moves to the next 
ava i lab le open area at the l e f t margin and cont inues to move to the 
r ight , a lways remain ing in the open screen areas. If you try to move 
the cursor beyond the end of document line, the system beeps to tell you 
that this act ion cannot be done. 

LEFT If you press L E F T repeatedly , the cursor moves to the l e f t one 
cha rac te r at a t ime as long as there are charac te rs on the line. When 
the cursor reaches the l e f t margin it moves to the next ava i lab le open 
area at the r ight of the line above and cont inues to move to the l e f t , 
a lways r emain ing in the open screen areas. If you try to move the 
cursor beyond the beginning of the document the system beeps to tell 
you tha t this act ion cannot be done. 
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DOWN If you press DOWN repeatedly , the cursor moves down the screen one 
line at a time. If the next line is open the cursor moves s t ra ight down, 
ma in t a in ing the same screen position. If the screen is unopen because 
the line ends with a R E T U R N , the cursor moves to the end of the line 
below. If the screen is unopen because of the posi t ioning of Tab, Dec 
Tabs, Indent , or R igh t - f lu sh Tab symbols, the cursor moves to the next 
open charac te r to the r ight of the cursor. If the screen appears to be 
unopen and you can move the cursor into it, tha t area of the screen 
conta ins space characters . If you try to move the cursor beyond the end 
of document line, the system beeps to tell you that this act ion cannot be 
done. 

UP If you press UP repeatedly , the cursor moves up the screen one line at a 
t ime, using the same guidel ines as cursor movement for the down ar row. 
If you try to move the cursor beyond the beginning of the document , 
the system beeps to tell you that this action cannot be done. 

Cursor Movement List 

To move the cursor to the position i 
the r ight column: 

Next charac ter : 

Next line: 

Next screen: 

Next tab symbol in text: 

Next indent symbol in text: 

Next dec tab symbol: 

Next center symbol in text: 

Next R igh t - f lu sh Tab: 

the lef t column, use the keys listed in 

Press R I G H T 

Press DOWN 

Press N E X T SCRN 

Press GO TO PAGE and TAB 

Press GO TO PAGE and I N D E N T 

Press GO TO PAGE and DEC 
TAB in text 

Press GO TO PAGE and C E N T E R 

Press GO TO PAGE, COMMAND 
symbol in text and I N D E N T 
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Next requ i red space: 

Next opt ional or requi red : 

Cursor in text to next: 

Previous charac ter : 

Previous line: 

Previous screen: 

Bottom of the cu r ren t page: 

Top of the cu r ren t page: 

Bottom of the cu r ren t column: 

Top of the cu r ren t column: 

To previous f o r m a t line: 

To next f o r m a t line: 

Top of the next page: 

Top of the previous page: 

Bookmark location: 

Press GO TO PAGE, COMMAND, 
symbol in text and SPACE 

Press GO TO PAGE and H Y P H E N 
hyphen symbol in text 

Press COMMAND and TAB tab 
posit ion in f o r m a t l ine 

Press L E F T 

Press UP 

Press PREV SCRN 

Press GO TO PAGE and DOWN 

Press GO TO PAGE and UP 

Press GO TO PAGE and 
SUBSCRIPT 

Press GO TO PAGE and 
SUPERSCRIPT 

Press GO TO PAGE and (if not in 
a column) SUPERSCRIPT 

Press GO TO PAGE and (if not in 
a column) SUBSCRIPT 

Press GO TO PAGE and N E X T 
SCRN 

Press GO TO PAGE and P R E V 
SCRN 

Press GO TO PAGE, type the 
number of the bookmark locat ion, 
and press NOTE 
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Top of a speci f ic page: 

To the end of document : 

To the beginning of document : 

To the header page: 

To the foo te r page: 

To the work page: 

To the note page: 

To a foo tno te page: 

To the foo tno te re fe rence : 

For add i t iona l i n f o r m a t i o n see: "ARROW 
PAGE," and "BOOKMARK." 

Press GO TO PAGE, type the page 
number , and press E X E C U T E 

Press GO TO PAGE, type e 

Press GO TO PAGE, type b 

Press GO TO PAGE, type h 

Press GO TO PAGE, type f 

Press GO TO PAGE, type w 

Press GO TO PAGE, type n 

Press GO TO PAGE, type n, 
the number of the foo tno te page, 
press E X E C U T E 

Press COMMMAND, type n f r o m a 
foo tno te page 

KEYS," "Cursor Mode," "GO TO 

Cursor Mode 

You can use S H I F T / U P and SHIFT/DOWN to move the cursor f o r w a r d or 
backward by word, sentence, pa rag raph , or page. The d e f a u l t set t ing is "word." 
The cursor-mode set t ing is a lways shown in the f i r s t posit ion of the second s ta tus 
line on the ed i t ing screen. The cursor mode re tu rns to the d e f a u l t set t ing each 
time you end the edi t ing session. 

To set or change the cursor mode: 

1. Press MODE. 

2. Press SPACE fo r word mode. 

Or type a per iod, ., f o r sentence mode. 

Or press R E T U R N for pa rag raph mode. 

Or press PAGE fo r page mode. 
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To use the cursor mode: 

1. Hold down SHIFT. 

2. Press the UP ar row key to move backward in the document . 

Or press the DOWN ar row key to move f o r w a r d in the document . 
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DEC T A B 

Use the Dec Tab (decimal tab) key to align numbers on decimal points according 
to the Tab stops set in the f o r m a t line. 

The last charac te r of a word or the last whole number al igns with the T a b stop in 
the f o r m a t line. If the number conta ins a decimal point , the decimal point al igns 
at the posit ion immedia te ly to the r ight of the Tab stop. You can fol low the 
decimal tab i n f o r m a t i o n wi th a TAB, ano ther DEC TAB, a R igh t - f l u sh Tab, an 
INDENT, or a R E T U R N . 

Whole numbers tha t are fo l lowed by a t ra i l ing +, -, ), ], }, or > align with the T a b 
stop in the f o r m a t line. 

If you wan t to inc lude spaces in the charac te r s you type between the DEC TAB 
and the decimal point , use COMMAND SPACE (required space). If you are 
typing tables and want to extend the unde r l ine to the r ight of a whole number , 
use regular spaces. 

When you use the sort f u n c t i o n , if the f i r s t f i e ld in the f i r s t record is preceded 
by a Dec Tab symbol, h ighl ighted records will be sorted in numer ica l order by 
the selected f ie ld . See "SORT." 

You can move the cursor to the next Dec Tab symbol by pressing GO TO PAGE 
and then DEC TAB. 

Using the Decimal Tab 

1. F rom the edi t ing screen, press DEC TAB. 

2. The cursor moves to the next tab position. Press again as needed. 

3. Type a number or text. 

Changing a Decimal Tab Position 

1. Press F O R M A T . The cursor moves to the f o r m a t line. 

2. Press SPACE to remove a tab; press TAB to add one. 

3. Press E X E C U T E to set the f o r m a t line. 
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4. Dec Tab, Tab, and Indent symbols on the screen realign with the Tab stops 
in the new f o r m a t line. 

Removing a Decimal Tab From Text 

1. Put the cursor on the Dec Tab symbol. 

2. Press D E L E T E 

3. Press E X E C U T E . 

DELETE 

Use the Delete key to select text and screen symbols you want to remove f r o m a 
document . 

1. Put the cursor at the beginning of the text you want to delete. 

2. Press D E L E T E , then move the cursor f o r w a r d or backward to h ighl ight the 
text to be deleted. Once you have pressed DELETE, you can also h ighl ight 
text one cha rac te r at a t ime by repeatedly pressing DELETE. You can 
h ighl ight to the next Tab , Indent , Dec Tab , R igh t - f lu sh Tab, Center , 
Requ i red Space, Opt iona l Hyphen , or Requ i red Hyphen symbol by pressing 
GO TO PAGE and then the appropr ia t e key. 

3. Press E X E C U T E . 

The Delete key is also a selection on all END OF EDIT menus. If you do not 
want to save the ed i t ing changes you have made to a document , or if you have 
not made any changes, press DELETE. Press E X E C U T E to erase changes. The 
temporary f i l e is deleted. The or iginal document remains on the system disk. If 
you decide you do not want to erase the changes, press CANCEL and then make 
another selection f r o m the END O F EDIT Options menu. 
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NOTE: If you have pressed COMMAND R E T U R N to 
save changes whi le edi t ing, or if you have used the 
Autosave f e a t u r e , pressing D E L E T E will not restore the 
document to its or iginal condi t ion. 

DELETING A D O C U M E N T 

Delet ing documents is necessary in good document management . However , you 
should th ink c a r e f u l l y be fo re you delete a document . Once you have deleted a 
document there is no way you can restore or re t r ieve it. If you do not have a 
backup copy of the document on an a rch ive disket te , you will not be able to work 
with it again. 

You can delete a document f r o m the system disk or f r o m an a rch ive disket te in 
the fo l lowing ways: 

From the Fi l ing menu 

From the system disk by using the shor tcut code del 

From an a rch ive d isket te by using the shor tcut code dfa 

From the Index 

Deleting a Document From an Archive Diskette 

1. From the Fi l ing menu, select Delete f r o m archive. 

2. Follow the ins t ruc t ions on the screen fo r inser t ing the disket te . 

3. Type the name of the document you want to delete f r o m the a rch ive 
disket te , and press R E T U R N or E X E C U T E . 

4. Press E X E C U T E to delete the document , or press CANCEL to stop the 
process. 
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Deleting a Document From the System Disk 

1. From the Fi l ing menu, select Delete document . 

2. Type the name of the document you want to delete and press R E T U R N or 
E X E C U T E . 

3. Press E X E C U T E to delete the document , or press CANCEL to stop the 
process. 

Deleting a Document From the System 
Disk Using the Shortcut Code 

1. F rom any menu, press COMMAND. 

2. Type del. 

3. Follow steps 2 and 3 above. 

Deleting a Document From the System Disk 
or an Archive Diskette Using the Index 

1. From the Main menu, select Index. 

2. From the Document Index menu, choose the type of index, and index to 
screen. To delete a document f r o m the system, select index f r o m cur ren t 
l ibrary . To delete a document f r o m an a rch ive disket te , select index f r o m 
arch ive disket te . 

3. Press E X E C U T E . 

4. From the Document Index screen, move the marker to the name of the 
document to be deleted. 

5. Press DELETE. 

6. Press E X E C U T E to delete the document , or press CANCEL to stop the 
process. 
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7. Press CANCEL to r e tu rn to a menu screen. 

DESCRIBE BIN FEEDER 

You must use the Describe Bin Feeder selection on the Supervisory Func t ions 
menu if you have a sheet f eede r on your pr in ter . 

You will need to know which bin is bin 1 and which is bin 2 if your p r in te r has 
a dual -bin sheet feeder . R e f e r to your p r in te r instruct ions. 

1. From the Supervisory Func t ions menu, select Describe Bin Feeder . 

2. Enter the number of the p r in te r with the bin feeder . Be sure you have 
completed the logical ins ta l la t ion of the p r in te r f r o m the opera t ing system 
menu, and have d e f i n e d the p r in te r number . 

3. Press E X E C U T E . 

4. Use the d e f a u l t se t t ing or enter the appropr i a t e paper size f o r each bin. 

5. Press E X E C U T E . 

Once you have entered the paper sizes fo r the bins, these set t ings remain in e f f e c t 
unti l you change them. To change the sett ings at any t ime, fol low the procedures 
out l ined above. 
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D E T A C H GLOSSARY 

An a t tached glossary is au tomat ica l ly de tached when you: 

At tach a new glossary 

Leave WORD E R A 

End an edi t if the glossary was a t t ached du r ing edi t ing 

You can detach a glossary wi thou t exi t ing f r o m WORD ERA by selecting Detach 
Glossary f r o m the Glossary Func t ions menu, or by using the shor tcut code dgl 
f r o m any menu. 

A glossary cannot be deleted, renamed, or moved to an a rch ive disket te while it is 
a t tached. In add i t ion , if you use the windowing f e a t u r e with fou r windows open 
and a glossary a t t ached , you may not be able to move large blocks of text 
between windows. At such times, the message Can't open temp, f i l e is 
displayed. To clear the problem, close one of the open windows or use the Detach 
Glossary f u n c t i o n . 

Detaching a Glossary From the Glossary Functions Menu 

1. From the Glossary Funct ions menu, select Detach Glossary. 

2. Any a t t ached glossary is detached. If no glossary is a t t ached , press 
E X E C U T E to cont inue. 

Detaching a Glossary Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type dgl. Any a t t ached glossary is detached. If no glossary is a t t ached , 
press E X E C U T E to cont inue. 
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D O C U M E N T A S S E M B L Y 

Document Assembly is a selection on the Document Processing Tools menu that 
you can use to combine many WORD ERA documents into one. You can use this 
f e a t u r e as a way to assemble paragraphs , and you can add special notes or 
explana tory text to these pa rag raphs if you want . 

To use Document Assembly, you f i r s t must create a f o r m a t document that 
contains at least one "include statement." An "include s ta tement" is a command 
used to place the en t i re contents of a WORD E R A document at the location you 
indica te in the f o r m a t document . 

The syntax f o r the inc lude s ta tement is: 

•cinclude = document:* 

The inc lude s ta tement must begin wi th a MERGE and end with a 
S H I F T / M E R G E . If the document to be inc luded is in a d i f f e r e n t l ib rary , you 
can use a f u l l p a t h n a m e fo l lowing the equal sign. This s ta tement causes the text 
( including any page breaks) f r o m the document to be merged with the f o r m a t 
document at the place indica ted . Text f r o m header , foo te r , work, and foo tno te 
pages are not inc luded. Format lines are not copied. If the document to be 
inc luded requi res a d i f f e r e n t f o r m a t line, tha t f o r m a t line must be placed in the 
f o r m a t document . R e f e r to "Format" f o r deta i led i n f o r m a t i o n on how to create 
and use f o r m a t lines. 

You can inc lude the same document more than one t ime in a f o r m a t document if 
you want to repeat the i n f o r m a t i o n . The text f r o m the included document is 
copied into the ou tpu t document . The source include document is not changed 
when you use it in this way. 

The f o r m a t document can conta in text as well as inc lude s tatements . In this way, 
you can combine new text with s t anda rd pa ragraphs in an ou tpu t document . 

Using Include Statements for Document Assembly 

One example of a use fo r document assembly is to combine s t anda rd legal 
pa ragraphs in a law o f f i c e . For example, a series of documents can each conta in 
a pa rag raph of s t anda rd legal text. The documents might be named by s t anda rd 
pa ragraph numbers , such as para.la, para.lb, para.2a, para.3a. 
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When a legal document is p repared , the var iable i n f o r m a t i o n can be typed 
direct ly into the f o r m a t document . When a s t andard pa rag raph is called fo r , you 
type an inc lude s ta tement , using the syntax shown above. For example, cinclude 
= para.lb>. You can immedia te ly type another include s ta tement to inc lude 
another pa rag raph , such as <include = para.3a>, or cont inue to type new 
text, inc luding ano ther s t andard pa rag raph later in the document . 

The documents can be called up in any order , and you can use the name of a 
document more than once if you want to repeat the i n fo rma t ion . 

In this way you create a f o r m a t document tha t you use with Document Assembly 
to au tomat ica l ly combine f r equen t l y used pa ragraphs wi th new text. When you 
use the document assembly f e a t u r e in this way, wi th all of the include s ta tements 
in one f o r m a t document , there is no limit to the number of documents you can 
include, as long as your system has enough memory. 

REMEMBER: The ent i re body of text f r o m a 
document named in an inc lude s ta tement appears in the 
ou tpu t document . You cannot use the include s ta tement 
to assemble d i f f e r e n t parts of the same document . 

You can create two k inds of f o r m a t documents using inc lude statements: 

Documents tha t conta in include s ta tements only 

Documents tha t conta in both text and include s ta tements 

When you use inc lude s ta tements , f o r m a t lines are not t r a n s f e r r e d along wi th a 
document but page breaks are copied. 

Using Nested Include Statements 

In add i t ion to pu t t ing inc lude s ta tements in a f o r m a t document , you can put 
include s ta tements in WORD ERA documents that are themselves named in 
include s ta tements . All the documents are combined au tomat ica l ly , merged wi th 
the f o r m a t document , and placed in the output document . This t echnique is 
called "nesting." 
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You can create up to 16 levels of nested include s ta tements in one f o r m a t 
document . The f o r m a t document itself must conta in at least one inc lude 
s ta tement to ind ica te to Document Assembly how the other documents are to be 
assembled. There is no l imit to the number of WORD ERA documents you can 
merge with inc lude s ta tements that are on the same level ( that is, not nested). 

Each of the documents tha t you name in a succession of include s ta tements on the 
same level might have several include s ta tements wi th in it; these levels are 
counted separate ly in de t e rmin ing the max imum levels of nesting. If you exceed 
the max imum number of levels of nest ing, you get an error message. Each level 
of nesting must have at least one inc lude s ta tement that leads to the next level. 

REMEMBER: When you use an include s ta tement to 
merge a document , the total contents of the document , 
inc lud ing any page breaks, a re copied into the resul t ing 
ou tpu t document . The f o r m a t of such a document is 
governed by the f o r m a t l ine in the f o r m a t document . 

If you want to use more than one level of nest ing, type include s ta tements in any 
of the WORD E R A documents tha t are named in the f o r m a t document . When you 
do this, all the documents named are au tomat ica l ly assembled be fo re they are 
placed in the ou tpu t document . You can use up to 16 levels of nesting. 

Procedures for Using an Include Statement 

1. Create a f o r m a t document , using the Create New Document selection f r o m 
the WORD E R A Main menu. 

2. Type text up to the place where you want to put the inc luded document . 

3. Check to be sure that the cu r r en t f o r m a t line in the f o r m a t document is 
correct fo r the i n f o r m a t i o n you want to copy f r o m the other document . The 
f o r m a t l ine f r o m the inc luded document is not copied when the documents 
are merged. 

4. Press MERGE. 
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5. Type include = document, where document is the name of the 
document you want to include. You can type the name of a document f r o m 
the same l ibrary , or you can use a pa thname. 

6. Press S H I F T / M E R G E . 

7. Con t inue to type the text in the f o r m a t document unt i l it is complete. If 
you want to add text f r o m other documents , type the include s ta tements at 
the app rop r i a t e places in the f o r m a t document . 

Using the Document Assembly Selection 

When you are ready to use Document Assembly, check to be sure tha t your f o r m a t 
document and the documents named in the include s ta tements are on the system 
disk, and tha t they are in the l ibrary you indica te in the f o r m a t document . 
Remember tha t you can use complete pa thnames in include s ta tements , so the 
documents may not all reside in the same l ibrary . If all the documents named in 
the include s ta tements are not avai lable , Document Assembly cannot complete. 

1. Select Document Processing Tools f r o m the WORD ERA Main menu. 

2. Select Document Assembly f r o m the Document Processing Tools menu. 

3. Type the name of the f o r m a t document and press R E T U R N or E X E C U T E . 

4. Select one of the processing options and press E X E C U T E . If you select 
Pr in t only you do not need to type an ou tpu t document name. 

5. Type the name of an ou tpu t document and press R E T U R N or E X E C U T E . 

D O C U M E N T I N D E X SCREEN 

Any t ime you access a Document Index, 
There are two k inds of Document Index 

a Document Index screen is displayed, 
screens: 
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The short f o r m conta ins an a lphabet ica l l isting of the names of the 
documents in the l ib ra ry . 

The long f o r m conta ins add i t iona l i n fo rma t ion f r o m the document summary . 

You can p e r f o r m the fo l lowing f u n c t i o n s f r o m a Document Index screen: 

Copy to a rch ive by single document , mul t ip le documents , or all documents 
in a l ib ra ry . See "ARCHIVING." 

Move to a rch ive by single document , mul t iple documents , or all documents 
in a l ib ra ry . See "ARCHIVING." 

Re t r ieve f r o m arch ive by single document , mul t ip le documents , or all 
documents on an a rch ive disket te . See "ARCHIVING." 

Move f r o m arch ive by single document , mul t iple document , or all documents 
on an a rch ive disket te . See "ARCHIVING." 

Pr in t a single document , mul t ip le documents , or all documents in a l ibrary . 
See "PRINTING." 

Rename a document . See "Renaming a Document." 

Delete a document . See "Deleting a Document." 

Store a document name. See "Storing a Document Name." 

At tach a glossary. See "GLOSSARY." 

Edi t a document . See "INDEX." 

Pr in t an index. See "INDEX." 

View document i n fo rma t ion . See "INDEX." 
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D O C U M E N T N A M E 

The "document name" is the name you assign to a document when you use the 
Create New Document selection on the Main menu. Each t ime you access a 
document , you must ask fo r it by using the name you or iginal ly gave it. 

You cannot use the same name for two d i f f e r e n t documents in the same l ibrary . 

See " C R E A T I N G A NEW DOCUMENT" for res t r ic t ions on document names. 

D O C U M E N T S U M M A R Y 

Each document has a Document Summary screen that includes the document ' s 
name and tit le, the names of the au thor and operator , a comments line, and the 
name of the pro to type document . The lower half of the screen displays 
cumula t ive s tat is t ics about the creat ion, revision, p r in t ing , a rch iv ing , and 
re t r ieving of the document ; about the length of the document ; the number of 
footnotes; and the total work t ime and keystrokes. 

When you select Crea te New Document or Edi t Old Document f r o m the WORD 
ERA Main menu, the Document Summary is the f i r s t screen that is d isplayed. If 
you use shor tcut codes to edit a document , or if you press GO TO PAGE to edit a 
document f r o m a Document Index, the Document Summary screen is bypassed. 

Printing a Document Summary 

The Document Summary pr in t s be fo re the document . If you pr in t a banner , the 
banner pr in ts f i r s t , then the document summary , then the document . Page 
number ing in the document is not a f f e c t e d by the p r in t ing of a banner or a 
document summary . 

1. From the Main menu, select Pr in t Document . 
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2. Type the document name and press R E T U R N or E X E C U T E . 

3. To pr in t the summary , you must also pr in t at least one page of the 
document . Type 1 in the Pr in t th ru page f ie ld , or choose which pages to 
pr int . 

4. Move the marker in the Summary column to Yes. 

5. Press E X E C U T E . 

D O C U M E N T T I T L E 

The Document Summary screen conta ins a 25-character f i e ld that you can use to 
enter a t i t le f o r each document that is longer than the document name. You can 
leave the t i t le f i e ld blank if you p re fe r . Any t ime you are on the Document 
Summary screen, you can change the t i t le i n f o r m a t i o n by typing over it. 

The i n f o r m a t i o n you enter in the Document t i t le f i e ld is displayed when you 
select a long- fo rmat Document Index, or press NOTE f r o m a shor t - fo rma t 
Document Index. 

DOUBLE U N D E R L I N E 

You can emphasize text wi th double under l in ing , which pr in t s wi th lines 
unde rnea th the text. See "MODE." 

To double unde r l i ne text in your document : 

1. Place the Cursor at the beginning of the text you want to double under l ine . 
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2. Press MODE, then type =. 

3. Move the Cursor to the end of the text you want to double under l ine . 

4. Press MODE, then type =. 
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E D I T I N G A D O C U M E N T 

Edi t ing a document is the process of revis ing text in a document . Because this is 
the most commonly p e r f o r m e d f u n c t i o n , Edi t Old Document is the f i r s t selection 
on the WORD E R A Main menu. 

There are f i v e ways to access a document fo r edi t ing: 

From the Main menu 

By using the shor tcu t code edd 

From an Index 

From the Global menu 

From a shell 

Editing a Document From the Main Menu 

1. From the Main menu, select Edi t Old Document . 

2. Press E X E C U T E . 

3. Type the document name. 

4. Press R E T U R N or E X E C U T E . 

5. Make any changes you want to the Document Summary screen. 

6. Press E X E C U T E . 

7. The Cursor is at page 1, line 1, posit ion 1 of the document you have chosen 
to edit . 

Editing a Document Using the Shortcut Code 

1. F rom any menu, press COMMAND. 

2. Type edd. 

3. Type the document name. 

4. Press R E T U R N or E X E C U T E . 
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5. The Document Summary screen is bypassed, and the cursor is at page 1, l ine 
1, posit ion 1 of the document you chose to edit. 

Editing a Document From the Index (System Disk Only) 

1. From the Main menu, select Index. 

2. Press E X E C U T E . 

3. Choose the type of index, index to screen, and index f r o m cur ren t l ibrary. 

4. Press E X E C U T E . 

5. When the Document Index appears , move the marker to the name of the 
document you want to edit. 

6. Press GO TO PAGE. 

7. The Document Summary is bypassed, and the cursor is at page 1, line 1, 
posit ion 1 of the document . 
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Editing a Document From a Shell 

1. From an opera t ing system shell, type wp3. 

2. Type a space and then the name of the WORD ERA document you want to 
edit . 

3. If you want to a t t ach a glossary to that document , type a space and then the 
name of the glossary you want to a t tach. 

4. Press R E T U R N . 

5. The Document Summary is bypassed, and the cursor is at page 1, line 1, 
posit ion 1 of the document you chose to edit . If you typed a glossary name 
a f t e r the document name, the glossary is a t tached and ready to use. 

6. When you end the edi t ing session, you will be re tu rned to the shell. 

NOTE: If you access a WORD ERA document in this 
way, you cannot use the F O R M A T selection f r o m the End 
of Edi t Opt ions menu to pr in t the document . 

Ending Editing 

1. From the edi t ing screen, press CANCEL. 

2. Choose an option f r o m the End of Edit Options menu. 

Press E X E C U T E to save the changes. 

Or press R E T U R N to go back to the edi t ing screen. The cursor re turns to 
where you were when you l e f t the document . 

Or press COPY to save a copy of old version of the document with a new 
name. Enter the name you want to use fo r the old document , and press 
R E T U R N or E X E C U T E . 

Or press D E L E T E to erase all the edi t ing changes you have made to the 
document . To ensure that you do not un in ten t iona l ly discard edi t ing 
changes to a document , a beep sounds and an add i t iona l prompt is 
displayed. You can press E X E C U T E to erase the changes or press CANCEL 
and then make another selection f r o m the End of Edit Options menu. 
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NOTE: If you have pressed COMMAND R E T U R N to 
save changes whi le edi t ing, or if you have used the 
autosave f e a t u r e , pressing DELETE will restore the 
document to its condi t ion the last t ime the changes were 
saved, not to its or iginal condi t ion. In add i t ion , if you 
press COPY to save a copy of the or iginal document , you 
will get a copy of the document as it existed the last t ime 
the changes were saved. 

Or press F O R M A T to save the edi t ing changes and display the Pr in t 
Document menu. When the Pr in t Document selections are correct , press 
E X E C U T E and the document will be sent to the pr in ter . If you decide you 
do not wan t to p r in t the document , and press CANCEL f r o m the Pr in t 
Document menu, the edi t ing changes are still saved. 

NOTE: If you have entered the document f r o m a 
Document Index screen, the Pr in t Document menu is 
bypassed. The document is sent to the p r in te r using the 
d e f a u l t p r in t set t ings or the sett ings f r o m the last t ime 
the document was pr in ted . 

E D I T I N G SCREEN 

When you use WORD ERA to create or edit documents , you use the edi t ing 
screen. This section of the R e f e r e n c e Guide presents i n f o r m a t i o n on the 
fo l lowing topics: 

Screen Message Areas 

End of Document Line 

Using Word Wrap 

Moving the Cursor 

High l igh t ing Text 

Using Page Breaks 
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Screen Message Areas 

The upper r ight corner of the screen and the le f t , center , and r ight of the bot tom 
line are reserved as message areas. The screens sometimes ask fo r i n f o r m a t i o n or 
tell you what f u n c t i o n s are being pe r fo rmed . Quest ion messages such as Which 
command? requi re you to p e r f o r m speci f ic keystrokes. Other messages, like 
(Searching), give you i n f o r m a t i o n and need no response f r o m you. Er ror messages 
alert you to possible problems by expla in ing these problems to you when they 
occur. If an er ror message does not give vou enough i n f o r m a t i o n , r e fe r to 
Chapter 3, " E R R O R MESSAGES." 

End Of Document Line 

Each document has an end of document line, d isplayed as a double row of dashes 
across the screen. The end of document line divides the "open" and "unopen" 
parts of the screen. You can never move the cursor below the end of document 
line or into any other unopen par t of the screen. The l ine moves d o w n w a r d 
opening the screen as you type. The concept of open and unopen screen a f f e c t s 
the way the cursor moves on the screen. Cursor movement is discussed in the 
section on "Moving the Cursor" in this chapter . 

The end of document l ine and the message (Document End) a lways display at the 
end of a document . If you are not at the end of the document , no message is 
displayed at the bot tom le f t of the screen, and you will not see an 
end-of -document line. 

E D I T I N G A N OLD GLOSSARY 

Once you have crea ted and ve r i f i ed a glossary, there are a number of ways you 
can edit it: 

F rom the Main menu, using Edi t Old Document 

F rom the Glossary Func t ions menu, using Edi t Old Glossary 
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From any menu, using the shor tcut codes egl or edd 

From a Document Index screen, using GO TO PAGE. 

Editing a Glossary From a Menu 

1. From the Main menu, select Edi t Old Document ; or f r o m the Glossary 
Func t ions menu, select Edi t Old Glossary. 

2. Type the glossary name and press R E T U R N or E X E C U T E . 

3. Change the document summary screen if you want . 

4. Press E X E C U T E . 

5. The cursor is as page 1, line 1, position 1 of the glossary you chose to edit . 

Editing a Glossary Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type egl or edd. 

3. Type the glossary name and press R E T U R N or E X E C U T E . 

4. The Document Summary screen is bypassed, and the cursor is at page 1, l ine 
1, page 1 of the glossary you chose to edit . 

Editing a Glossary From an Index 

1. From the Main menu, select Index. 

2. Choose the type of index, index to screen, and index f r o m cur ren t l ibrary ; 
then press E X E C U T E . 

3. When the Document Index appears , move the marker to the name of the 
glossary you want to edit . 

4. Press GO TO PAGE. 
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5. The Document Summary screen is bypassed, and the cursor is at page 1, 
l ine 1, posit ion 1 of the glossary you chose to edit . 

Ending Editing of a Glossary 

1. From the ed i t ing screen, press CANCEL. 

2. Choose an option f r o m the End of Edi t Opt ions menu. 

Press E X E C U T E to save the changes. The glossary is ve r i f i ed , and if the 
ve r i f i ca t ion is successful , it is a t t ached to your t e rmina l ready f o r use. See 
"Ver i fy Glossary." 

Or press R E T U R N to go back to the edi t ing screen. The cursor r e tu rns to 
where you were when you l e f t the glossary. 

Or press COPY to save a copy of the old glossary wi th a new name. Enter 
the name you want to use fo r the old glossary, and press R E T U R N or 
E X E C U T E . The new glossary is ve r i f i ed , and if the ve r i f i c a t i on is 
successful , it is a t t ached to your works ta t ion ready fo r use. The copy of the 
old glossary is a regular document and is not ve r i f i ed . See "Ver i fy 
Glossary." 

Or press D E L E T E to erase all the ed i t ing changes you have made to the 
glossary. To ensure tha t you do not un in ten t iona l ly discard ed i t ing changes 
to a document , an add i t iona l prompt is displayed. You can press E X E C U T E 
to erase the changes or press CANCEL and then make another selection 
f r o m the End of Edi t Opt ions menu. When you press D E L E T E and then 
E X E C U T E , the glossary is not ve r i f i ed . However , the glossary is a t t ached . 

Or press F O R M A T to save the edi t ing changes and display the Pr in t 
Document menu. When the Pr in t Document selections are correct , press 
E X E C U T E and the document will be sent to the pr in ter . If you decide you 
do not want to p r in t the document , and press CANCEL f r o m the Pr in t 
Document menu, the ed i t ing changes are still saved. 

If you have pressed COMMAND R E T U R N to save changes while edi t ing, or if 
you have used the autosave f e a t u r e , pressing D E L E T E will restore the glossary to 
its condi t ion the last t ime the changes were saved, not to its or iginal condi t ion. 
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In add i t ion , if you press COPY to save a copy of the or ig inal glossary, you will 
get a copy of the glossary as it existed the last t ime the changes were saved. 

E N T R Y 

A glossary may conta in one or several entries. These entr ies can conta in text or 
keystrokes stored in the glossary f o r la ter use. 

An en t ry has the fo l lowing elements: 

En t ry label 

Braces 

Keywords 

Str ings 

Comments 

Each glossary ent ry s tar ts wi th the word "entry." The single charac te r a f t e r this 
word is the label. Each en t ry label in a glossary must be unique. To use a 
glossary en t ry whi le ed i t ing a document , recall the en t ry f r o m an a t t ached 
glossary by pressing the GL key and typing the s ingle-character en t ry label. 

The m a x i m u m number of glossary entr ies is 96. A max imum of 94 single-key 
glossary entr ies can be stored. Two add i t iona l charac ters , space and backslash,are 
avai lable for glossary entr ies if they are preceded by a backslash \ . It is a good 
idea to avoid using the double quota t ion mark (") as a glossary-entry code since 
quotes are extensively used as par t of the glossary syntax. 

See "GLOSSARY." 

80 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

ERROR MESSAGES 

Error and warn ing messages are displayed on the screen when appropr ia te . In 
most cases, the message is se l f -explana tory . R e f e r to Chapte r 3, "ERROR 
MESSAGES," fo r a list of error messages and what they mean. 

When you are c rea t ing and v e r i f y i n g glossaries, any ve r i f i ca t ion er ror messages 
are displayed on the work page of the glossary. See "GLOSSARY." 

E X C E P T I O N D I C T I O N A R Y 

Spelling Tools and Hyphena t ion and Pagina t ion both can use except ion 
dic t ionar ies tha t you create. An except ion d ic t ionary is a regular WORD ERA 
document con ta in ing words that are not in the Spelling Tools 80,000 word 
Merriam-Webster Linguibase lexicon. You can have one exception d ic t ionary , or 
you can have several wi th d i f f e r e n t specialized words in them. 

Creating an Exception Dictionary 

You can create an except ion d ic t ionary in f o u r ways: 

With the Create New Document func t i on . Type the words d i rec t ly into the 
except ion d ic t ionary , in any order , with one space between each word. 
When you use the except ion d ic t ionary with Spelling Tools or Hyphena t ion 
and Pagina t ion , it will be compiled. 

While using Spelling Checker in in te rac t ive mode. Press GO TO PAGE, then 
enter the name of a new document that you want to use as an except ion 
d ic t ionary . Follow the ins t ruc t ions on the screen. 

While using Spell Edi tor . Press GO TO PAGE enter the name of a new 
document that you want to use as an except ion d ic t ionary . Follow the 
ins t ruc t ions on the screen. 
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Select Yes for Except ion Dic t ionary f r o m the Spelling Checker or Spell 
Edi tor menu, then enter the name of a new document . 

Adding Words to an Exception Dictionary 

To type the words direct ly into the except ion d ic t ionary edit your Except ion 
Dic t ionary by selecting Edi t Old Document f r o m the Main menu. Type the 
words, observing the fo l lowing rules. 

Words must be separa ted by a space or be on separa te lines. 

Words can be listed in any order , they do not have to be in a lphabet ica l 
order. 

Cer ta in special charac te r s and numbers may be used as par t of a word: 

one+two 
XP-45 

The fo l lowing charac te rs will not be recognized as par t of a word in an 
except ion d ic t ionary : 

* \ / ( ) [ ] < > { } 

When using Spell ing Checker , press COPY to add a marked word. If you want to 
save speci f ic cap i ta l i za t ion , press SHIFT/COPY. Words that you add to the 
except ion d ic t ionary du r ing Spelling Checker become e f f e c t i v e on the next screen, 
and will not be marked as errors. 

When using Spell Edi tor , press COPY to add a marked word. If you want to save 
speci f ic cap i ta l iza t ion , press SHIFT/COPY. The words are added to the except ion 
d ic t ionary . However , since the spell ing markers are a l ready conta ined in the 
document , the words you add to an exception d ic t ionary dur ing Spell Edi tor will 
still be marked as errors in the document . 

The max imum length of a word you can add to an exception d ic t ionary is 58 
characters . Comment lines may be added to the exception d ic t ionary . To add a 
comment line, put an asterisk (*) be fo re the text and end the comment wi th a 
R E T U R N . 
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Changing Exception Dictionaries 

You cannot change except ion d ic t ionar ies du r ing the Hyphena t ion and Pagina t ion 
process. 

When you are using Spell Edi tor or Spelling Checker in in te rac t ive mode, you can 
change except ion d ic t ionar ies by pressing GO TO PAGE. You can make the 
fo l lowing choices: 

Enter the name of a compiled except ion d ic t ionary and press R E T U R N or 
E X E C U T E . The newly entered except ion d ic t ionary is recognized as a valid 
d ic t iona ry when the next screen of text is checked fo r spelling errors. 

Enter the name of an exist ing document that is not a compiled except ion 
d ic t ionary . Follow the ins t ruc t ions on the screen. 

Enter a new document name and press R E T U R N . Follow the ins t ruc t ions 
on the screen. 

Adding Syllable Points to an Exception Dictionary 

To use an except ion d ic t iona ry wi th Hyphena t ion and Pagina t ion , you must add 
syllable points to the words. If you enter syllable points in an except ion 
d ic t ionary , they do not i n t e r f e r e wi th the opera t ion of Spelling Tools. 

To preset hyphena t ion points, enter a pipe sign | f o r p r e f e r r e d syllable points and 
a t i lde sign - f o r o rd ina ry syllable points. An except ion-d ic t ionary list could 
look like this: 

c o u n t a b l e 
com~put[able 
spec | i~f i~ca~t ion 
Sac | ra~men~to 
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E X E C U T E 

Use the Execute key to acknowledge and cont inue a process such as inser t ing text, 
a rch iv ing a document , or saving edi t ing changes made to a document . 
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FEED 

Feed is a set t ing on the Pr in t Document menu tha t i den t i f i e s the way tha t paper 
is f e d into the pr in te r . The choices are t rac tor , single sheet, single bin, and dual 
bin. 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Move the marker to the Feed column, and select the type of f eeder on your 
pr in te r . 

4. Press E X E C U T E . 

FILING 

Many of the ways you manage documents in WORD E R A are s imilar to f i l i ng 
paper documents . These processes are grouped together on the Fi l ing menu. See 
"Archiving," "Copying a Document on the System Disk," "Deleting a Document ," 
"Moving a Document ," and "Renaming a Document." 

FLASHING M O D E 

To emphasize text on the screen, you can cause it to f lash , or bl ink. Flashing 
does not a f f e c t how the text prints . Flash mode is sometimes r e f e r r e d to as 
"Blink." See "MODE." 

To Flash Text 

1. Place the Cursor at the beginning of the text you want to f lash . 
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2. Press MODE, then type f. 

3. Move the Cursor to the end of the text you want to f lash 

4. Press MODE, then type f. 

To Remove Flash Emphasis From Text 

1. Place the Cursor at the beginning of the text you want to de-emphasize. 

2. Press MODE, then type f. 
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FOOTER 

A footer includes a page number and any other text p r in ted in the bot tom 
margin. Any lines you add to a header or footer page are not counted as par t of 
the text length sett ing. They do, however , increase the total line count of the 
f i n a l p r in ted page. 

Each WORD E R A document has a separa te foo te r page. You can enter 
i n fo rma t ion on the foo te r page. The footer will then pr in t on all pages of the 
document you select fo r p r in t ing f r o m the Pr in t Document screen. 

If you want the system to au tomat ica l ly pr in t page numbers on the bot tom of 
each page, you can enter a number symbol (#) on the foo te r page. A footer page 
cannot conta in a page break. See also "Al ternat ing Headers and Footers." 

1. While ed i t ing a document , press GO TO PAGE 

2. Type f or F. 

3. Type in the footer text . If you wan t the system to au tomat ica l ly p r in t page 
numbers on the bot tom of each page, type #. 

4. Press GO TO PAGE to re tu rn to a numbered document page. 

F O O T N O T E PROCESSING 

To use the Footnote Processing selection, you must have a WORD ERA document 
that conta ins at least one foo tno te re ference . See "Footnoting" fo r i n f o r m a t i o n on 
how to enter foo tnotes in a document . 

When you are ready to proper ly number , f o r m a t , and posit ion the footnotes in a 
f i na l document , select Footnote Processing f r o m the Document Processing Tools 
menu. 

The Footnote Processing menu gives you many f o r m a t t i n g and number ing options. 
Once you process a document con ta in ing footnotes , the selections you make f r o m 
the Footnote Processing menu are saved and are displayed as the d e f a u l t 
selections the next t ime you process tha t document . 
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The top par t of the Footnote Processing menu a f f e c t s f o r m a t t i n g for all foo tno te 
re fe rences the foo tno te i den t i f i e r you add to the text in your document . The 
bottom par t a f f e c t s f o r m a t t i n g for the foo tno te text the foo tno te i n f o r m a t i o n , 
such as a book t i t le or exp lana tory note. 

The fo l lowing pa rag raphs discuss the options you can select f r o m each section of 
the Footnote Processing menu. 

Placement 

You can choose to posit ion the footnotes in one of two ways in the ou tpu t 
document : 

As footnotes at the bot tom of the page on which the foo tno te r e fe rence 
appears 

As endnotes at the end of the document , beginning at the top of a new page 
fo l lowing the last page of text. 

Footnotes 

When you select Footnotes , Footnote Processing checks to be sure no widow or 
o rphan lines are crea ted in the text at the bot tom of the page, and in the foo tno te 
text. If there are too many footnotes to f i t on the bot tom of that page, the 
foo tno te text is cont inued to the fo l lowing page (or pages, if necessary). The 
footnote text r e f e r ence tha t carr ies over f r o m a previous page is fo l lowed by the 
word Cont inued and the rest of the foo tno te text. 

Endnotes 

When you select Endnotes , no separa tor line is created, and the text length set t ing 
in the document is used to speci fy the number of lines per page. When you select 
the End of doc. opt ion, the Separator l ine and Min imum number of text lines per 
page f ie lds are au tomat ica l ly skipped. 

Processing 

You can choose to process a document conta in ing foo tnotes in two ways: 

Au tomat i c 
Background 
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Since the text in the source document is substant ia l ly rea r ranged when the 
footnotes are posi t ioned, you cannot in te rac t ive ly pagina te a document wi th 
Footnote Processing. Any ext ra re tu rns fo l lowing the last l ine of text on a page 
are dropped. They are not car r ied over to the top of the next page. This ensures 
that the text a lways begins p r in t ing at the same place on each page. To 
in te rac t ive ly pagina te only the numbered pages of a document con ta in ing 
footnotes , you can use the Hyphena t ion and Pagina t ion f ea tu re . 

Automatic 

When you select au tomat i c processing, you can see which document is being 
processed and which pages are being processed. At the end of the processing, 
press E X E C U T E to save the changes or D E L E T E to erase the changes. 

Background 

When you select background processing, your te rmina l is f r e e fo r o ther work. 
However , there is no visible ind ica t ion of when the process is complete. If you 
can edit the ou tpu t document you created, the process has completed. 

Sequence 

When you enter foo tno te re fe rences in the source document , they are 
au tomat ica l ly numbered and are d isplayed on the ed i t ing screen in reverse video. 
However , when you are ready to create an ou tpu t document , you can precede any 
foo tno te sequence with a p r e f i x of up to nine charac ters , and choose f r o m f o u r 
d i f f e r e n t sequences, s ta r t ing anywhere you spec i fy in the sequence. 

Prefix 

If you make an en t ry in the P re f i x f i e ld , the p r e f i x you select is au tomat ica l ly 
inserted in the ou tpu t document in f r o n t of each foo tno te r e fe rence and foo tno te 
text re fe rence . Suppose you have numbered chapters , each in a separa te 
document . If you enter the chap te r number (say III- if you use a R o m a n 
number ing sequence) in the p r e f i x f i e ld , each foo tno te would begin wi th those 
f o u r characters . 
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For example, if you choose to fol low the p r e f i x with a number ing sequence, 
s tar t ing with 1, the re fe rences would be III-1, III-2, III-3, and so on. 

You can use a p r e f i x wi th any of the four sequence options. When you do not 
want want a p r e f i x in f r o n t of the sequence you choose, press R E T U R N to leave 
the f ie ld blank and move the cursor to the next option. 

If you have typed a p r e f i x in the P re f ix f ie ld and you want to remove it, press 
DELETE. 

1,2,3,... Starting With 1 

When you select this opt ion, footnotes will be numbered sequent ia l ly , beginning at 
the number you speci fy . Suppose you want to number footnotes sequent ia l ly , and 
you have split the footnotes between two documents . You may have 34 foo tnotes 
in the f i r s t document and 12 footnotes in the second. When you process the 
second document , you could begin the foo tno te sequence at 35. If you use this 
number ing sequence, you cannot have more than a total of 999 footnotes in all 
the documents . 

a,b,c,... Starting With a 

When you select this opt ion, footnotes will be let tered sequent ia l ly , beginning at 
the letter you spec i fy . When the end of the a lphabet ic sequence is reached, z is 
fo l lowed by aa, bb, cc, .... zz is fo l lowed by aaa, bbb, ccc, .... zzz is fo l lowed by 
a, b, c, .... 

A,B,C,... Starting With A 

When you select this opt ion, footnotes will be let tered sequent ia l ly , beginning at 
the letter you spec i fy . When the end of the a lphabet ic sequence is reached, Z is 
fo l lowed by AA, BB, CC, .... ZZ is fo l lowed by AAA, BBB, CCC, .... Z Z Z is 
fo l lowed by A, B, C, .... 

Y V * V , . . . --Each Page 

When you select this opt ion, footnotes will have one, two, or three asterisks (*). 
If you have more than three footnotes per page, the asterisks repeat in a one, two, 
three pa t te rn . 

9 0 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

This option should be used when there are three or f ewer footnotes per page, and 
you select f oo tno t e p lacement at the end of the page. 

Underlined 

You can select one of f o u r opt ions fo r unde r l in ing the foo tno te r e fe rences in the 
output document . 

In Neither 

When you select this opt ion, none of the foo tno te re fe rences or foo tno te text 
re fe rences in the ou tpu t document are under l ined . 

In Footnote 

When you select this opt ion, only the charac te r s preceding the foo tno te or endnote 
are under l ined . 

In Document 

When you select this opt ion, only the superscr ip ted foo tno te re fe rences in the 
output document are under l ined . 

In Both 

When you select this opt ion, all foo tno te re fe rences and foo tno te text r e fe rences 
in the ou tpu t document are under l ined . 

Superscripted 

Footnote r e fe rences in the text are a lways superscr ipted. The options you select 
f r o m the lower par t of the Footnote Processing menu a f f e c t f o r m a t t i n g for the 
footnote text r e fe rences and foo tno te text only. 
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Yes 

When you select Yes, foo tno te text re fe rences are superscr ip ted , in add i t ion to 
any other f o r m a t t i n g options you select. 

No 

When you select No, foo tno te text re fe rences are not superscr ipted. 

Preceded By 

You can choose three d i f f e r e n t f o r m a t t i n g options for the posit ion of the 
footnote text r e fe rence . 

NOTE: If you select Indent or T a b to precede the 
foo tno te text r e fe rence , be sure the f o r m a t l ine you use 
fo r foo tno te pages has a Tab stop in the correct place. 

Nothing 

When you select Nothing , the foo tno te text r e fe rence is posit ioned at the l e f t 
margin. 

Tab 

When you select Tab , the foo tno te text r e fe rence is preceded by one T a b symbol. 
The second line of foo tno te text re tu rns to the l e f t margin. 

Indent 

When you select Indent , the foo tno te text r e fe rence is preceded by one Indent 
symbol. 

Followed By 

You can make two selections f r o m this section of the Footnote Processing menu. 
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Charac te r 

Spacing pa ramete r 

If you select Inden t or T a b as a spacing pa ramete r , be sure the f o r m a t l ine you 
use fo r foo tno te pages has a Tab stop in the correct place. 

Remember to allow enough room fo r the m a x i m u m number of charac te r s that can 
appear in a foo tno te re fe rence . For example, the foo tno te can have three 
characters , a p r e f i x of up to nine charac ters , and one charac te r fo l lowing the 
foo tno te r e fe rence . 

Character _ 

If you want the foo tno te text r e fe rence to be fo l lowed by a charac te r such as a 
period (.), slash (/) , or end ing parenthes is ()), enter this charac te r in the Charac te r 
f ie ld . You can enter any p r in t ab le charac te r in the Charac te r f i e ld , inc lud ing a 
charac te r f r o m an a l t e rna te cha rac te r set. If you do not want a charac te r to 
fol low the foo tno te text r e fe rence , press R E T U R N to move the cursor to the 
spacing pa ramete r s selections. 

If you have entered a charac te r and want to remove it, press DELETE. 

Nothing 

When you select no th ing no spacing pa ramete r fol lows the foo tno te text r e fe rence . 
If you enter a cha rac te r in the Charac te r f ie ld , the foo tno te text s tar ts 
immedia te ly a f t e r the charac te r . 

Space, Two Spaces 

When you select Space the foo tno te text r e fe rence , and any charac te r you enter in 
the Charac te r f i e ld is fo l lowed by a space. 

When you select Two Spaces the foo tno te text r e fe rence is fo l lowed by two spaces. 
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Indent 

When you select Indent the f i r s t pa ragraph of text on each footnote page is 
preceded by an indent . If foo tno te text is cont inued f r o m one page to ano ther , 
the Indent symbol is au tomat ica l ly included on the cont inued page. 

If you have more than one pa ragraph of text on a foo tno te page, only the f i r s t 
pa ragraph is au tomat ica l ly f o r m a t t e d wi th an indent . If you want subsequent 
pa ragraphs of a foo tno te to be indented , you must enter an Indent symbol on the 
footnote page when you enter the text. 

Tab 

When you select T a b the f i r s t pa ragraph of text on each foo tno te page is preceded 
by a Tab symbol. 

If you have more than one pa ragraph of text on a foo tno te page, only the f i r s t 
pa ragraph is au tomat ica l ly f o r m a t t e d with a Tab symbol. 

Return, Two Returns 

When you select R e t u r n , the foo tno te r e fe rence is fo l lowed by one re tu rn . The 
f i r s t line of text on each foo tno te page begins at the l e f t margin, one line below 
the footnote re fe rence . 

When you select Two Re tu rns , the foo tno te r e fe rence is fo l lowed by two Re tu rn 
symbols. The f i r s t line of text on each foo tno te page begins at the l e f t margin , 
two lines below the foo tno te re ference . 

When you select Footnotes foo tno te p lacement , f ewer lines of foo tno te text will 
f i t at the bot tom of the page if you select Re tu rn or Two Returns . If you choose 
this f o rma t , you may want to ad jus t the Min imum number of text lines per page 
sett ing to compensate. 

Spacing Between Footnotes 

You can select a d i f f e r e n t spacing between footnotes than the spacing you use on 
the foo tno te page. Suppose, fo r example, tha t you want to single-space the 
foo tno te text, but you want to leave a space and one-half between footnotes . 
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To do this, you would use a single-space f o r m a t line on the foo tno te pages and 
select opt ion W f r o m the Spacing between footnotes section of the Footnote 
Processing menu. 

The spacing selections on the Footnote Processing menu are the same as the 
spacing selections you can make in f o r m a t lines. Use the fo l lowing spacing 
options: 

0 Zero 
Q Quar t e r 
H Half 
1 Single 
W One and one-half 
2 Double 
3 Tr ip le 

Separator Line 

When you select Footnotes foo tno te p lacement , you make selections f r o m the 
Separator l ine section to design the cha rac te r and length of the line that separates 
the foo tno te text f r o m the text on the page. You can also choose the number of 
blank lines tha t come b e f o r e and a f t e r the separa tor line. 

Character -

You can enter any p r in t ab le cha rac te r in the Charac te r f i e ld , inc lud ing a 
charac te r f r o m an a l t e rna t e charac te r set. This charac te r is repeated across the 
page as many t imes as you spec i fy in the Length f ie ld . The d e f a u l t charac te r is a 
hyphen (-). If you do not wan t a cha rac te r , type a space in the Charac te r f i e ld . 

Length 

Use the Length f ie ld to d e f i n e the number of t imes the charac te r you enter in the 
Charac te r f i e ld is repea ted on the line. The d e f a u l t length is 15. Suppose you 
want a separa tor l ine tha t is an under l ine , 20 charac te rs long. You would type an 
unde rba r (SHIFT/dash ) in the Charac te r f i e ld , and type 20 in the Length f ie ld . 

If you enter a number in the Length f ie ld tha t is longer than the length of the 
f o r m a t l ine on the foo tno te page, the separa tor l ine will wrap to the next line. 
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Lines Before, Lines After 

Use the Lines be fo re f ie ld to enter the number of blank lines you want between 
the last line of text on the page and the separator line. 

Use the Lines a f t e r f i e ld to enter the number of blank lines you want between 
the separa tor l ine and the f i r s t foo tno te on the page. 

The blank lines you use be fo re and a f t e r the separator line reduce the number of 
lines of foo tno te text that will f i t at the bot tom of the page. If you have a 
document wi th many footnotes , you may want to minimize the number of b lank 
lines a round the separa tor l ine to opt imize the lines of foo tnote text you can f i t 
on each page. 

Minimum Number of Text Lines Per Page 

If you select Endnotes foo tno te placement , this f i e ld is skipped. 

When you select Footnotes foo tno te placement , the d e f a u l t fo r the Min imum 
number of text lines per page varies according to the text length set t ing in the 
source document . The d e f a u l t is a lways 1/3 of the text length sett ing. For 
example, if the text length set t ing is 54, the Minimum number of text lines per 
page is 18. 

With the Min imum number of text lines per page set to 18, the posit ion of the 
separator line will vary f r o m page to page depending on the number of footnotes 
and the foo tno te text length. However , no fu l l page in the document will ever 
have fewer than 18 lines of text. If a page has no footnotes , or if a widow or 
o rphan line would be crea ted if the foo tno te were placed at the bot tom of a page, 
there can be up to 54 lines of text per page. 

You can f i n d out how many lines per page are al located fo r footnotes by 
subt rac t ing the Min imum number of text lines per page f r o m the text length 
setting. For example , wi th a text length set t ing of 18, 36 lines per page are 
al located for the foo tno te f o r m a t t i n g and foo tno te text. These lines include: 

The lines be fo re the separator l ine 

The separa tor l ine 
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The lines a f t e r the separa tor l ine 

The foo tno te r e fe rence , which may inc lude add i t iona l lines if you select 
R e t u r n or Two R e t u r n s 

The foo tno te text 

The spacing between footnotes , if you have more than one foo tno te on a 
page 

CAUTION: When the warn ing message Out of range 
is d isplayed on the screen, you have speci f ied more lines 
fo r the foo tno te f o r m a t than will f i t in the max imum 
number of l ines ava i lab le fo r footnotes . If this happens , 
change the line spacing spec i f ica t ions in the Separator 
line section, or reduce the Min imum number of text lines 
per page. 

Process From Page, Process Through Page 

You can process an en t i re document , or spec i fy a range of pages to process. When 
you spec i fy a range of pages, those pages are processed, and the ou tpu t document 
contains the en t i re document , inc lud ing both unprocessed and processed foo tno te 
pages. 

When you spec i fy a range of pages fo r processing, the foo tnotes in the source 
document are N O T renumbered . In the ou tpu t document ONLY the foo tnotes on 
the spec i f ied pages are renumbered and processed beginning with the r e fe rence 
you select f r o m the Sequence section of the Footnote Processing menu. If you 
select Endnotes foo tno te p lacement , the foo tnotes are placed on a page fo l lowing 
the last page you selected f o r processing. 

If you pr in t the en t i re ou tpu t document , foo tno te re fe rences and text on the 
selected range of pages pr in t as they would in a f i n a l document . Footnote 
re fe rences on unprocessed pages are pr in ted as three-digi t numbers , wi th zeros in 
f r on t of the number if it is less than 3 digits. For example, foo tno te r e f e r ence 87 
would pr in t as 087. Footnote text fo r foo tno te re fe rences on unprocessed pages is 
not pr in ted . 
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Canceling from Footnote Processing 

If you decide you do not want to do Footnote Processing, press C A N C E L and 
E X E C U T E . The Footnote Processing menu selections are re tu rned to the previous 
defaul t s . 

Changing the Footnote Processing Menu Defaults 
With the Prototype Document 

You can set the d e f a u l t values for the Footnote Processing menu in the 0000 
prototype document . When you do this, the Footnote Processing menu will display 
the selections you set in the pro to type document . To do this, fo l low these steps: 

1. Edi t document 0000. From the edi t ing screen, press COMMAND and type 
n. Footnote r e f e r ence 1 is inserted on the screen. 

2. Press C A N C E L to leave the document . 

3. Press E X E C U T E to save the changes. 

4. Press COMMAND, and type the shor tcut code fnp. 

5. Press E X E C U T E to select Footnote Processing for document 0000. 

6. Make your selections f r o m the Footnote Processing menu. 

7. Press E X E C U T E . The second Footnote Processing screen is displayed. 

8. Press C A N C E L to leave this screen, then press E X E C U T E to cont inue . The 
Footnote Processing selections you made are saved. 
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F O O T N O T I N G 

When you use foo tno tes in a document , you must be able to number the footnotes , 
move foo tno te numbers f r o m one place to another , keep the foo tno te numbers in 
the proper order if you move blocks of text , and posit ion the foo tnotes proper ly 
at the bot tom of the page or at the end of a document . 

WORD E R A provides a f l oa t ing foo tno te f e a t u r e that deals wi th each of these 
issues. 

The numbered r e f e r ence you place in the body of the text is called the footnote 
reference, and the i n f o r m a t i o n you type for each foo tno te is called the 
footnote text. 

There are two stages to using footnotes in WORD ERA documents: 

1. Create or edi t a document , inser t ing foo tno te re fe rences on numbered 
document pages and foo tno te text on ind iv idua l foo tno te pages. 

2. Use the Footnote Processing selection on the Document Processing Tools 
menu to f o r m a t the foo tno te text, r enumber the foo tno te re fe rences , and 
posit ion the foo tnotes proper ly in an ou tpu t document . 

This section tells you how to enter footnotes in the document . R e f e r to "Footnote 
Processing" fo r i n f o r m a t i o n on how to f o r m a t and posit ion the foo tnotes in the 
output document . 

How W O R D ERA Footnote Reference Numbers Work 

FOOTNOTE PAGES 

When you enter a foo tno te r e fe rence in your document , a cor responding foo tno te 
page is created. The foo tno te r e fe rence and the foo tno te page a lways have the 
same number . 

You can move wi th in the document to a speci f ic foo tno te r e fe rence or to its 
corresponding foo tno te page. 

If you inadver t en t ly delete a foo tno te re fe rence , the foo tno te page is not deleted. 
You can easily reenter the foo tno te r e fe rence in the text. 
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FOOTNOTE REFERENCE NUMBERS 

Footnote r e fe rences are assigned numbers in the order in which they are created. 
You can enter a foo tno te r e fe rence anywhere in the document regardless of the 
numerica l sequence of footnotes . 

When you copy or move a foo tno te r e fe rence wi th in the same document or 
between documents , you also copy or move the corresponding foo tno te page, along 
with any text en tered on tha t page. 

Footnote r e fe rences are not r enumbered au tomat ica l ly on the edi t ing screen when 
a new foo tno te r e f e r ence is entered. It is qu i te likely that , at some point in the 
edi t ing cycle, documents wi th footnotes will conta in foo tno te re fe rences that are 
not sequent ia l . 

The foo tno te r e fe rence and the foo tno te page are l inked, and ad jus tmen t s to the 
footnote number ing sequence are made only when you use Footnote Processing on 
the document . 

RENUMBERING FOOTNOTE REFERENCES 

When you use Footnote Processing, an ou tpu t document is genera ted wi th the 
f o r m a t t i n g you spec i fy f r o m the Footnote Processing menu. When this processing 
is done, the foo tnotes in the source document (the document in which you enter 
the foo tno te r e fe rences and the foo tno te text) are au tomat ica l ly r enumbered . The 
output document conta ins the document in its f i n a l fo rma t . 

Entering Footnote References in a Document 

To enter a foo tno te r e f e r ence while edi t ing, fo l low the steps below: 

1. Put the cursor where you want the r e fe rence number . 

2. Press COMMAND. 

3. Type n or N. A numbered foo tno te r e fe rence , displayed in reverse 
video, is added to the screen and a corresponding foo tno te page is created. 
The foo tno te r e f e r ence is au tomat ica l ly inserted. 
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Each foo tno te r e f e r ence and its cor responding page is assigned the next ava i lab le 
number . You can enter up to 999 foo tnotes in a document . If you exceed the 
m a x i m u m number of possible foo tnotes for a document whi le edi t ing, you will see 
a wa rn ing message. 

CAUTION: If you exceed the m a x i m u m number of 
foo tno tes when combin ing documents with S H I F T / C O P Y , 
the text you select will be copied, and any foo tno te 
r e fe rences and foo tno te pages that exceed 999 will be 
d ropped f r o m the copied text. 

You can choose to go to the foo tno te page and enter the foo tno te at any t ime or 
cont inue to work on the edi t ing screen. 

Copying Footnote References 

You can copy a foo tno te r e fe rence , or a block of text con ta in ing foo tno te 
references . The next ava i lab le foo tno te r e f e r ence numbers are assigned to the 
copied foo tno tes and the cor responding foo tno te pages. 

You can copy text con ta in ing foo tno te re fe rences f r o m one document to another . 
Footnote r e fe rences and the cor responding foo tno te pages are copied. 

Moving Footnote References 

You can move a foo tno t e r e f e r ence or a block of text con ta in ing foo tnotes in the 
document you are edi t ing. The foo tno te r e f e r ence remains the same a f t e r it is 
moved. For example, if you move a block of text con ta in ing foo tno te r e f e r ence 
number 1 to a posit ion tha t fol lows another foo tno te re fe rence , the r e f e r ence 
number and foo tno te page number are still number 1 unt i l you use Footnote 
Processing on the document . 

You can move text con ta in ing foo tno te re fe rences f r o m one document to another . 
In tha t case, the next ava i lab le foo tno te r e fe rence numbers are assigned to the 
moved text . T h e foo tno te pages are copied into the document , bu t they are not 
removed f r o m the or ig inal document . 
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Going to a Footnote Page 

When you are c rea t ing a document with footnotes , you may want to work in two 
d i f f e r e n t ways depending on the condi t ion of the au thor ' s d r a f t . 

You may know where the foo tno te re ferences should appear wi thout having 
foo tno te text avai lable . 

You may have both the foo tno te re fe rences and the foo tno te text avai lable 
when you create the document . 

To allow a smooth work f low, the WORD ERA foo tno t ing f e a t u r e allows you to 
enter foo tno te re fe rences as you type. The corresponding footnote page is 
au tomat ica l ly crea ted , but is not immediate ly displayed on the screen. When you 
enter a foo tno te r e fe rence , you can cont inue typing text unt i l all your foo tno te 
re fe rences are entered . 

However, if you want to enter foo tno te text on the footnote page immedia te ly 
a f t e r each foo tno te r e f e r ence is typed, you can easily go to the foo tno te page to 
type the foo tno te text by fo l lowing the steps below. 

1. Press GO TO PAGE. 

2. Type the number of the foo tno te page. 

3. Type n or N. 

A foo tno te page is ind ica ted with an N in f r o n t of the page number in the top 
status line. 

Each document also has a Page N with no foo tno te number . If you t ry to go to a 
footnote page when a document conta ins no footnote pages, you will go to Page 
N. You can use Page N like a second work page. Text that you type on Page N 
is never pr in ted unless you move it to some other page of the document (other 
than Page W). 

Entering Footnote Text 

When you are on the correct foo tno te page, type only the text you want to appear 
in the footnote . Footnote pages are like header , footer and work pages. You can 
p e r f o r m all ed i t ing f u n c t i o n s on foo tno te pages except the func t i ons shown below: 
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You cannot enter page breaks on a foo tno te page. 

You cannot enter foo tno te re fe rences on a foo tno te page. 

WORD ERA au tomat ica l ly renumbers the foo tnotes in both the source document 
and the ou tpu t document when you use the Footnote Processing selection. The 
foo tno te f o r m a t t i n g opt ions you select f r o m the Footnote Processing menu a f f e c t 
the ou tpu t document only. 

T h e r e f o r e , when you enter foo tno te text, do not type a foo tno te r e f e r ence number 
or do any f o r m a t t i n g to allow f o r tabs or indents at the beginning of the foo tno te 
(with one except ion, expla ined below). The selections fo r foo tno t ing f o r m a t and 
style of number ing are made f r o m the Footnote Processing menu. 

There is one t ime when you need to do some text f o r m a t t i n g on a foo tno te page. 
Suppose you have a foo tno te with more than one pa ragraph of text and you 
choose an inden ted or tabbed foo tno te f o r m a t f r o m the Footnote Processing menu. 
In that case only, type the f i r s t pa rag raph wi thou t an indent or tab, and type an 
indent or tab in f r o n t of each subsequent pa ragraph on that foo tno te page. The 
footnotes will then be correct ly f o r m a t t e d in the ou tpu t document . 

NOTE: Be sure you end each foo tno te page with the 
same number of Returns . Every th ing you type on a 
foo tno te page is considered as par t of the foo tno te text. 
If you have a d i f f e r e n t number of Re tu rns a f t e r some 
footnotes , the spacing between foo tnotes in the ou tpu t 
document will not be consistent. 

When you have a complete (or par t ia l ) list of foo tnotes to be typed into the 
document , you can use a glossary en t ry presented in the WORD ERA Glossary 
User 's Gu ide to move easily f r o m one foo tno te page to another and type the 
foo tno te text. 

Footnote Pages and Format Lines 

On foo tno te pages, you can use a f o r m a t l ine tha t is d i f f e r e n t f r o m the f o r m a t 
lines on numbered document pages. This f o r m a t line might have d i f f e r e n t T a b 
stop posit ions to allow fo r the foo tno te r e f e r ence type that you select f r o m the 
Footnote Processing menu. 
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When Footnotes is selected fo r Placement , the f o r m a t line fo r the f i r s t foo tno te 
that is put at the bot tom of the page is au tomat ica l ly inser ted a f t e r the last line 
of text on the page in the ou tpu t document , and be fo re the separa tor line. 

Returning to a Footnote Reference 

When you are on a foo tno te page, you can re turn to the cor responding foo tno te 
r e fe rence in the text by fo l lowing the steps below. 

1. From any foo tno te page, press COMMAND. 

2. Type n or N. 

For example, if you are on foo tno te page N76, pressing COMMAND and typing 
n will r e tu rn the cursor to foo tno te r e fe rence number 76 on a numbered 
document page. 

You can also r e tu rn to any speci f ic foo tno te r e fe rence f r o m anywhere in the 
document by fo l lowing the steps below. If the footnote r e fe rence has been 
deleted f r o m the document , the system will beep to i n f o r m you tha t the command 
cannot be pe r fo rmed . 

1. Press GO TO PAGE. 

2. Press COMMAND. 

3. Type the foo tno te number . 

4. Type n or N. 

NOTE: These f u n c t i o n s search f r o m the beginning of 
the document for the foo tno te reference . If you have a 
long document , it may take some t ime to f i n d a foo tno te 
re fe rence . If you are moving between foo tno te re fe rences 
and foo tno te pages, using COMMAND NOTE to mark 
your place on the numbered document page, and GO TO 
PAGE N O T E to re tu rn to that place may be subs tant ia l ly 
fas te r . 
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Finding Out How Many Footnote References 
Are in a Document 

The Document Summary screen shows the total number of foo tno te pages tha t 
have been crea ted in a document . Footnote pages are never deleted if any 
foo tno te page conta ins text , even if the foo tno te r e fe rence has been removed 
f r o m the text. 

However , if a document conta ins foo tno te pages with no text, and all foo tno te 
re fe rences have been deleted, the foo tno te pages are au tomat ica l ly removed when 
you leave the document and save the changes. You can use the i n f o r m a t i o n on 
the Document Summary screen to f i n d out how many foo tno te pages are in a 
document . 

Since the number of foo tno te re fe rences may be d i f f e r e n t f r o m the number of 
foo tnote pages in a document , you can f i n d the last foo tno te r e fe rence number in 
a document by using a big foo tno te number . You cannot have more than 999 
foo tno te re fe rences in one document . You can f i n d the last foo tno te r e fe rence 
number by using the steps shown below: 

1. Press GO TO PAGE. 

2. Press COMMAND. 

3. Type 999. 

4. Type n or N. 

NOTE: If the last foo tno te r e fe rence has been deleted, 
the system will beep, and the command will not be 
pe r fo rmed . 

If you do not know how many foo tno te re fe rences you have, and the last foo tno te 
r e fe rence has been deleted, press COMMAND n to enter a new foo tno te 
number . Tha t number will be one more than the deleted last foo tno te re fe rence . 
For example, if the last foo tno te r e fe rence was 84, the newly entered foo tno te 
r e fe rence would be 85. If you want , you can then fol low the steps out l ined below 
to reenter the last foo tno te r e fe rence number (84, in our example). 
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Reentering Footnote References that Have Been Deleted 

If you have deleted a foo tno te re fe rence , you can reenter that number by 
fo l lowing the steps below: 

1. Press COMMAND. 

2. Type the foo tno te number . 

3. Type n or N. 

If you type the number of an exist ing footnote , or one that has not yet been 
crea ted , the system beeps to i n f o r m you that the command cannot be 
pe r fo rmed . 

NOTE: The only t ime you cannot reenter a foo tno te 
r e fe rence that has been deleted is if you have added 
foo tno te r e fe rences to a page and then pressed 
COMMAND r to restore a page. In that case, the 
foo tno te re fe rences are removed f r o m the page and cannot 
be reused. 

Printing a Document with Footnotes 

You can pr in t a document that contains footnotes wi thout p e r f o r m i n g Footnote 
Processing, fo r example, fo r a review d r a f t . A f t e r you make your selections f r o m 
the Pr in t Document menu, the messages Press E X E C U T E to pr in t wi thou t 
footnotes , CANCEL to stop process, and Document contains footnotes are 
displayed. If you press E X E C U T E , the document is p r in ted with foo tno te 
re ferences in the text , but no text f r o m footnote pages will be pr in ted . If you 
press CANCEL, you stop the process. 

F O R M A T 

You use the Fo rma t key to move the cursor to the f o r m a t l ine to make changes, to 
create a l t e rna te f o r m a t lines, and to copy f o r m a t lines. 
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Each unique f o r m a t line you create is assigned a number . The s t anda rd f o r m a t 
line that appears au tomat ica l ly at the beginning of each new document is a lways 
numbered 1. The next f o r m a t line you add becomes number 2, the next 3, and so 
for th . 

You can have as many as 99 a l t e rna te f o r m a t lines in a single document at any 
one time. The re can be more than one on the same page. 

If you m o d i f y a f o r m a t line, all f o r m a t lines in the document with tha t same 
number will also be changed. 

The keys you can use to change a f o r m a t l ine are listed below: 

Use the Space bar to remove T a b stops or to extend the length of the f o r m a t 
line. 

Use L E F T and R I G H T to move wi th in the f o r m a t line, leaving the T a b 
stops in place. 

Use TAB to enter new T a b stops. 

Type r or R to enter a R igh t - f l u sh Tab stop. 

Use R E T U R N to shorten the length of the f o r m a t line. 

Use D E L E T E to dele te the f o r m a t line. 

Type s or S U P E R S C R I P T to s tar t a column. 

Type e or SUBSCRIPT to end a column. 

Adding an Alternate Format Line 

1. On the ed i t ing screen, put the cursor where you want an a l t e rna te f o r m a t 
line. 

2. Press I N S E R T (if you are not a l ready in insert mode). 

3. Press F O R M A T . 

4. A f o r m a t l ine wi th a new number and the master f o r m a t line is d isplayed. 
Make the changes you desire. 
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5. Press E X E C U T E to set the f o r m a t line. 

6. Press E X E C U T E to end the insert (if appropr ia te) . 

Adding a Copy of an Alternate Format Line 

If you have set up a special f o r m a t l ine and want to use it again later in the 
document , you can recall it by its f o r m a t line number . 

1. Put the cursor where you want the a l te rna te f o r m a t line. 

2. Press I N S E R T (if you are not a l ready in insert mode). 

3. Press COPY. 

4. Press FORMAT. 

5. Type the number of the desired f o r m a t line. 

6. Press E X E C U T E . 

7. Press E X E C U T E to end the insert (if appropr ia te) . 

Changing a Format Line 

1. Put the cursor below the f o r m a t line you want to change. 

2. Press F O R M A T . 

3. Make the changes you desire in the f o r m a t line. 

4. Press E X E C U T E . 

5. The f o r m a t l ine wi th tha t number is changed wherever it appears in the 
document . 

Deleting a Format Line 

You can delete a l t e rna te f o r m a t lines f r o m a document . If there is only one 
f o r m a t line, you cannot delete it. 
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1. Put the cursor below the f o r m a t l ine you want to delete. 

2. Press FORMAT. 

3. Press DELETE. 

4. The f o r m a t l ine is removed. 

Since any f o r m a t l ine tha t is created remains avai lable for later use, even if all 
occurrences of that f o r m a t line have been deleted f r o m a document , any 
mult iple-column f o r m a t lines you have created will cause Hyphena t ion and 
Paginat ion to consider the document a mul t ip le-column document . If you delete a 
mul t ip le-column f o r m a t line, f i r s t remove the column markers by typing over 
them with spaces. 

NOTE: If you are unsure whether an a l t e rna te f o r m a t 
l ine you have deleted conta ins column markers , you can 
redisplay tha t f o r m a t l ine number in your document by 
pressing INSERT, COPY, F O R M A T , typing the f o r m a t 
l ine number , and pressing E X E C U T E . 

Line Spacing 

Line spacing is the amount of space between the lines on a page when a document 
is pr in ted . The text display on your screen will a lways be single-spaced, no 
matter what value the line spacing is set to in the f o r m a t line. 

The d e f a u l t set t ing fo r l ine spacing is a lways single space. You can change the 
line spacing to: 

0 Zero 
Q Quar t e r 
H Half 
1 Single 
W One and one-half 
2 Double 
3 Tr ip le 

The spacing you have selected is d isplayed in the second status line a f t e r the 
word Spacing and as the f i r s t charac te r in f o r m a t lines. 
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1. Posit ion the cursor below the f o r m a t l ine you want to change. 

2. Press COMMAND. 

3. Type s. 

4. Type the code fo r the line spacing you want to use fo r this f o r m a t line. 

5. The new line spacing is d isplayed at the beginning of the f o r m a t l ine and in 
the second status line. 

Tab Stops 

Tab stops in the f o r m a t l ine can be changed at any time. When you change a 
f o r m a t line, the text tha t fol lows that f o r m a t line automat ica l ly real igns wi th the 
new tab positions. 

Suppose you remove all the T a b stops f r o m f o r m a t line, and then cont inue 
edit ing. When you press TAB, a Tab symbol will be entered in your document ; 
when you press I N D E N T , an Indent symbol will be entered. Each of these 
charac te rs takes up one space and pr in t s a space. However , if you later add T a b 
stops to the f o r m a t line, the Tab and Indent symbols will move to those stops. 
Thus, the f o r m a t of the text will be changed. When you use the Hyphena t ion and 
Pagina t ion f e a t u r e , generated indents are not accura te ly reproduced if you have 
Indent symbols in your text wi thout having enough Tab stops in the f o r m a t line. 

1. Put the cursor below the f o r m a t line you want to change. 

2. Press FORMAT. 

3. Move the cursor to the place you want to add or remove a Tab stop. 

4. Press TAB to add a T a b stop; press SPACE to remove a Tab stop. 

5. Press E X E C U T E . 
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Right-Flush Tab stops 

Each f o r m a t l ine has a R igh t - f lu sh Tab stop at the r ight margin. If you have a 
mul t ip le-column f o r m a t line, the end-of -co lumn marker is also a R igh t - f lu sh Tab 
stop. 

If you want a R igh t - f l u sh T a b stop at a position other than the r ight margin or 
at the end of a column, you can add Righ t - f lush Tab stops to the f o r m a t line or 
remove them f r o m it at any time. You can enter as many R igh t - f lu sh Tab stops 
in the f o r m a t l ine as you like. At any place you have entered a R igh t - f l u sh Tab 
stop in the f o r m a t line, you can r igh t - ju s t i fy the text on a line. 

If you do not have any R igh t - f lu sh Tab stops in the f o r m a t line, any text you 
enter a f t e r a R igh t - f l u sh Tab symbol au tomat ica l ly jus t i f i e s at the r ight margin 
or at the end of a column. A f o r m a t line may conta in any combina t ion of 
regular Tab stops and R igh t - f lu sh T a b stops. However , you cannot put a Tab 
stop and a R igh t - f l u sh Tab stop at the same position in the f o r m a t line. 

To enter R igh t - f lu sh T a b stops in the f o r m a t line: 

1. Press F O R M A T . 

2. Move the cursor to the posit ion in the f o r m a t l ine where you want the 
r ightmost charac te r of the ju s t i f i ed text to appear . 

3. Type r or R. A R igh t - f lu sh T a b symbol ( lef t a r row) appears in the 
f o r m a t l ine to ind ica te the R igh t - f lu sh Tab stop position. (NOTE: No l e f t 
a r row appears in the f o r m a t l ine fo r the d e f a u l t R igh t - f lush T a b stop 
positions.) 

4. Press E X E C U T E to save the changes to the f o r m a t line. 

When you are edi t ing, press COMMAND I N D E N T to enter a R igh t - f lu sh 
Tab symbol (a l e f t arrow). See "Right - f lush Tab." 
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F O R M A T A R C H I V E DISK 

See "ARCHIVING" 

F O R M A T D E F A U L T S 

The de fau l t s , or s t anda rd sett ings fo r a f o r m a t line on the edi t ing screen, unless 
changed by a pro to type document , are as follows: 

Tabs every 5 spaces 

R igh t - f lu sh T a b at r ight margin and end of columns 

Line length of 65 

Single line spacing 

Page length 54 lines 

F O R M A T D O C U M E N T 

See "RECORDS PROCESSING." 

F O R M A T LINE 

Each document has at least one f o r m a t line. This f e a t u r e de termines most 
elements of hor izonta l and ver t ical layout: line spacing, Tab stops, l ine length, 
and r ight margin . Each f o r m a t line de termines the f o r m a t of all the text tha t 
fol lows it unt i l you enter ano ther f o r m a t line. 

If you try to insert a f o r m a t line wi th the same number as the f o r m a t l ine 
direct ly above it, the new f o r m a t l ine is au tomat ica l ly removed when you 
complete the insert process. 
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Any changes to a f o r m a t l ine will au tomat ica l ly be dupl ica ted in all the other 
fo rma t lines in the document that have the same number . 

You can creatc or copy and insert a l t e rna te f o r m a t lines anywhere in a document . 
In any one document , you can use as many as 99 a l t e rna te f o r m a t lines. There is 
no limit to the number of i nd iv idua l f o r m a t lines in a document . 

What Happens if You Exceed the Maximum Number 
of Alternate Format Lines 

If you create more than 100 d i f f e r e n t f o r m a t lines in a single document , the Too 
many fo rma t s message is displayed. It is also possible to create too many 
d i f f e r e n t f o r m a t lines by combining d i f f e r e n t documents with S H I F T / C O P Y or 
SHIFT/MOVE. When this happens, any f o r m a t lines tha t are ident ica l (even if 
they have d i f f e r e n t f o r m a t l ine numbers) are au tomat ica l ly combined, using the 
fo rma t line number f r o m the source document . 

If , a f t e r combining f o r m a t lines, the total number of d i f f e r e n t f o r m a t lines still 
exceeds 100, the Too many f o r m a t s message is displayed. You can press 
E X E C U T E to con t inue wi th the processing. When you do this, all exccss f o r m a t 
lines are au tomat ica l ly d ropped f r o m the text. 

See "FORMAT" 

F O R M S PROCESSING 

Forms Processing is a selection on the Document Processing Tools menu. To use 
Forms Processing, you must f i r s t create a f o r m document . This will act as a 
template fo r p roduc ing f i l led- in forms . Once you have created the f o r m templa te 
document , Forms Processing makes a copy of it. You enter da ta into this copy. 
The cursor skips over the f i xed entr ies in the f o r m templa te document . It 
appears only in the f i e lds tha t conta in special charac te r s ind ica t ing where the 
data is to be en tered , and what type of i n fo rma t ion is al lowed in each f ie ld . 

3. Forms Processing, Pages 113 through 117: The documentation should 
state that text does not automatically wrap to the left margin when 
you are filling in a form. If you type a paragraph in a form field, you 
must type a return at the end of each line. 
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Creating a Form Template Document 

Create a new document using the Create New Document selection f r o m the 
WORD ERA Main menu. 

To designate a f ie ld that will conta in only numer ic characters , f i l l the f i e ld to 
the appropr i a t e length wi th open quote symbols ('). You can enter numbers and 
the fo l lowing charac te r s in a numer ic f ie ld: 

+ - , . # @ $ % < > ( ) [ ] { } = * 

A general f ie ld is one tha t can conta in a lphabet ic charac ters or a combina t ion of 
a lphabe t ic and numer ic characters . To designate a general f ie ld , f i l l the f ie ld to 
the app rop r i a t e length with caret symbols (A). 

A simple f o r m document could look like this: 

JYJ RJ A A A A A A A A A A A A A A A A A A . A A A A 

A ddrCSS* A A A A A A A A A A A A A A A A A A A A A 

A A A A A A A A A A A A A A A A A A A A A 

Telephone: 

Be sure to check that the sett ings on the Pr in t Document screen are correct fo r 
the f o r m templa te document . The p r in t ing options f r o m the End of Form Opt ions 
menu au tomat ica l ly use these Pr in t Document settings. 

Filling in the Form 

To f i l l in the f o r m fol low these steps: 

1. Select Forms Processing f r o m the Document Processing Tools menu, or use 
the shor tcu t code fpr. The cursor appears in the f i r s t avai lable posit ion 
of the f i r s t f i e ld , and the prompt Enter data or Enter numbers appears as 
appropr ia te . The cu r ren t f i e ld is indica ted by a bold underscore . 

2. Type the da ta in the f ie ld . You can move the cursor wi th in the f ie ld wi th 
the Cursor keys or the Backspace key. If you want to copy the i n f o r m a t i o n 
f r o m the previous f i e ld of the same type, press COPY. Insert , delete, and 
most o ther f u n c t i o n keys will not work dur ing Forms Processing. 
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You cannot add text emphasis to the i n f o r m a t i o n you enter in the f ie lds 
du r ing Forms Processing. If you want to emphasize cer ta in f ie lds , add 
emphasis to the f o r m templa te document , or edit the output document to 
add emphasis a f t e r the f o r m has been f i l l ed in. 

You can move between f i e lds by pressing PREV SCRN to move to the 
previous f ie ld or N E X T SCRN to move to the next f ie ld . In this way, you 
can move the cursor to a previously f i l led- in f ie ld and make correct ions or 
addi t ions . 

3. When you have f i l l ed in a f ie ld , you have two options. You can: 

Press R E T U R N to move to the next f i e ld and au tomat ica l ly f i l l the 
f ie ld to the end with spaces. 

Press D E L E T E to delete any unf i l l ed spaces between the last charac te r 
and the end of the f ie ld . When you do this, the spaces that will be 
deleted are f i l led with caret symbols ( D) so you can tell by looking at 
the f o r m which f ie lds will be shortened. If you decide you do not want 
to d rop the spaces f r o m a f ie ld , you can re tu rn to the f ie ld and type 
over the caret symbols with spaces. 

If you try to enter i n f o r m a t i o n a f t e r the f ie ld is fu l l , the message End of f i e ld 
reached is displayed. You can move the cursor wi th in the da ta you have a l ready 
entered in the f i e ld , or you can press R E T U R N , N E X T SCRN, or D E L E T E to 
move to the next f ie ld . You can also press PREV SCRN to move to the previous 
f ie ld . 

When you have entered da ta in the last f ie ld and pressed R E T U R N , N E X T 
SCRN, or DELETE, the message End of f o r m reached is displayed. If the f o r m is 
f i l led in correct ly , press CANCEL fo r the End of Form Options menu. Pressing 
R E T U R N , N E X T SCRN, PREV SCRN, or D E L E T E re tu rns you to the f i r s t f i e ld 
of the form. 

Using the End of Form Options Menu 

The End of Form Options menu has two parts. The selections on the f i r s t screen 
are similar to the selection f r o m the End of Edit Opt ions menu. From this screen 
you can press one of the f u n c t i o n keys indica ted below: 
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Press E X E C U T E to create a new fi le . Enter a document name f o r the 
newly created f o r m , and press R E T U R N or E X E C U T E . 

Press R E T U R N to get back to the f o r m processing screen. When you r e tu rn 
to the f o r m , the bold under l ine ind ica t ing the cur ren t f i e ld is not displayed 
unt i l you press a f u n c t i o n key. 

Press D E L E T E to discard the f i l led- in form. The f o r m that is deleted is the 
copy of the f o r m templa te document generated by Forms Processing. The 
or iginal f o r m templa te document remains avai lable fo r f u r t h e r fo rms 
processing. 

Press F O R M A T to save a copy of the f i l led- in f o r m and send it d i rec t ly to 
the pr in te r . Type a name fo r the document and press R E T U R N or 
E X E C U T E . The document is then au tomat ica l ly sent to the pr in te r , using 
the p r in t ing d e f a u l t s fo r the f o r m template document . 

Press GO TO PAGE to show add i t iona l End of Form Options menu 
selections. 

Addi t iona l End of Form Options are descr ibed below: 

Press 1 to save a copy of the f i l led- in f o r m in a separa te document and 
present a new form. Type the name fo r the f o r m and press R E T U R N or 
E X E C U T E . 

Press 2 to save a copy of the f i l led- in f o r m and present a new f o r m as a 
new page in the same document . You do not assign a name to the document 
at this time. A f t e r you have entered as many fo rms in the document as you 
want , select an option that assigns a document name, such as E X E C U T E or 
FORMAT. 

Press 3 to send the f o r m to the p r in te r wi thout saving it, and present a 
new f o r m to be f i l led in. This option does NOT save a copy of the f o r m 
that is p r in ted . A f t e r it is p r in ted , the temporary f i l e is au tomat ica l ly 
deleted f r o m the system. 

Press 4 to save a copy of the f o r m in a separate document , send that 
document to the pr in te r , and present a new f o r m to be f i l led in. 
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Press 5 to send the f o r m to the p r in te r wi thou t saving it. This opt ion 
does N O T save a copy of the f o r m tha t is p r in ted . A f t e r it is p r in ted , the 
t emporary f i l e is au tomat ica l ly deleted f r o m the system. 

Any key f r o m ei ther of the End of Form Options menus can be used, regardless 
of whether or not tha t par t of the End of Form Opt ions menu is d isplayed on the 
screen. For example , if you know tha t you want to create several fo rms in the 
same document , you can press C A N C E L to end the f o r m , then type 2 to save 
the f o r m and present a new f o r m in the same document . It is not necessary to 
press GO TO PAGE to display the More End of Form Options menu be fo re you 
type 2. 

Addi t iona l ly , you can use the options in combina t ion wi th one another . To 
cont inue with the example , when you are c rea t ing a number of f o rms in the same 
document , a f t e r you have completed the last f o r m , you can press E X E C U T E to 
assign a document name and save the f i le . You could instead press F O R M A T to 
assign a document name and send the document to the pr in ter . 

F U N C T I O N KEYS 

You will use special f u n c t i o n keys on your keyboard when you p e r f o r m word 
processing act ivi t ies . The fo l lowing list provides a a brief descr ip t ion of each 
f u n c t i o n key. For de ta i led i n f o r m a t i o n about act ivi t ies pe r fo rmed by a spec i f ic 
f u n c t i o n key r e f e r to the topic ent ry fo r tha t key. For example, to f i n d out how 
to use the COPY key read the topic COPY in this chapter . 

ALT Use in WORD ERA depends on the system and keyboard you are 
using. 

ARROW KEYS The f o u r keys with d i rec t iona l a r rows move the cursor up, down, 
l e f t , and right . 
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BACKSPACE 

C A N C E L / D E L 

C E N T E R 

COMMAND 

COPY 

CTRL 

DEC TAB 

D E L E T E 

ESC 

E X E C U T E 

F O R M A T 

GO TO PAGE 

HELP 

Moves the cursor backward one charac te r position. (The 
Backspace key on the major i ty of keyboards is non-des t ruc t ive to 
text.) 

Stops a process, such as edi t ing or insert ing. CANCEL is the key 
you use to say "No." If you change your mind and do not want 
to con t inue with a func t i on , press this key. You can ignore the 
charac te r s "DEL" below "CANCEL." 

Centers text be tween the l e f t and r ight margins , or in columns. 

Used along with other keys in func t i ons such as sort, restore 
page, and math. Also used in combinat ion with other f u n c t i o n 
keys to p e r f o r m add i t iona l word processing func t ions . 

Dupl ica tes text wi th in the same document or f r o m one document 
to another . 

Used wi th other keys to control the screen display, and may be 
used to p e r f o r m other func t ions . 

Aligns numbers on decimal points according to a tab stop set in 
the f o r m a t line. 

Allows you to highl ight the text you wish to delete f r o m a 
document . 

Use in WORD E R A depends on the system and keyboard you are 
using. 

Cont inues or completes an act ivi ty you are pe r fo rming . 

Moves the cursor to the f o r m a t line so that changes can be made, 
and creates a l t e rna te f o r m a t lines. 

Moves the cursor to a pa r t i cu la r place in a document , res tar ts a 
suspended pr in t job, and accesses a document or l ib ra ry f r o m an 
index. 

Located at the top le f t corner of the keyboard , the Help key 
gives you more i n fo rma t ion about an edi t ing f u n c t i o n or menu 
selection you spec i fy . 
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I N D E N T 

INSERT 

GL 

LOCK 

MERGE 

MODE 

MOVE 

N E X T SCRN 

NOTE 

PAGE 

PREV SCRN 

R E P L A C E 

R E T U R N 

L e f t - j u s t i f i e s and aligns a l ine or block of text with a tab stop. 

Allows text to be added to the l e f t of the cursor posit ion in a 
document . 

Used for glossary f u n c t i o n s to a t tach a glossary document or 
s tart a glossary entry . 

Allows you to type uppercase let ters wi thout holding down the 
Sh i f t key. Nona lphabe t i c charac te rs are not a f f e c t e d by the 
Lock key. 

Separates text in an a l t e rna t ing header or footer , de f ines f i e lds 
in Records Processing, indicates level markers fo r the Table of 
Contents Genera to r , and de f ines an include s ta tement fo r 
Document Assembly. 

Used wi th other keys to add emphasis to text in the f o r m of 
bo ldface , under l ine , double under l ine , overs t r ike , f l ash ing , or 
reverse video; and to s tar t and end an ent ry when using Glossary 
by Example . Used to set cursor mode. 

Moves text wi th in a document or f r o m one document to another . 

Moves the cursor f o r w a r d to the next screen of text. 

Adds bookmarks and notes to a document . 

Adds an opt ional or requi red page or column break , d e f i n e s text 
length, and sets the cursor mode to page. 

Moves the cursor backward to the previous screen of text. 

Replaces text wi th other text. 

Moves the cursor down one line and over to the l e f t marg in or to 
the next r e tu rn symbol. Also used with the pa rag raph cursor 
mode. 
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SEARCH 

SHIFT 

STOP 

SUPER A N D 
SUB SCRIPT 

TAB 

Locates text in a document . 

Allows you to type uppercase letters or symbols, as on a 
typewr i te r . Also used with other f u n c t i o n keys in var ious word 
processing activi t ies. 

Act iva tes the Autosave f e a t u r e and suspends the p r in t ing of a 
document f r o m a Document Index screen. 

Specif ies p r in t ing of charac ters below 
(subscript) or above (superscr ipt) other text on the same line. 

Moves the cursor to the next tab stop, and generates a tab symbol 
on the screen. Also used to set tab stops in the f o r m a t line. 
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GL 

The GL key is used to create glossary entr ies by example; recall a glossary en t ry 
for use; or a t t ach a glossary. See "GLOSSARY." 

GLOBAL SEARCH A N D REPLACE 

The Global Search and Replace f e a t u r e allows you to f i n d and replace up to 10 
text strings at one time. Each item on the list can conta in up to 30 characters . 
With this f ea tu re , you can choose whether or not to replace each ind iv idua l item. 
You can also ins t ruct the system to p e r f o r m all the search-and-rep lace opera t ions 
automat ica l ly . 

When you type a search str ing, all occurrences of tha t combina t ion of charac te r s 
will be matched. If you want the Global Search and Replace to be case-specif ic , 
type an equal sign (=) in f r o n t of the search string. The text you type in the 
Replace it wi th column is a lways entered in the text exact ly as you type it on the 
screen. 

You can inc lude screen symbols such as space, Re tu rn , Indent , Tab , Dec Tab, 
Center , R igh t - f lu sh Tab, Note, Requ i red Space, Opt ional Hyphen , and Requ i r ed 
Hyphen in your search strings. You can use the wi ldcard charac te r s "*" and "?" 
in the search strings. 

Global Search and Replace can be used to speci f ica l ly f i n d and replace text wi th 
special emphasis such as bold or underscore . However , when you d e f i n e a search 
string that begins with text emphasis , only exact occurrences of that s t r ing are 
matched. The emphasis in the text must begin at the same place in the s t r ing or 
the text will not be matched . When you use text emphasis in a replace s tr ing, be 
sure to tu rn O F F the text emphasis at the end of the s t r ing so the emphasis is not 
carr ied th rough to other par ts of the document . 
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Be c a r e f u l in d e f i n i n g mul t ip le search str ings for Global Search and Replace. A 
search str ing tha t conta ins another search str ing that precedes it on the list will 
not be f o u n d correct ly. For example, if the f i r s t s tr ing on the list is "India" and 
the th i rd s t r ing is "Indian," "Indian" will not be f o u n d as an ent i re word; only the 
f i r s t f i ve letters, "India," will be i den t i f i ed as a search string. This problem can 
lead to unexpec ted replacement dur ing an au tomat ic search and replace. If 
"Indian" precedes "India" on the list, both words will be f o u n d correct ly . 

1. While on the edi t ing screen, hold down SHIFT and press REPLACE. 

2. A new screen appears . Type the text you want to search fo r . You can 
backspace to correct any typing errors. On this screen, BACKSPACE will 
delete any charac te r s it encounters . If you want the search to be case 
sensit ive, type = in f r o n t of the string. 

3. Press E X E C U T E to move the cursor to the Replace it with: column. 

4. Type in new text. You can backspace to correct any errors. 

5. Press E X E C U T E to move back to the Search for : column. 

6. Repeat as necessary (to a m a x i m u m of 10 times), to complete the listing. 
When the list conta ins the max imum number of items, the process begins 
au tomat ica l ly . 

7. If you have f ewer than 10 items for Global Search and Replace, press 
E X E C U T E to begin the process. 

8. When text is located: 

Press E X E C U T E to replace the item. 

Press SEARCH to skip the item and search fo r the next item. 

Hold down SHIFT and press R E P L A C E to replace all i tems on the list 
au tomat ica l ly . 

Press CANCEL to stop the process. 
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9. When the process has been completed, the cursor is posi t ioned on the last 
i tem tha t was changed. 

GLOSSARY 

A glossary is a special document in which you can save text or keywords f o r la ter 
recall. A glossary document conta ins groups of text called glossary entries. The 
glossary entr ies conta in keywords (names of word processing f u n c t i o n and edi t ing 
keys) and text strings. The keywords and text strings emula te the keystrokes you 
would normal ly type f r o m the keyboard . You use glossary entr ies to au tomate 
repeta t ive tasks, ensure accuracy of typed text, and increase produc t iv i ty . 

If you a l ready know how to use Glossary, use this section as a quick re fe rence . 
If you do not know how to use Glossary Func t ions read the WORD ERA 
Glossary Functions manua l fo r in-depth ins t ruct ions on crea t ing 
glossary-by-example entr ies and wr i t ing glossary programs. 

There are two ways you can create entr ies in a glossary: 

When you create an en t ry by example, you a t tach an exist ing glossary tha t 
has been ve r i f i ed . The text you type and the f u n c t i o n s you use in a WORD 
ERA document are au tomat ica l ly saved in that glossary as a glossary en t ry 
with the proper syntax. 

When you create an or iginal en t ry , you create a glossary or edit an exis t ing 
glossary and type the text and f u n c t i o n names you want d i rec t ly into tha t 
glossary. 

It is good p rogramming prac t ice to keep your glossary entr ies re la t ively short. 
The l imit to the length of each kind of glossary ent ry is shown below: 

Glossary by Example: 1024 bytes 
Glossary entry: 32,767 bytes 
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If you create a new glossary con ta in ing no entr ies , the fo l lowing warn ing 
messages are d isplayed a f t e r the glossary is ve r i f i ed : An empty glossary is 
a t tached , and Press E X E C U T E to cont inue. You can a t tach a glossary con ta in ing 
no entr ies and then use Glossary by Example to add entr ies dur ing edi t ing. 

See "At taching a Glossary Document," "Detaching a Glossary Document ," 
"Ver i fy ing a Glossary." 

Glossary Keywords 

A list of keywords that can be used in glossary entr ies is given below: 

backspace nextscrn 
cancel N E X T S C R N 
center nor th 
command N O R T H 
copy note 
COPY page 
dectab PAGE 
dec imal tab prevscrn 
delete P R E V S C R N 
down quote 
DOWN replace 
east R E P L A C E 
EAST re tu rn 
execute r ight 
f o r m a t R I G H T 
gl search 
glossary SEARCH 
goto south 
help SOUTH 
indent space 
insert stop 
l e f t subscript 
L E F T superscr ipt 
merge tab 
M E R G E up 
mode UP 
move west 
MOVE WEST 
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Creating a Glossary Document Using Glossary Functions 

1. From the Glossary Func t ions menu, select Create New Glossary. 

2. Type a new glossary name and press R E T U R N or E X E C U T E . 

3. Type a pro to type document name if you do not want to use pro to type 0000. 

4. Press R E T U R N or E X E C U T E . 

5. Fill in the Glossary Summary screen. 

6. Press E X E C U T E . 

7. You see an edi t ing screen fo r c rea t ing glossary entries. 

8. When you have f in i shed the glossary ent ry or entr ies , press CANCEL. 

9. Press E X E C U T E to save the entr ies you have created. 

10. The glossary will be ve r i f i ed au tomat ica l ly . 

Correcting Verification Errors 

1. If errors are detected du r ing ve r i f i ca t ion , a new screen is displayed. 

2. Press R E T U R N to get back to the glossary so you can correct any 
ve r i f i ca t ion errors. 

3. Press GO TO PAGE. 

4. Type w or W. 

5. The work page lists the ve r i f i c a t i on errors that have been f o u n d . 

6. R e t u r n to the app rop r i a t e page, and correct the errors. 

7. Press CANCEL to end the edit . 

8. Press E X E C U T E to save the changes. 

9. When the glossary is proper ly ve r i f i ed , it is au tomat ica l ly a t t ached and 
ready to use. 
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Creating a Glossary Document Using Create New Document 

You can create a glossary document by using the Create New Document section 
on the Main menu. If you create a new glossary in this way, you must v e r i f y the 
glossary e i ther by using the V e r i f y glossary selection f r o m the Glossary Func t ions 
menu or by using the shor tcu t code vgl. Only then can you a t tach and use the 
glossary. 

Creating a Glossary Entry by Example 

1. F rom an edi t ing screen, a t tach a created and ve r i f i ed glossary. 

2. Press MODE. 

3. Press GL. 

4. Type the text or p e r f o r m the keystrokes you want to save in the glossary 
entry . 

5. Press MODE. 

6. Press GL. 

7. Type a one-let ter en t ry label. 

8. Press R E T U R N or E X E C U T E . 

9. The glossary en t ry is saved under the label. 

Using a Glossary Entry 

1. With a crea ted and ve r i f i ed glossary a t t ached , press GL. 

2. Type the en t ry label fo r the ent ry you want to recall. 
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GO T O PAGE 

The Go To Page key moves the cursor to speci f ic page locations wi th in a 
document . 

Press GO TO PAGE, then type the fol lowing: 

Code or Key 

b or B 

e or E 

f or F 

h or H 

n or N 

w or W 

TAB 

I N D E N T 

DEC TAB 

Righ t - f lu sh T a b 

C E N T E R 

Requ i red Space 

Opt ional or 
Requ i red hyphen 

f r o m document , 
n or N, foo tno te 
number , and 
E X E C U T E 

Moves cursor to 

beginning of document 

end of document 

footer page 

header page 

note page 

work page 

next T a b symbol in document 

next Indent symbol in document 

next Dec Tab symbol in document 

next R igh t - f lu sh T a b symbol in document 

next Center symbol in document 

next requi red space symbol in document 

next opt ional or requi red hyphen in 
document 

foo tno te page 
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f r o m foo tno te 
page, n or N, 
foo tno te number , 
and E X E C U T E 

N O T E 

0-9, and NOTE 

LEFT 

R I G H T 

UP 

DOWN 

N E X T SCRN 

PREV SCRN 

any page number 
and E X E C U T E 

SUBSCRIPT 

S U P E R S C R I P T 

corresponding foo tno te number 
in document 

bookmark 0 

with the number bookmark 

beginning of line 

end of l ine 

top of that page 

bottom of that page 

top of the next page 

top of the previous page 

top of that page 

bottom of column, or next f o r m a t line if 
not in mult iple-column f o r m a t 

top of column, or previous f o r m a t l ine if 
not in mul t ip le-column f o r m a t 
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HEADER 

A header is the space at the top of a page be fo re the text on the regular page 
begins. 

Each WORD E R A document has a separa te header page. You can enter 
i n fo rma t ion on the header page once and have it repeated on each page when you 
pr in t the document . The lines you enter on the header page do not a f f e c t the 
text length set t ing of the document . However , they do a f f e c t the number of lines 
on the pr in ted page. The header will p r in t on all pages of the document you 
select fo r p r in t ing f r o m the Pr in t Document menu. 

If you want the system to au tomat ica l ly pr in t page numbers on the top of each 
page, you can type a number symbol (#) on the header page. A header page 
cannot conta in a page break. You can use Re tu rns in a header so the text of a 
document pr in ts a f i xed number of lines f r o m the top of the page. See also 
"Al ternat ing Headers and Footers." 

1. From an edi t ing screen, press GO TO PAGE, and type h or H. 

2. Type the header text, pressing R E T U R N as needed. Inc lude # to pr in t 
page numbers on the top of each page automat ica l ly . 

3. Use GO TO PAGE to r e tu rn to a numbered document page. 

HELP 

The Help key provides on-screen i n f o r m a t i o n about menu selections and ed i t ing 
func t ions . You can access three d i f f e r e n t help menus: 

Help f o r Menus 

Help fo r Spelling Tools 

Help f o r Edi t ing 
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When you press the Help key, a list of help topics is displayed on the screen. You 
can move the marker th rough the list of topics using any of the fo l lowing keys: 

UP or DOWN 
PREV SCRN or N E X T SCRN 
SPACE 
R E T U R N 
The f i r s t let ter of the item 
One of the numbered f u n c t i o n keys in Help for Edi t ing 

To display a spec i f ic Help topic, move the marker to the topic and press HELP or 
E X E C U T E . 

To leave a Help screen and re turn to the Help menu, press CANCEL. To leave 
the Help menu, press CANCEL. When a Help topic is displayed on the screen, 
you can press GO TO PAGE to leave Help. 

Accessing Help From Menu Screens 

1. From any menu, press HELP. 

2. Move the marker to the desired topic. 

3. Press HELP or E X E C U T E . I n f o r m a t i o n on the topic is displayed on the 
screen. 

4. Press C A N C E L to re tu rn to the list of topics. 

5. Press C A N C E L to re tu rn to the original menu. 

Accessing Help For Spelling Tools 

1. When using Spelling Tools in terac t ive ly , any time the document being 
checked is d isplayed on the screen, press HELP. 

2. Move the marker to the desired topic. 

3. Press H E L P or E X E C U T E . I n f o r m a t i o n on the topic is displayed on the 
screen. 

4. Press C A N C E L to re tu rn to the list of topics. 
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5. Press CANCEL to re tu rn to the spelling screen. 

Accessing Help From an Editing Screen 

1. You can acccss Help for Edi t ing f r o m an edi t ing screen in any of the 
fo l lowing ways: 

By pressing H E L P to au tomat ica l ly open a window for Help on the 
lower half of the screen 

By pressing COMMAND HELP to display Help on a f u l l screen 

By opening a window and pressing HELP when the Document name? 
message is d isplayed 

By pressing HELP in any open window. 

NOTE: When you are using HELP in a window, use 
P R E V SCRN and N E X T SCRN to move between screens 
of text. 

2. Press the numbered f u n c t i o n key for which you want help. For example, if 
you want i n f o r m a t i o n on how to copy text, press COPY. Or move the 
marker to the topic and press HELP or E X E C U T E . 

3. When you are f in i shed with the i n fo rma t ion , press CANCEL to re tu rn to the 
Help menu. 

4. Press CANCEL to re tu rn to the ed i t ing screen. 

You can press GO TO PAGE f r o m any Help screen to exit d i rec t ly f r o m Help 
wi thout r e tu rn ing to the Help menu. 

HELP FOR C O M M A N D S 

Many WORD E R A f u n c t i o n s can be accessed by pressing COMMAND and then 
pressing other keys. You can look at a list of commands while you are edi t ing by 
pressing COMMAND and then typing ?. 
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The fo l lowing text is d isplayed in the upper r igh t -hand corner of the screen: 

Which command? HELP 
Fullscreen Help 

When you press cer ta in keys, you can step through a list of the commands, 
d isplaying them one by one in the upper r igh t -hand corner of the screen. The 
key you press to access each command is shown in the upper r igh t -hand corner of 
the screen. A brief descr ip t ion of the command is shown in reverse video on the 
second line. 

Accessing Help for Commands 

1. Press COMMAND and type ?. 

2. Press R I G H T or DOWN to move f o r w a r d through the list of commands. 
Press L E F T or UP to move backward through the list of commands. You 
can also press the key you would press to execute the command. For 
example, if you press q, Help for Commands shows that q / Q accesses 
Pr in te r Queue Control . 

Leaving Help for Commands 

There are two ways you can leave Help for Commands: 

1. When the command you want is d isplayed on the screen, press E X E C U T E to 
execute that command. 

2. Press C A N C E L to leave COMMAND ?. You are still in command mode, 
as ind ica ted by the Which command? message. Enter any command. If you 
do not wan t to execute a command, press CANCEL again. 
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H I G H L I G H T I N G T E X T 

When you use f u n c t i o n s such as COPY, MOVE, and DELETE, you select the text 
by h ighl ight ing it. Highl ighted text displays on the screen in reverse video (dark 
characters wi th a l ight background) . Text is h ighl ighted f r o m the s ta r t ing cursor 
position to the cu r ren t cursor location. You can highl ight text with backward or 
f o r w a r d cursor movement . Some shor tcuts you can use to highl ight text are given 
in the fo l lowing paragraphs . 

If you highl ight too much text, you can a lways move the cursor in the opposite 
di rect ion to remove highl ight ing. The selected f u n c t i o n ( for example, COPY or 
MOVE) is p e r f o r m e d only on text tha t is h ighl ighted . 

Highlighting Text Backward 

You can h ighl ight text by moving the cursor backward f r o m the cursor posit ion 
by pressing any of the fo l lowing keys: 

UP 
LEFT 
BACKSPACE 
GO TO PAGE, a page number , E X E C U T E 

Highlighting Text Forward 

You can h ighl ight text by moving the cursor f o r w a r d f r o m the cursor posit ion in 
the fo l lowing ways: 

Pressing DOWN 

Pressing R I G H T 

Using GO TO PAGE with 

The cursor movement keys 

Func t ion keys such as TAB and I N D E N T 

Page numbers and E X E C U T E 

e to go to end of document 
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Pressing N E X T SCRN 

Pressing R E T U R N to highl ight to the next R E T U R N 

You can also move the cursor to the next occurrence of any charac te r by typ ing 
that charac te r . For example, if you type a z, the cursor moves f o r w a r d to the 
f i rs t z it f inds . If no z is f o u n d , text is h ighl ighted to the next page break. 

H O R I Z O N T A L SCROLLING 

In a wide document , the horizontal-scrol l set t ing de termines how many posit ions 
to the r ight or l e f t the screen moves when you move the cursor r ight or lef t . The 
set t ing is a lways 20 charac te r s unless you change it. 

1. From an edi t ing screen, press COMMAND. 

2. Type the number of charac te r s you want for the horizontal-scrol l set t ing, 
f r o m 1 to 79. 

3. Type h or H. 

H O R I Z O N T A L SPACING 

The hor izonta l spacing of a document 
elements, which are descr ibed below: 

is a f f e c t e d by a number of d i f f e r e n t 
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Left Margin, Line Length, and Right Margin 

The le f t and r ight margins are the b lank areas on e i ther side of a page of text. 
Line length is the measure of the text area between the two side margins. You 
can type as many charac te r s across as the line length allows. The margin and 
l ine-length set t ings are ma jo r cons idera t ions in producing we l l - fo rmat ted 
documents . See "FORMAT" and "Print Document." 

Center, Tabs, Indents, Dec Tabs, and Right-flush Tabs 

These are the document f o r m a t t i n g keys that a f f e c t hor izonta l spacing. 

C E N T E R puts text , such as a head ing or t i t le, in the middle of the line 
length or centers text between column margins. 

A TAB stop is a f i xed posit ion on the f o r m a t l ine to which your cursor 
moves when you press the Tab , Indent , or Dec T a b key. 

An I N D E N T aligns text on a Tab stop in the f o r m a t line. As you type, text 
cont inues to wrap a round and align with the Indent unt i l you press the 
Re tu rn key. 

DEC TABS allow you to r ight-a l ign columns of whole numbers or to align 
columns of numbers at the decimal . 

R I G H T - F L U S H TABS (generated by pressing COMMAND I N D E N T ) align 
text wi th the r ight margin , with the end-of -co lumn arrow, or with the 
R igh t - f lu sh T a b marker or markers (R) in the f o r m a t line. 

See "Center," "Dec Tab," "Indent," "Right Flush Tab," and "Tab." 

Font 

The f o n t of the p r in te r a f f e c t s hor izonta l spacing. When monospace p r in t ing is 
used, the hor izonta l spacing is de te rmined by the pi tch. When propor t iona l space 
pr in t ing is used, 12-pitch spacing de te rmines the length of the f o r m a t line. 
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Because the amoun t of hor izonta l space al lowed fo r each letter depends on the 
width of that let ter , the ac tua l number of charac te rs pr in ted on a l ine will vary . 
Fewer capi ta l let ters will pr in t on a l ine then lowercase letters. See "Proport ional 
Space." 

Pitch 

Because of p i tch , the length of a l ine may look d i f f e r e n t on the p r in ted page 
f r o m the way it looks on the screen. Pitch is the number of charac te r s pr in ted in 
one inch across the paper . 

10 pi tch is 10 charac te r s per inch, and 12 pi tch is 12 charac te rs per inch. On 
many pr in ters , 15 pi tch (15 charac te r s per inch) is also avai lable . See "Print 
Document." 

Justified and Unjustified Right Margin 

When text is j u s t i f i ed , it l ines up evenly along the right and le f t margins. When 
text is u n j u s t i f i e d , the l e f t margin is even, but the r ight margin is ragged and 
fol lows the na tu ra l b reaks in words and sentences. See "Print Document." 

H O T - Z O N E L E N G T H 

A hot zone is a spec i f ied range of charac te r positions at the end of a line of text 
wi th in which words can be hyphena ted . A f ie ld on the Hyphena t ion and 
Paginat ion menu allows you to spec i fy the min imum number of cha rac te r 
posit ions fo r hyphena t ed words. A small hot-zone length will result in more 
words being hyphena t ed than a longer length. 
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Set the Hot zone length to 99 and select Hyphena t ion or Both if you want to 
remove all genera ted hyphens f r o m your document au tomat ica l ly . See 
"Hyphenat ion and Paginat ion." 

H Y P H E N A T I O N A N D P A G I N A T I O N 

Hyphena t ion and Pagina t ion is a selection on the Document Processing Tools 
menu. It consists of two func t ions : 

H y p h e n a t i o n lets you hyphena te words at the end of lines of text, c rea t ing a 
more even r ight margin . Words fol lowed by a period, quest ion mark or a 
foo tno te r e f e r ence are never presented f o r hyphena t ion . 

Pagina t ion allows you to ad jus t the p lacement of opt ional page and column 
breaks in a document or add them to a document that has not yet been 
pagina ted . 

The two f u n c t i o n s can be used separate ly or together . In add i t ion , you can select 
In terac t ive , Automat ic , or Background processing fo r each func t ion . 

You can pag ina te documents with mul t ip le-column formats . You can e i ther w r a p 
the text f r o m column to column or keep the columns synchronized. 

You can hyphena t e and pagina te documents wi th f loa t ing footnotes . However , 
only the text of such a document (not the foo tno te pages) will be processed. To 
proper ly posit ion f loa t ing foo tnotes in a document a f t e r all ed i t ing changes have 
been made, use the Footnote Processing selection f r o m the Document Processing 
Tools menu. 

When using these f ea tu res , you cannot set a hot-zone length of 0 or 1. In 
add i t ion , you cannot hyphena te or paginate a document conta in ing more than 999 
pages. You can set your text length up to 999 lines. However , If you have more 
than 875 lines of complete text, you may receive an Out of memory warn ing 
message and may lose text. If you want to pagina te extremely long pages, you 
may need to increase the Max imum process size on the opera t ing system 
Conf igu ra t i on menu (and you may need to install ano ther memory board) . 
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Genera ted indents may not be accura te ly reproduced if you insert page breaks in 
the middle of an indented pa rag raph wi thout having Tab stops in the f o r m a t line. 
If the f o r m a t l ine conta ins enough T a b stops, this problem will not occur. 

See "Automat ic Processing," "Background Processing," "Footnote Processing," 
"Hot-Zone Length," "Hyphens," "Indent," and "Interact ive Processing." 

Using Hyphenation and Pagination 

1. F rom the Document Processing Tools menu, select Hyphena t ion and 
Pagina t ion . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Select Hyphena t ion , Pagina t ion , or Both, and press R E T U R N . 

4. Type the number fo r the hot-zone length for hyphena t ion if other than 3. 
Use 99 to remove all generated hyphens f r o m a document . 

5. Press R E T U R N . 

6. Use the d e f a u l t Text length set t ing or type a d i f f e r e n t number . 

7. Press R E T U R N . 

8. Use the d e f a u l t beg inning page number or type a d i f f e r e n t number . 

9. Press R E T U R N . 

10. Use the d e f a u l t end ing page number or type a d i f f e r e n t number . 

11. Press R E T U R N . 

12. Select Yes f o r Except ion Dic t ionary , or leave the set t ing at No. 

13. Press R E T U R N . 
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14. Select In te rac t ive , Automat ic , or Background processing. 

15. Press E X E C U T E . 

16. If you selected Yes fo r Except ion Dic t ionary , type the name of the 
except ion d ic t ionary document . 

17. Press R E T U R N or E X E C U T E . 

Performing Interactive Hyphenation 

1. When the screen presents a word for hyphena t ion , use R I G H T and L E F T to 
move the hyphen location. 

2. Press E X E C U T E to add a hyphen. 

Or press SEARCH to f i n d the next word to be hyphena ted . 

Or press C A N C E L to stop the hyphena t ion process. 

Performing Interactive Pagination 

1. When text is d isplayed with a page break in the middle of the screen, you 
can use UP and DOWN to move the page break up or down a m a x i m u m of 9 
lines. 

2. When the page b reak is posi t ioned correct ly , press E X E C U T E . 

Performing Pagination on a Multiple-Column Document 

Follow steps 1 th rough 17 descr ibed above fo r USING H Y P H E N A T I O N A N D 
PAGINATION. If the document conta ins a mul t ip le-column f o r m a t line, an 
addi t iona l menu screen is displayed tha t allows you to make more f o r m a t choices 
fo r the document . 

Wrapping Columns. You can choose to wrap the text, so that it f lows f r o m 
column to column as it does in a magazine or newspaper . 
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If you select No f o r Wrapping columns, the Hyphena t ion and Pag ina t ion f e a t u r e 
keeps the columns synchronized . Tha t way, the i n f o r m a t i o n you typed in each 
column remains a l igned as it was when you typed it. This allows you to keep 
tabular da ta a l igned when it has been entered in mul t ip le-column f o r m a t . Unless 
you use requ i red column breaks in the da ta entered in synchronized columns, you 
cannot mix wrapped columns and synchronized columns in the same document . 

Perform Balancing. The P e r f o r m ba lanc ing selection only works if you select 
Yes fo r Wrapping columns. If you select No f o r Wrapping columns, it does not 
mat ter wha t selection you make for P e r f o r m balancing. 

If you select Yes fo r P e r f o r m balancing, the length of each column on a page will 
match, even if there is not a complete page of text. If you select No and have 
chosen to wrap columns, text at the end of a chapter or document will f i l l the 
le f tmost column f i r s t . It will then f i l l as much of the next column or columns as 
possible. 

When you have made your selections, press E X E C U T E . If you have selected 
column wrap , pag ina t ion begins immedia te ly . 

Output Documents. If you have selected synchronized columns, the 
Hyphena t ion and Pag ina t ion f e a t u r e must create an ou tpu t document . 

WARNING: Since WORD E R A must r ea r r ange the 
document to pag ina te wi th synchronized columns, the 
ou tpu t document cannot be processed th rough 
Hyphena t ion and Pagina t ion again. Do not make edi t ing 
changes in the ou tpu t document . If you want to make 
any f u r t h e r changes to a document wi th synchronized 
columns, edi t the or iginal document and process it again. 

When you press E X E C U T E , you are o f f e r e d three choices: 

Make ou tpu t document only 

Make ou tpu t document and pr in t 

Pr in t only 
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Press E X E C U T E , enter the name of an ou tpu t document (if requi red) , and press 
R E T U R N or E X E C U T E to begin processing. 

Suppose you inadver t en t ly make edi t ing changes in an ou tpu t document and try 
to process tha t document wi th the Hyphena t ion and Pagina t ion f e a t u r e . In tha t 
case, the prompt Can ' t process ou tpu t document is displayed. To save the changes 
in a document tha t you can process th rough Hyphena t ion and Pagina t ion , fo l low 
the steps out l ined below: 

1. Create a new document . 

2. Press S H I F T / C O P Y . 

3. Type the name of the ou tpu t document and press R E T U R N or E X E C U T E . 

4. Press F O R M A T to copy the f o r m a t lines. 

5. Press E X E C U T E , GO TO PAGE, type e, and press E X E C U T E to copy the 
ent i re ou tpu t document . You can then process this new document th rough 
Hyphena t ion and Paginat ion . 

Performing Hyphenation and Pagination on a 
Document Containing Floating Footnotes 

When you are ready to produce a f i n a l foo tno te document , f i r s t p e r f o r m 
hyphena t ion f r o m the Hyphena t ion and Pagina t ion menu. Then use the Footnote 
Processing selection on the Document Processing Tools menu to insert the page 
breaks and do the f i n a l foo tno te fo rma t t ing . 

You can use Hyphena t ion and Pagina t ion to paginate a document wi th foo tno te 
references . The foo tno te text will not be processed, and the foo tno te re fe rences 
will not be renumbered . When you pr in t the document , the foo tno te re fe rences 
pr in t in a three-digi t f o r m a t . For example, foo tno te r e f e r ence 4 will p r in t as 
"004." You can easily tell tha t a p r in ted foo tno te document with numbers in this 
f o r m a t has not been processed with Footnote Processing. The same document can 
later be processed wi th Footnote Processing. 
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See "Footnoting" fo r i n f o r m a t i o n on how to enter footnotes in a document . See 
"Footnote Processing" f o r i n f o r m a t i o n on how to produce a foo tno te ou tpu t 
document . 

H Y P H E N S 

Hyphens are used to break words at the end of a line of text. This makes the 
r ight margin more even when u n j u s t i f i e d text is p r in ted and prevents large spaces 
in a l ine when ju s t i f i ed text is p r in ted . You can add hyphens while edi t ing or 
use the Hyphena t ion f e a t u r e on the Hyphena t ion and Pagina t ion menu. There 
are f o u r k inds of hyphens: 

Generated Hyphen (Bright - ) 

This hyphen is added in the hyphena t ion process. It is removed au tomat ica l ly 
when hyphena t ion is used on a document again or when edi t ing or f o r m a t t i n g 
changes br ing the two par t s of a hyphena ted word together on the same line. 

Regular Hyphen ( - ) 

You enter this hyphen when creat ing or edi t ing a document by pressing the 
Hyphen key (-). This type of hyphen is permanent ; it is not removed by the 
hyphena t ion process. A regular hyphen is t reated like any other charac te r du r ing 
word wrap. You should use regular hyphens in words l ike "mother-in-law," 
"r ight-handed," and "open-ended." 

Optional Hyphen 

You enter an opt ional hyphen by pressing COMMAND and then the Hyphen key. 
An opt ional hyphen is d isplayed on the screen as " ." Opt ional hyphens mark the 
only place or places where a word can be hyphena ted . 
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If you want to hyphena te only at pa r t i cu la r places wi th in a word, use opt ional 
hyphens to ind ica te the hyphena t ion locations you p re fe r when you type the word 
in your document . 

When a document is hyphena ted , opt ional hyphens wi th in a word are not 
removed. Words con ta in ing opt ional hyphens are o f f e r e d for hyphena t ion only at 
the opt ional hyphena t ion point or points. Opt ional hyphens are never pr in ted . 

Required Hyphen 

Like opt ional hyphens , requi red hyphens are typed by pressing COMMAND and 
then the hyphen key. They are also displayed on the screen as " ." You place a 
requi red hyphen immedia te ly be fo re a word to indica te tha t it should never be 
hyphena ted . The word fo l lowing the requi red hyphen may conta in regular or 
opt ional hyphens . Nevertheless , the word will not be hyphena ted unless you 
remove the requ i red hyphen. 

Requ i red hyphens are never removed by the hyphena t ion process. 
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I N D E N T 

The Indent key l e f t - j u s t i f i e s text at a T a b stop position in the f o r m a t line. All 
text typed between the indent and the next R E T U R N will align on the l e f t wi th 
the indent . 

Generated Indent 

If you insert a page break in the middle of an indented pa rag raph , the rest of the 
pa ragraph is no longer indented . You can insert an indent a f t e r the page break. 
However , this may cause improper inden t ing if you subsequent ly repag ina te the 
document or make edi t ing changes to it. 

The Hyphena t ion and Pagina t ion f e a t u r e solves this problem by genera t ing an 
indent when a page break fa l l s in the middle of an indented pa ragraph . 
Genera ted indents look the same as regular indents. However , when you use 
Hyphena t ion and Pag ina t ion again , generated indents are au tomat ica l ly removed 
where no longer requi red . Genera ted indents are not au tomat ica l ly removed 
when you delete a page break while edi t ing. 

Here are two ways to avoid problems with regular and generated indents: 

Do not put opt ional page breaks in the middle of indented pa rag raphs while 
edi t ing. Pagina te wi th Hyphena t ion and Paginat ion , placing the page breaks 
at the proper locations. When you make edi t ing changes, you can remove 
generated indents if you remove page breaks. However , you do not need to 
do this if you a lways use the Hyphena t ion and Pagina t ion f e a t u r e fo r 
paginat ion . This f e a t u r e au tomat ica l ly removes the unnecessary genera ted 
indents and adds new ones as requi red . 

Al te rna t ive ly , if you insert an opt ional page break in indented text du r ing 
edi t ing, enter a R e t u r n be fo re the page break, even if the pa rag raph is not 
f in i shed . You can then insert another indent a f t e r the break to inden t the 
rest of the pa ragraph . Tha t way, if the page break is moved by 
Hyphena t ion and Pagina t ion , the inden ta t ion is still correct . 
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Changing Indent Position 

1. From an edi t ing screen, press FORMAT. 

2. Use L E F T and R I G H T to move the cursor in the f o r m a t line. Press SPACE 
to remove a Tab stop, or press TAB to add a Tab stop. 

3. Press E X E C U T E . 

Removing an Indent 

1. Put the cursor on the Indent symbol. 

2. Press DELETE. 

3. Press E X E C U T E . 

Using Indent 

1. Press I N D E N T as many as times as needed to reach the T a b stop you want . 

2. Type the text. 

I N D E X 

An index is a list of documents or subl ibrar ies on an a rch ive disk or on the 
system disk. Indexes can be made of all the documents or of those by a 
par t i cu la r au thor or opera tor . Indexes have a short or long fo rma t . An index can 
be displayed on the screen, p r in ted , or both. 

You can access an index in the fo l lowing ways: 

By selecting Index f r o m the Main menu 

While edi t ing a document 

By using the shor tcu t codes ixs, ixl, lib, ixo, ixa 
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You can a rch ive or p r in t single documents , mul t ip le documents you select, or all 
documents in a l ib ra ry f r o m a Document Index screen. See "Archiving," and 
"Printing." 

Accessing an Index While Editing a Document 

You can access an index of the documents in your cu r ren t l ib ra ry f r o m any 
edi t ing screen. You can then p e r f o r m any indexing f u n c t i o n while tha t index is 
on the screen. In this way, you can do things like quickly check the name of a 
document f r o m which you want to copy or move text wi thou t r e tu rn ing to the 
Main menu, enter a d i f f e r e n t document to make edi t ing changes. You can also 
archive documents or send other documents to the p r in te r wi thout exi t ing f r o m 
the document you are edi t ing. However , you cannot copy, rename, archive , or 
pr int the document you are edi t ing f r o m this index screen. 

1. From any ed i t ing screen, press COMMAND. 

2. Type i to access a short f o r m index or I to access a long f o r m index. 

3. Press CANCEL to re tu rn to the document . 

Suppose you access an index screen while edi t ing a document and then a t tach a 
glossary by moving the marke r to the name of the glossary and pressing GL. In 
that case, the glossary is only a t tached unti l you leave the index screen to r e tu rn 
to the edi t ing screen. Thus , you can a t tach a new glossary f r o m the index, enter 
a new document by pressing GO TO PAGE, and edit tha t document using the 
new glossary. When you end the edit and go back to the or iginal document , the 
glossary you accessed f r o m the index screen is no longer a t tached . 

Displaying an Index From the Main Menu 

1. From the Main menu, select Index. 

2. Make one choice f r o m each category and press E X E C U T E . 

3. The Document Index you have selected is displayed or pr in ted . 
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4. Press CANCEL to r e tu rn to the Document Index screen. 

5. Press CANCEL to r e tu rn to the Main menu. 

Displaying an Index Using Shortcut Codes 

1. F rom any menu, press COMMAND. 

2. Type the shor tcu t code fo r the type of index you want to display. The 
index shor tcu t codes are ixs, ixo, ixa, ixl, and lib. 

3. Press CANCEL to r e tu rn to the menu screen. 

Copying an Index 

1. From the Main menu, select Index. 

2. Select Index to Pr in te r . 

3. Press COPY. 

4. Type a new document name. 

5. Press R E T U R N or E X E C U T E . 

6. Use the d e f a u l t p ro to type document or type a new pro to type-document 
name. 

7. Press R E T U R N or E X E C U T E . 

8. A document con ta in ing the index is created. You can edi t the document or 
p r in t it. 

Printing an Index 

1. From the Main menu, select Index. 

2. Select Index to Pr in te r . 

3. Press E X E C U T E . 
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4. Press F O R M A T to send the index to the pr in ter . 

5. Press any key to cont inue . 

If you select Both in the Index To column, the index is displayed on the screen 
f i rs t . When you press CANCEL, an Index Pr in t ing Options menu is displayed. 
From this menu, you can copy the index to a document , send it to the pr in te r , or 
press D E L E T E to cancel the process. You cannot pr in t an index of subl ibrar ies . 

Displaying Document Information From 
the Short-Format Index 

1. From the Main menu, select Index. 

2. Choose Short f o r m a t and Index to Screen, and press E X E C U T E . 

3. Move the marker to the name of the document for which you wan t more 
deta i led i n f o r m a t i o n and press NOTE. 

4. I n f o r m a t i o n f r o m the document summary is d isplayed on the screen. Press 
any key to cont inue . 

5. Press CANCEL to re tu rn to the Document Index screen. 

Storing a Document or Glossary Name 

You can store a document or glossary name f r o m an index. Tha t name will 
appear in the Please enter document name or Please enter glossary name f ie ld 
when you r e tu rn to a menu and select a f u n c t i o n . 

1. From the Main menu, select Index. 

2. Choose the f o r m a t type, Index To Screen, and press E X E C U T E . 

3. Move the marke r to the document name you want to store and press 
E X E C U T E . 

4. The document or glossary name is saved. 
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5. Press CANCEL to r e tu rn to the Index Menu. 

6. Press C A N C E L to r e tu rn to the Main menu. 

7. Select a f u n c t i o n . The name of the document you stored is displayed in the 
Please enter document name or Please enter glossary name f ie ld for the 
f u n c t i o n you have selected. 

I N D E X G E N E R A T O R 

Index Genera to r is a f e a t u r e that checks a word list you have created against a 
text document . It then creates an output document conta in ing an a lphabe t ica l ly 
sorted list of the words plus the page numbers on which the words appear in your 
text document . 

Input Document 

The input document is the document fo r which you want to create an index. 

Because the Index Genera to r re fe rences the page numbers it f i n d s in the inpu t 
document , be sure the page numbers are the same as when the document will be 
pr inted. In other words, be sure your input document has no blank or 
unnumbered pages at the beginning. 

Output Document 

The ou tpu t document conta ins the index. 

The ti t le I N D E X is au tomat ica l ly centered at the top of the f i r s t page. The 
Index Genera to r does not put page breaks in the ou tpu t document . You may 
insert them whi le ed i t ing or use the Hyphena t ion and Pagina t ion f e a t u r e to do so. 
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Word-List Document 

The word-l ist document is a regular WORD E R A document that you type. In it, 
you list all the words and phrases you want the Index Genera tor to look fo r in 
your text document . 

The words and phrases need not be in a lphabet ica l order ; the Index Genera tor 
au tomat ica l ly a lphabet izes the items in the word-l ist document when it generates 
the output document . 

Each word or phrase must be typed on a separate line ending wi th a re turn . 

Each word or phrase must begin at the l e f t margin . Beginning and ending spaces 
on a line are ignored. Words preceded by a Tab, Indent , R igh t - f lu sh Tab, or Dec 
Tab symbol will not be found . 

If a single word is listed twice in the word-l is t document , it only appears once in 
the index ou tpu t document . 

If there are no page r e fe rences to a term, it will appear in the index, but there 
will be no page numbers a f t e r it. 

Capi ta l iza t ion is ignored, and the term is f o u n d in both uppercase and lowercase 
forms. 

If you have d e f i n e d a cha rac te r table to add accented charac te rs or change the 
case-insensit ive ASCII col la t ing sequence, this charac te r table is used by the Index 
Genera tor . R e f e r to the WORD E R A Technical Reference manua l fo r 
i n fo rma t ion on changing the ASCII col lat ing sequence. 

If you do not use a cha rac te r table, do not use any text a t t r ibu tes such as holding 
or underscor ing in the word list document . If any text a t t r ibu tes are inc luded, 
the words con ta in ing those a t t r ibu tes appear at the end of the a lphabe t ica l list in 
the ou tpu t document and no page re fe rences to those words will be f o u n d . 

Capi ta l iza t ion is ignored, and the term is f o u n d in both uppercase and lowercase 
forms. 
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You may use the same word to begin separa te phrases. For example: 

call en t ry f u n c t i o n in glossary 

call e r ror f u n c t i o n 

call f u n c t i o n s 

call 

Each phrase above will be listed separately with its page numbers , if any. The 
single word "call" will be listed with all pages on which it appears . As shown in 
the example, phrases tha t s tar t with the same word must a lways be listed in order 
of length, beginning wi th the longest phrase. If the phrases are the same length, 
it does not mat te r which phrase is listed f i r s t . 

Using the Index Generator From the Main Menu 

1. From the Document Processing Tools menu, select Index Genera tor . 

2. Type the name of the input document and press R E T U R N . 

3. Type the name of the word list document and press R E T U R N . 

4. Type the name of the ou tpu t document and press E X E C U T E . 

5. When the process is complete, the Document Processing Tools menu is 
displayed. 

6. Press CANCEL to r e tu rn to the Main menu. 

Using the Index Generator with the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type ixg. 

3. Follow steps 2 th rough 4 above. 
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INSERT 

The Insert key allows you to add new text wi thout typing over exis t ing text and 
to enter page and column breaks into a document . 

Inserting Text 

1. While edi t ing, put the cursor where you want the insert to begin. 

2. Press INSERT. 

3. Type charac te r s a n d / o r press f u n c t i o n keys. 

4. Press E X E C U T E to complete the insert. 

Canceling an Insert 

1. If you are in insert mode and you decide not to complete the insert , press 
CANCEL. The message Press E X E C U T E to erase insert , CANCEL to 
cont inue is d isplayed. 

2. To cancel the insert , press E X E C U T E . 

3. Or press CANCEL to cont inue the insert . 

Inserting or Deleting Text While in Insert Mode 

When you are inser t ing text , you can insert or delete text wi th in the text you are 
insert ing. To do this, fo l low the steps below: 

1. Put the cursor where you want to insert or delete text. You cannot move 
the cursor outs ide the text you have typed for the p r imary insert . 

2. Press I N S E R T or DELETE. 

3. Mod i fy the text. You can press CANCEL to stop the add i t iona l insert or 
delete wi thou t cancel ing the p r imary insert . 
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4. Press E X E C U T E to complete the insert ion or delet ion. 

You must complete the inser t ion or delet ion b e f o r e you begin ano ther inser t ion or 
delet ion whi le in Insert mode. 

I N T E R A C T I V E PROCESSING 

The Spelling Checker and Hyphena t ion and Pagina t ion f ea tu res can be run in 
in te rac t ive mode. 

With Spelling Checker , you make correct ions as the system f i n d s the words that 
are not in the spell ing lexicon or an except ion d ic t ionary . 

With Hyphena t ion and Pagina t ion , you can select which words you wan t 
hyphena ted and the posi t ions of the page breaks while the document is displayed 
on the screen. 
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JUST IF IED T E X T 

You can choose to pr in t your document with even r ight margins by selecting the 
"Just i f ied" option on the Pr in t Document menu. If you want to pr in t your 
document wi th ragged r ight margins you can accept the "Unjus t i f i ed" d e f a u l t 
option. 

To Justify Printed Text 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Move the Cursor to Format 

4. Press DOWN to select Jus t i f i ed 

5. Press E X E C U T E 

The d e f a u l t selection fo r the Pr in t Document menu (if you used 0000 as a 
prototype when you created your document ) is U n j u s t i f i e d . 

If you select With notes, the text will pr in t u n j u s t i f i e d and any notes included in 
the document will also pr int . 
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K E Y W O R D S 

Keywords are the names of f u n c t i o n keys used in glossary entries. See 
"GLOSSARY" f o r a list of keywords. 

Read the WORD ERA Glossary Functions manua l to learn how to create a 
glossary by example and how to wr i te glossary programs. 
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L 

Using the Letter I 

When you type numbers , be sure to type the number one. Do not use the let ter "1" 
in place of the number "1." Many word processing func t ions , pa r t i cu la r ly the 
Math f u n c t i o n , will not work proper ly if "1" is subs t i tu ted fo r "1." 

LEFT A R R O W 

See "CURSOR" 

LEFT M A R G I N 

The le f t margin fo r a document is set on the Pr in t Document screen. See "PRINT 
DOCUMENT." 

LIBRARY 

A l ibrary is a collection of documents . You use l ibrar ies and their subdivis ions, 
subl ibrar ies , to group documents together . A l ibrary name always begins wi th a 
"/," as in " /u / t r a in ing . " 
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Changing the Library From the Main Menu 

1. From the Main menu, select Supervisory Funct ions . 

2. From the Supervisory Func t ions menu, select Change l ibrary . 

3. Type the new l ib ra ry name and press R E T U R N or E X E C U T E . 

Change Library Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type chl. 

3. Type the new l ib rary name and press R E T U R N or E X E C U T E . 

Changing the Library Using the Index (System Disk Only) 

1. From the Main menu, select Index. 

2. From the Document Index screen, select the subl ibrar ies type, index to 
screen, and index f r o m cur ren t l ibrary ; then press E X E C U T E . 

3. Move the marke r to the name of the l ib ra ry you want ; then press GO TO 
PAGE. 

4. The l ib ra ry changes, and the sub l ib ra ry index fo r the new l ib ra ry is 
displayed. 

5. Press C A N C E L to r e tu rn to the Index screen. 

6. Press C A N C E L to re tu rn to the Main menu. 

Changing the Library Using the Index Shortcut Code 

1. From any menu, press COMMAND. 

2. Type lib. 

3. Follow steps 3 th rough 6 above. 
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Viewing a Listing of Documents in a Library From the Index 

If you want to locate a document and are not sure wha t l ib ra ry it is in, you can 
look at Document Indexes fo r each subl ibrary . 

1. From the Main menu, select Index. 

2. From the Document Index screen, select the subl ibrar ies type, index to 
screen, and index f r o m cur ren t l ibrary ; then press E X E C U T E . 

3. Move the marker to the name of the l ibrary you want , then press 
E X E C U T E . The l ib ra ry is not changed, but a l ist ing of the documents in 
the sub l ib ra ry you selected is d isplayed on the screen. 

4 Press C A N C E L to r e tu rn to the Subl ibra ry List ing screen. 

Moving a Document to a Different Library 

1. F rom the Main menu, select Fi l ing. 

2. From the Fi l ing menu, select Rename document . 

3. Type the document name and press R E T U R N or E X E C U T E . 

4. Type a f u l l p a t h n a m e and press R E T U R N or E X E C U T E . 

5. Press C A N C E L to r e tu rn to the Main menu. 

Creating a Sublibrary 

1. From the Main menu, select Supervisory Funct ions . 

2. From the Supervisory Func t ions menu, select Make l ibrary . 

3. Type a new l ib ra ry name and press R E T U R N or E X E C U T E . 

4. Press CANCEL to r e tu rn to the Main menu. 

158 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

Removing a Library 

You cannot remove a l ib ra ry if it conta ins any documents . Follow the steps 
out l ined below to remove a l ib ra ry that conta ins no documents . 

1. From the Main menu, select Supervisory Funct ions . 

2. From the Supervisory Func t ions menu, select Remove l ibrary. 

3. Type the l ib ra ry name and press R E T U R N or E X E C U T E . 

4. Press CANCEL to re tu rn to the Main menu. 

LINE L E N G T H 

The line length of a document is the number of charac ters that can be typed on 
one line. You set the line length in the f o r m a t line. The max imum line length is 
250 characters ; the min imum line length is 5 characters . See "FORMAT." 

Al though you can create documents with f o r m a t lines up to 250 charac ters , many 
pr in ters cannot p r in t 250 charac te r s on one line. The max imum r ight margins 
(with the l e f t margin set to 0) fo r NEC and GENICOM pr in ters are shown below. 
If you set the r ight margin larger than the maximum, any add i t iona l text will 
pr int over exis t ing text. 

Pitch Maximum right margin 

10 136 
12 163 
15 204 
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LINE S P A C I N G 

Line spacing is the amoun t of space between the lines on a page. The choices 
include zero, qua r t e r , ha l f , single, 1-1/2, double, and t r iple spacing. See 
"FORMAT." 

LINES PER INCH 

Lines per inch re fe r s to the number of lines pr in ted in 1 ver t ical inch. See 
"PRINTING." 

LIST D O C U M E N T 

See "RECORDS PROCESSING." 

LOCK 

When you press the Lock key, all the let ters on the keyboard appear on the screen 
as uppercase letters. The other keys on the keyboard are not a f f e c t e d when the 
Lock key is on. Press the Lock key again to r e tu rn to the normal typ ing mode. 
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M A R G I N S 

Top Margin 

The top margin is the space between the top edge of the paper and the body of 
the text on a page. See "HEADER." 

Bottom Margin 

The bottom margin is the space between the end of the body of the text on a 
page and the bot tom edge of the paper . See "FOOTER." 

To ca lcula t ing the bot tom margin f r o m Header and Text Length Subt rac t the 
page text length and header length (if any) f r o m paper length in number of lines. 

Left Margin 

The le f t margin is the unp r in t ed area between the le f t edge of the paper and the 
le f t edge of the pr in ted text. The l e f t margin is set f r o m the Pr in t Document 
screen. Remember that the l e f t -marg in sett ing is de te rmined by the number of 
characters , and this wid th varies according to the pitch set t ing you select. 

If the l e f t edge of your paper is a l igned at a margin set t ing of zero on the 
pr in ter , a l e f t -marg in set t ing of 10 charac te rs on the Pr in t Document screen 
produces the fo l lowing spacing: 

Pitch Distance from left margin text will print 

Example: 

Paper length 
Header 
Text length 
Bottom margin 

66 lines 
- 6 lines 
- 54 lines 
= 6 lines 

15 
12 
10 

about 11/16' 
about 13/16 it 
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Right Margin 

The r ight margin is the unp r in t ed space between the end of a l ine of text and the 
right edge of the paper . The r ight margin is de te rmined by the l e f t margin and 
the line length (see "Format"). For example, if you are p r in t ing wi th a pi tch of 
12 (12 charac te r s per inch), there is room for 102 charac te rs across a sheet of 
paper 8-1/2 inches wide. 

Width of paper 
L e f t marg in 
Line length 
Righ t marg in 

102 charac te rs 
-15 charac te r s 
-65 charac te r s 
=22 charac te r s 

M A R K E R 

A Marker is a b r igh t bar on menu screens that indicates which menu i tem has 
been selected. On menus with d e f a u l t selections indica ted by a br ight bar, the 
Marker f lashes . 

You use the Marker to select the ac t iv i ty you want to pe r fo rm. There are several 
ways to move the Marker to your selection. The keys you can use to do so are 
described below. These keys work in the same way on all menu screens that do 
not ask you to enter some text. 

UP Moves the Marker up one selection at a t ime and f r o m the 
top to the bot tom item. 

DOWN Moves the Marker down one selection at a t ime and f r o m the 
bot tom item to the top item. 

SPACE 
(Space bar) 

R E T U R N 

a, b, c, 
and so f o r t h 

Works the same way as DOWN and R E T U R N . 

Works the same way as DOWN and SPACE. 

Moves the Marker to the next selection tha t 
begins wi th tha t let ter . 
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E X E C U T E Selects the ac t iv i ty at the Marker location. 

CANCEL Ends the selected act iv i ty . If you press CANCEL f r o m the 
Main menu, you exit f r o m WORD ERA. 

M A T H 

When edi t ing a WORD ERA document , you can use the math f u n c t i o n to p e r f o r m 
mathemat ica l ca lcula t ions in three ways: 

Using numbers a l ready typed in a document 

Using numbers you type in f r o m the keyboard 

Combin ing the above two methods. 

The mathemat ica l f u n c t i o n s you can use are listed below: 

Addi t ion 

Subt rac t ion 

Mul t ip l ica t ion 

Division 

Percent 

The result of the ca lcula t ions can be entered in the document and preceded by a 
Tab, Dec Tab, Indent , Center , or R igh t - f lush T a b symbol. 

Entering Math Mode 

You enter math mode by pressing COMMAND and typing m or M. The 
message Cur ren t result: is d isplayed in the upper - r igh t corner of the screen. If 
the cur ren t result is not zero (0), and you want to clear it to s tar t a new 
calculat ion, press DELETE. 
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Enter the f i r s t number by moving the cursor to a "numeric f ie ld" on the screen 
and pressing + or -. 

You select add i t iona l numbers fo r ca lcula t ion in one of two ways: 

Moving the cursor to a "numeric f ie ld" on the screen and pressing a speci f ic 
key (+, -, *, / , %) to ind ica te the mathemat ica l f u n c t i o n you want to 
pe r fo rm. 

En te r ing "keyboard input" mode (press NOTE) so you can type a number 
tha t does not appear on the screen or tha t you do not want to appear in the 
document . 

When you are in math mode, you can use the fo l lowing edi t ing func t ions : 

SEARCH, COMMAND SEARCH, S H I F T / S E A R C H 
GO TO PAGE cursor movement 
MODE GL (Glossary by Example) 
GL (access glossary entr ies) 
Change cursor mode (MODE PAGE, R E T U R N , ., space) 

NOTE: You cannot a t t ach a glossary while in math 
mode. At tach a glossary document be fo re you enter math 
mode if you wan t to create a glossary by example or 
access a glossary en t ry while in math mode. 

Definition of a Numeric Field 

You can select a number f o r ma themat i ca l computa t ion tha t conta in a dollar sign, 
parentheses, leading or t ra i l ing plus (+) or minus (-) sign, commas, or a decimal 
point. A numer ic f ie ld can be fo l lowed by a comma or period. The math 
f u n c t i o n assigns a negat ive value to a number in parentheses or angle brackets (< 
>). For example, ($123,456,789.00) is a negat ive numer ic f i e ld and has the same 
value as -$123,456,789.00 or <$123,456,789.00>. 
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When you use the math f u n c t i o n , a "field" is the screen area between any two of 
the fo l lowing del imiters . 

Space 

Requ i red space 

L e f t marg in 

Tab 

Indent 

Decimal T a b 

R igh t - f l u sh T a b 

Center 

R e t u r n 

Righ t marg in 

If you select a f i e ld tha t conta ins charac te rs not al lowed in a numer ic f ie ld , the 
system beeps to ind ica te tha t the f u n c t i o n cannot be pe r fo rmed , and the message 
Invalid numeric field is d isplayed. You will also see this message if you do 
not have ma tch ing parentheses , if one of the parentheses is not at the beginning 
or end of the numer ic f i e ld , or if you have ext ra decimals in the number . 

Selecting a Number from a Numeric Field 

When you are in math mode (COMMAND m), fol low the steps below to 
p e r f o r m mathemat ica l ca lcula t ions on numbers you select f r o m a document : 

1. Put the cursor on any digi t or screen symbol in a numer ic f ie ld . 

2. Type + to enter the number as it appears on the screen. Type - to 
change the sign of the number . For example, if the number appears in 
parentheses on the screen, it is considered a negat ive number . To enter a 
negat ive number as a posit ive number , type -. 

3. Move the cursor to a numer ic f ie ld , and type one of the symbols shown 
below to p e r f o r m the mathemat ica l opera t ion indica ted: 
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+ to add the number at the cursor posit ion to the Cur ren t result: 

- to sub t rac t 

* to mul t ip ly 

/ to d iv ide 

% to ca lcula te the percent (mult iply, and then d iv ide by 100) 

Repea t this step as many times as you want . 

A numer ic f ie ld tha t has been used fo r a math calcula t ion is h ighl ighted while 
that screen of text is d isplayed. This f e a t u r e can help you remember which 
numbers you have used in a calcula t ion. Any numer ic f ie ld can be used more 
than once in a ca lcula t ion . 

NOTE: If you move between screens while in math 
mode, h igh l igh t ing is not preserved. 

When you select a numer ic f ie ld for a mathemat ica l ca lcula t ion, the ca lcula t ion is 
pe r fo rmed and the Cur ren t result: f i e ld shows the cu r ren t result . The cur ren t 
result is l imited to 14 charac te r s (14 digits, or 13 digits and one decimal point). 
Commas are not shown in the Cur ren t result: f ie ld . Any digits over the 
14-character l imit and to the r ight of a decimal point are dropped. If the number 
of digits to the l e f t of a decimal point exceeds 14, the cur ren t result is d isplayed 
as OVERFLOW and the system beeps to aler t you that the result has been 
t runca ted . 

If you want , you can con t inue to p e r f o r m calcula t ions on the cu r ren t result . The 
OVERFLOW message is d isplayed unt i l you p e r f o r m another opera t ion . If you 
want to display the f i r s t 14 digi ts of the OVERFLOW number , press C T R L / w . If 
you enter the cu r ren t result into text when the OVERFLOW message is 
displayed, the f i r s t 14 digi ts of the cur ren t result are entered in the text and the 
number is d isp layed in the Cur ren t result: f i e ld . 
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Entering the Current Result into Text 

You must be in math mode wih a cur ren t result displayed. You cannot enter a 
cur ren t result whi le in "keyboard input" mode. 

1. Put the cursor where you want to enter the result. 

2. If you wan t to put a screen symbol in f r o n t of the number , press TAB, DEC 
TAB, I N D E N T , COMMAND I N D E N T , or C E N T E R . The cor responding 
symbol is d isplayed at the bot tom of the screen unt i l you enter the result in 
the text. Then it is inserted in f r o n t of the number in the Cur ren t result: 
f i e ld . You can change the screen symbol displayed at the bot tom of the 
screen by pressing another key. 

3. You can enter the cu r ren t result in one of two ways: 

Press INSERT to insert the cur ren t result in exist ing text. 

Type = to wr i te the result over exist ing text. 

NOTE: If the cu r ren t result contains more charac ters 
t han the number at the cursor posit ion, you may overwr i te 
add i t iona l text wi th the result . 

The number is en tered in the text 3.S it is d isplayed in the Cur ren t result! f ie ld . 
A f t e r the number is en tered in the text , you can edit it to add commas, dol lar 
signs, parentheses , or o ther symbols. 

Saving or Clearing the Current Result 

When you have completed a ca lcula t ion , you have the fo l lowing options: 

Press D E L E T E to clear the cur ren t result and remain math mode. 

Press C A N C E L to clear the cu r ren t result and exit f r o m math mode. 
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Press E X E C U T E to save the cu r ren t result and exit f r o m math mode. The 
next t ime you enter math mode du r ing the same edi t ing session, the cu r ren t 
result you saved is displayed. You can use that result fo r f u r t h e r 
calculat ions. 

Using Math Mode with Keyboard Input 

You can use numbers tha t are not a l ready typed in a document as par t of a 
mathemat ica l ca lcula t ion . There are two ways you can use the keyboard input 
mode: 

As an on-screen ca lcula tor , en te r ing all the numbers d i rec t ly f r o m the 
keyboard . 

In combina t ion wi th numbers that are a l ready typed in the document to 
pe r fo rm add i t iona l a r i thmet i c ca lcula t ions on your text. 

You must be in math mode (COMMAND m or M) be fo re you can enter keyboard 
input mode. 

1. Press N O T E to enter keyboard input mode. Any numbers you type are 
displayed in the upper - r igh t corner of the screen fo l lowing the Enter 
number : message. These numbers are not entered in the text. You can enter 
a m a x i m u m of 14 charac te r s and can include digits, commas, one decimal 
point , and a leading minus or plus sign. 

2. Type a number and press +, -, or R E T U R N to enter the number in the 
Cur ren t result: f ie ld . 

3. Enter ano ther number and type the symbol fo r the opera t ion you want to 
pe r fo rm: 

Press + or R E T U R N to add the number in the Enter number : f i e ld to the 
cur ren t result 

- to subt rac t 

* to mul t ip ly 

/ to d iv ide 
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% to ca lcula te the percent (mul t ip ly , and then d iv ide by 100) 

Repea t this step as many times as you want . 

4. To enter the cu r ren t result into text, you must save the cu r ren t result and 
exit f r o m keyboard input mode. R e f e r to the section above on en te r ing the 
cu r ren t result into text. 

Saving or Clearing the Current Result 
in Keyboard Input Mode 

When you have completed a ca lcula t ion , or want to leave keyboard inpu t mode, 
you have the fo l lowing options: 

Press D E L E T E to clear the cu r ren t result and remain in keyboard inpu t 
mode. 

Press E X E C U T E to save the cur ren t result , exit f r o m keyboard input mode, 
and remain in math mode. 

Press C A N C E L to clear the cu r ren t result and exit f r o m math mode. 

M E N U S 

When you select WORD E R A the WORD ERA Main menu appears . You select 
word processing act iv i t ies f r o m the list on the Main menu by moving the Marker 
to the ac t iv i ty and pressing E X E C U T E . 

When you select an ac t iv i ty f r o m the Main menu, another menu or ac t iv i ty screen 
is displayed. Prompts and screen messages are displayed occasionally on menus 
and screens to guide you through a selected ac t iv i ty or f u n c t i o n . 

Once you have become f a m i l i a r with the WORD ERA menu s t ruc ture , you can 
use menu shor tcu t codes to bypass menus and go di rec t ly to the f u n c t i o n you wish 
to pe r fo rm. See "SHORTCUT CODES." 
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You can also save t ime in WORD ERA by p e r f o r m i n g many f u n c t i o n s direct ly 
f r o m a Document Index screen. You can access this screen f r o m the Index 
selection on the WORD E R A Main menu. From a Document Index screen, you 
can access a document , a t t ach glossaries, p e r f o r m f i l ing func t ions , and send 
documents to the pr in te r . See "INDEX." 

Activity Menus 

Following is a brief descr ip t ion of each WORD E R A ac t iv i ty menu and screen. 
For deta i led i n f o r m a t i o n about a spec i f ic f u n c t i o n on a menu see the app rop r i a t e 
topic head ing in this chapter . 

Document Summary Screen 

Each document has a Document Summary screen. This screen has f i e lds in which 
you can enter i n f o r m a t i o n about the document and shows statist ics about the 
document . You can revise i n f o r m a t i o n at the top of the screen any t ime the 
screen is displayed. See "DOCUMENT SUMMARY." 

Editing Screen 

Whenever you are en te r ing text or make revisions in a document you are work ing 
on the document ed i t ing screen. Two document s tatus lines and the cu r ren t 
fo rma t l ine are a lways displayed at the top of the edi t ing screen. See "EDITING 
SCREEN." 

Print Document Menu 

Use the Pr in t Document menu to set some of the page- layout f ea tu re s and all of 
the p r in t ing f e a t u r e s in word processing. The screen is d iv ided into two parts , an 
upper half and a lower ha l f . 

To move the marke r and make a change on the upper half of the menu, use 
R E T U R N , N E X T SCRN, P R E V SCRN, UP, or DOWN. Use the d e f a u l t numbers 
that display on the screen, or type over i n fo rma t ion in any f ie ld with new 
numbers. 

170 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

In the lower half of the screen, you move the marker f r o m one column to ano ther 
wi th R E T U R N , N E X T SCRN, PREV SCRN, LEFT, or RIGHT. You change the 
set t ing wi th in a column by using the Space bar or UP and DOWN. See 
"PRINTING" 

Printer Control Menu (Print Queue) 

Prin ter Control menus, one fo r each pr in te r d e f i n e d on your system, show the 
jobs in the pr in t queues and allow you to: 

Suspend p r in t ing 

Move the documents to a d i f f e r e n t posit ion in the queue 

Remove a document f r o m the pr in t queue 

Start p r in t ing by pressing GO TO PAGE if p r in t ing is suspended or single 
sheet f e ed ing is selected 

If you have more than one pr in te r on your system, use the N E X T SCRN and 
PREV SCRN keys to move between the Pr in ter Control menus. See "PRINTING." 

Index Menu 

The Index menu allows you to see a n d / o r p r in t lists of the documents in a l ib ra ry 
or on an a rch ive disket te , and lists of subl ibrar ies on the system disk. 

You can choose to see e i ther a short list con ta in ing only the document names or a 
long list con ta in ing more comprehens ive i n fo rma t ion about each document . See 
"DOCUMENT INDEX" and "INDEX." 

Document Index Screen 

When you make selections f r o m the Index menu, a Document Index screen is 
displayed. In add i t ion to seeing a list of documents in a lphabet ica l order , you 
can use the Document Index screen to p e r f o r m other use fu l func t ions . See 
"DOCUMENT INDEX" and "INDEX." 
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From the Document Index screen you can: 

At tach a glossary 

Copy a document 

Delete a document 

Edi t a document 

P e r f o r m single or mul t ip le f i l i ng f u n c t i o n s 

Pr in t an index 

Rename a document 

Send single or mul t ip le documents to the pr in ter 

View add i t iona l document i n f o r m a t i o n 

Filing Menu 

The Fi l ing menu conta ins selections for managing documents , inc luding copying 
documents to and f r o m an a rch ive disket te . See "ARCHIVING." 

Document Processing Tools Menu 

The Document Processing Tools menu allows access to add i t iona l appl ica t ions tha t 
make word processing easier, such as: 

Spelling Tools 

Hyphena t ion and Pagina t ion 

Footnote Processing 

Index Genera to r 

Table of Contents Genera to r 

Document Assembly 

Records Processing 

Forms Processing 
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Spelling Tools 

The Spelling Tools f e a t u r e allows you to check your document f o r errors in 
spelling and word usage. 

You can use except ion d ic t ionar ies to add special terminology or names to the list 
of words avai lable with WORD ERA. See "SPELLING TOOLS." 

Hyphenation and Pagination Menu 

The Hyphena t ion and Pagina t ion f e a t u r e allows you to hyphena te and pagina te a 
document . You can p e r f o r m these f u n c t i o n s separately or at the same time. 
When you use H y p h e n a t i o n and Pagina t ion in terac t ive ly , you choose where to put 
the hyphens and page breaks. When you select au tomat ic or background mode, 
WORD E R A chooses the hyphena t ion points and posit ions the page breaks 
au tomat ica l ly . The Hyphena t ion and Pagina t ion f e a t u r e also processes documents 
with mul t ip le columns, and it ad jus t s l ine and page lengths fo r documents tha t 
arc pr in ted wi th p ropor t iona l spacing. 

The Hyphena t ion and Pag ina t ion f e a t u r e works wi th documents con ta in ing 
mul t ip le-column f o r m a t lines. If you p e r f o r m hyphena t ion or pag ina t ion on a 
document tha t conta ins a mul t ip le-column f o r m a t line, an add i t iona l menu is 
displayed. See " H Y P H E N A T I O N A N D PAGINATION." 

Footnote Processing Menu 

You use Footnote Processings to f o r m a t t i n g a document con ta in ing f loa t ing 
footnotes . Use this selection be fo re you pr in t the document with its footnotes . 
See " F O O T N O T E PROCESSING" and "FOOTNOTING." 

Table of Contents Generator Menu 

The Table of Contents Genera to r allows you to au tomat ica l ly create a table of 
contents wi th up to six levels of headings. You edit a document to enter codes 
ind ica t ing which headings you want in the table of contents . The Table of 
Contents Genera to r processes the coded document , numbers headings and 
subheadings if you want , and places dot leader lines or spaces between headings 
and page numbers . See "TABLE OF C O N T E N T S G E N E R A T O R . " 
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Index Generator Menu 

The Index Genera to r compares a document conta in ing a list of words you want to 
index against the text of ano ther document . It then generates an index document 
con ta in ing an a lphabe t ica l ly sorted list of words and the page numbers on which 
these words appear in the source document . See "INDEX G E N E R A T O R . " 

Document Assembly Menu 

Document Assembly allows you to au tomat ica l ly assemble d i f f e r e n t WORD E R A 
documents in to an ou tpu t document . This makes it easy to combine s t anda rd 
paragraphs in the order you want wi thout hav ing to re type them or copy them 
between documents . 

You can use Document Assembly f r o m the Records Processing menu, or select it 
f r o m the Document Processing Tools menu. See "DOCUMENT ASSEMBLY." 

Records Processing Menu 

Records Processing allows you to merge a document con ta in ing lists of items such 
as addresses wi th a f o r m a t document such as a letter. This makes it easy to 
process mass mai l ings or inven tory lists. 

Using specially crea ted glossary entr ies , you can sort and select f r o m a list 
document to ta i lor the ou tpu t to your speci f ic needs. 

You can also au tomat ica l ly inc lude text or da ta f r o m other documents document 
in the ou tpu t document . See "RECORDS PROCESSING" and the WORD ERA 
Records Processing manual . 

Forms Processing 

Forms Processing al lows you to create a special WORD ERA document that can 
act as a template . Forms Processing does not have a separa te menu. Instead the 
f o r m templa te you have created is used as a menu. The cursor moves only to the 
areas of the f o r m where i n f o r m a t i o n can be entered. See "FORMS 
PROCESSING." 
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Glossary Functions Menu 

The Glossary Func t ions menu allows you to edit , create, a t tach , de tach , or v e r i f y 
a glossary. See "GLOSSARY" and the WORD E R A Glossary Functions manual . 

Supervisory Functions Menu 

The Supervisor Func t ions menu includes all f u n c t i o n s concern ing l ibrar ies , 
passwording documents , and the Describe Bin Feeder func t i on . See 
"SUPERVISORY FUNCTIONS." 

MERGE 

The Merge key is used: 

With a l t e rna t i ng headers or foo te rs to mark the divis ion between the text 
fo r odd-numbered pages and tha t fo r even-numbered pages. See 
" A L T E R N A T I N G H E A D E R S OR FOOTERS." 

To mark levels f o r the Table of Contents Genera tor . See "TABLE OF 
C O N T E N T S G E N E R A T O R . " 

To d e f i n e f ie lds fo r Records Processing. See "RECORDS PROCESSING." 

To d e f i n e documents to be inc luded in Document Assembly. See 
"DOCUMENT ASSEMBLY." 

Merge symbols appear on the edi t ing screen as br ight less-than and g rea te r - than 
signs. When you type merge symbols be sure you press M E R G E to type a l e f t 
Merge symbol and S H I F T / M E R G E to type a r ight Merge symbol. Do not use the 
less-than or g rea te r - than signs for Merge symbols. 
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M O D E 

The Mode key is used with other keys to in i t ia te text-emphasis modes or other 
WORD ERA fea tu res . It is also used to copy, move, or p r in t en t i re l ibrar ies f r o m 
a Document Index screen. See also "CURSOR MODE," "GLOSSARY," 
"PRINTING," and "ARCHIVING." 

Adding Emphasis to Existing Text 

Bold, under l ine , double -under l ine , and overs t r ike modes appear in pr in ted copy. 
Reverse-video and f l a sh ing modes do not. You can combine all the text -emphasis 
modes. For example , you can pr in t bold and under l ine text, or you can use a 
combinat ion of reverse video and f l a sh ing to emphasize text on the screen. 

1. From an edi t ing screen, put the cursor at the beginning of the text you 
want to emphasize; then press MODE. 

2. Type the code for the emphasis: 

Code Emphasis 

b or B Bold 
Unde r l i ne 
Double under l ine 

/ Overs t r ike 
r or R Reverse video 
f or F Flashing 

3. All text a f t e r the cursor is emphasized. 

4. Move the cursor to the end of the text to be emphasized, and press MODE. 

5. Type the same emphasis code that you typed before . Only the selected text 
is emphasized. 

Adding Emphasis While Typing 

1. From an ed i t ing screen, put the cursor where the emphasized text should 
start ; then press MODE. 

2. Type the app rop r i a t e emphasis code. See above. 
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3. The text is emphasized as you type. 

4. Press MODE. 

5. Type the same emphasis code tha t you typed before . Text you type will no 
longer be emphasized. 

Removing Emphasis From Text 

1. Put the cursor at the beginning of emphasized text, and press MODE. 

2. Type the code fo r the emphasis. The text is no longer emphasized. 

M O V E 

Dur ing edi t ing , the Move key allows you to select text to move wi th in a document 
or between documents . 

From the End of Edi t Opt ions menu, the Move key lets you save edi t ing changes 
you have made to a document and then re turn to your place in the document . 

From a Document Index screen, the Move key enables you to rename a document . 
See "Renaming a Document." 

Moving Text Within a Document 

1. From an edi t ing screen, put the cursor at the beginning of the text to be 
moved; then press MOVE. 

2. Press F O R M A T if you want to move a copy of the f o r m a t line. 

3. Put the cursor at the end of the text to be moved, and press E X E C U T E . 
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4. Put the cursor where you want to move the text, and press E X E C U T E . 

5. The text is moved to the new location, and the cursor is at the end of the 
moved text. 

Moving Text Between Documents 

1. Put the cursor where you want to move the text. 

2. Hold down SHIFT and press MOVE. 

3. Type the name of the document f r o m which you want to move text, and 
press R E T U R N or E X E C U T E . 

4. The cursor is at the beginning of the source document . Put the cursor at 
the beginning of the text to be moved and press E X E C U T E . 

5. Press F O R M A T if you want to move a copy of the f o r m a t line. 

6. Move the cursor to the end of the text to be moved, and press E X E C U T E . 

7. The text is moved to the des t ina t ion document , and the cursor is at the end 
of the moved text. 

Moving Blocks of Text 

See "BLOCK COPY, MOVE, DELETE." 

Moving Documents Between Libraries 

You can move documents between l ibrar ies by renaming the document using the 
f u l l p a t h n a m e of the new l ibrary . See "Rename Document." 

Moving Documents to Archive 

See "Archiving." 
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M U L T I P L E C O L U M N S 

The mul t ip le-columns f e a t u r e allows you to create, view, and pr in t more than one 
column of text on the same page. You can create columns of vary ing wid th and 
length, and you can mix co lumnar text and regular text on the same page. The 
min imum wid th of a column is two characters . The number of columns on a page 
is l imited only by the length of the f o r m a t line. You can copy and move text 
f r o m one column to another . Center text wi th in a column with the Center key. 
Use R igh t - f lu sh T a b symbols to r i gh t - ju s t i fy text in each column. 

CAUTION: With mul t ip le-column text, do not use 
Glossary f u n c t i o n s tha t address speci f ic cursor locations 
tha t are not in the f i r s t column on the screen. For 
example, you should not use the "call cursor" f u n c t i o n if 
the cursor locat ion is not in the f i r s t column. The cursor 
will move, but not to the in tended location. 
Unpred i c t ab l e results may occur. 

1. While edi t ing , put the cursor where you want the mul t ip le-column f o r m a t 
line. Press INSERT and then FORMAT. 

2. Move the cursor to the place where you want the f i r s t column to end. Then 
press SUBSCRIPT; or type e or E. Do not mark the beginning of the 
f i r s t column; it a lways begins at position 1. 

3. Move the cursor to the place where you want the second column to begin. 
Then press S U P E R S C R I P T or type s or S. 

4. Repeat steps 2 and 3 unt i l all the columns are marked . Only mark the 
beginning of the last column; the r ightmost column always ends at the last 
posit ion on the f o r m a t line. 

5. Press E X E C U T E to save the changes to the f o r m a t line. 

6. Press E X E C U T E to end the insert . 
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Suppose you delete a mul t ip le-column f o r m a t line f r o m a document wi thou t 
removing the column marke r s and subsequent ly pagina te the document using the 
Hyphena t ion and Pagina t ion f ea tu re . In that case, the system will consider the 
document a mul t ip le column document and present add i t iona l menus. To keep 
this f r o m happen ing , make sure you type over the column markers in a f o r m a t 
line with spaces be fo re you delete it. 

Entering Text In Multiple Columns 

To enter text in mul t ip le columns, type the text fo r the f i r s t column. To end the 
f i r s t column and move the cursor over to the second column, press PAGE. An 
opt ional column break , indica ted by a row of periods on the screen, is inserted. 
Each column of text must end with a column break. Once each column ends wi th 
a column break, press PAGE to insert a page break. WORD ERA determines 
whether a column or page break is requi red . A page break will not be entered 
unti l each column ends with a column break. 

If you want text to a lways s tar t at the beginning of a column, insert a requi red 
column break immedia te ly be fo re that text by pressing S H I F T / P A G E . Requ i red 
column breaks are not removed by Hyphena t ion and Paginat ion. As a result , text 
that is preceded by a requi red column break will a lways start a new column. 

NOTE: If you change text f r o m mult ip le-column 
f o r m a t to a regular f o rma t , you can use the Hyphena t ion 
and Pag ina t ion f e a t u r e to au tomat ica l ly remove the 
column breaks f r o m the document . 

Moving the Cursor in Multiple-Column Documents 

To move the cursor f r o m one column to another , hold down the Sh i f t key and use 
the Right or L e f t Cursor keys. The fo l lowing rules apply to moving the cursor 
f r o m column to column: 

The cursor will skip over a column with no text unless the cursor is on the 
f i r s t l ine of an ad j acen t column. 

The cursor must be above the end-of -co lumn marker of the column to which 
you want to move. 
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If the cursor is below the bot tom of an ad jacen t column, and there is an 
avai lable column con ta in ing text at the cursor location, the cursor skips to 
that column. 

If there is no column conta in ing text at the cursor location, the system will 
beep and the cursor will not move. 

If there is no column avai lable fo r the cursor to move to, the system will 
beep and the cursor will not move. 

If you scroll down a column using DOWN, the cursor will move in a se rpent ine 
pa t te rn to the bot tom of the le f tmost column, then up to the top of the next 
column on the r ight , and so on, unt i l it reaches the end of the page. The cursor 
then moves to the top of the le f tmost column on the next page and fol lows the 
same pa t te rn . If you use UP, the cursor fol lows the same serpent ine pa t t e rn , but 
it moves in reverse f r o m the r ightmost column on the page. 

You can move the cursor to the top of a column by pressing GO TO PAGE and 
then SUPERSCRIPT. If the cursor is a l ready at the top of a column, it will move 
to the top of the previous column. You can move the cursor to the bot tom of a 
column by pressing GO TO PAGE and then SUBSCRIPT. If the cursor is a l ready 
at the bot tom of a column, it will move to the bot tom of the next column. 

Using Hyphenation and Pagination with Multiple Columns 

Hyphena t ion and Pagina t ion can be used to pagina te documents wi th 
mul t ip le-column f o r m a t lines. However , you cannot select Hyphena t ion only fo r 
a mul t ip le-column document . Instead, you must select Pagina t ion or Both. You 
can choose to pag ina te a mul t ip le-column document so the text f lows f r o m the 
bottom of one column to the top of the next, like a newspaper . This is called 
"wrapping text." You can also pagina te so the text in each column main ta ins its 
a l ignment with the other columns across the page. This is called "synchronized 
text." See "Hyphena t ion and Pagination." 
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N A M I N G A D O C U M E N T 

See "CREATE NEW DOCUMENT" and "RENAMING A DOCUMENT." 

N E X T SCRN 

The Next Scrn key moves the cursor to the top of the next screen of text. When 
used wi th the Go To Page key, this key will move the cursor to the top of the 
next page of text. See "GO TO PAGE." 

N O T E 

The Note key al lows you to enter comments or reminders in a document . You can 
pr int the notes by selecting the With notes opt ion under Format on the Pr in t 
Document menu. When you select With notes, the text is p r in ted u n j u s t i f i e d . If 
you select U n j u s t i f i e d or Ju s t i f i ed , the notes will not be pr in ted . However , they 
will remain in the document . 

You can pr in t d r a f t s wi th the notes and then pr in t the f i n a l document wi thou t 
the notes. Tha t way, you do not have to edit the document to remove the notes. 

1. From an edi t ing screen, put the cursor where you want the note to appear . 

2. Press NOTE. 

3. Type the text of the note. 

4. Press N O T E or R E T U R N to end the note. 
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The Note key is also used to enter bookmarks du r ing edi t ing. See 
"BOOKMARKS" and "PRINT DOCUMENT." 

From a Document Index screen wi th short f o rma t , press N O T E to access 
document summary i n f o r m a t i o n fo r a selected document . See "INDEX." 

N O T E PAGE 

Each document has a note page, which is like an ext ra work page that you can 
use to store text fo r later use. 

1. From an ed i t ing screen press GO TO PAGE. 

2. Type n or N. 

3. Type any text , or move or copy text that you may want to later incorpora te 
into the document . 

4. Use GO TO PAGE to re tu rn to a numbered document page. 

The text on a note page cannot be pr in ted . If you want to pr in t i n f o r m a t i o n on 
the note page, you must move it to a numbered document page. 

If you have no foo tno te pages in a document , and pe r fo rm a sequence of 
keystrokes to take you to a foo tno te page, PageN will be displayed. 
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O P E R A T O R 

The Document Summary screen has a 25-character f ie ld for ind ica t ing the 
operator (the person who is ed i t ing the document) . If you p re fe r you can leave 
this l ine blank. You can change the operator i n f o r m a t i o n by typing over it any 
time you are on the Document Summary screen. 

You may set the opera tor f i e ld in a pro to type document . Tha t way, it will be 
f i l led in au tomat ica l ly each t ime you create a document using that prototype. 

You can view an index of documents by operator . See "INDEX." 

O P T I O N A L C O L U M N BREAK 

See "COLUMN BREAK." 

O P T I O N A L PAGE BREAK 

See "PAGE." 

O U T P U T D O C U M E N T 

An outpu t document is a document you create under a speci f ied name when you 
use cer ta in selections f r o m the Document Processing Tools menu. Ou tpu t 
documents are genera ted by the fo l lowing func t ions : 
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O U T P U T D O C U M E N T 

An outpu t document is a document you create under a speci f ied name when you 
use ccr ta in selections f r o m the Document Processing Tools menu. Ou tpu t 
documents are genera ted by the fo l lowing func t ions : 

Forms Processing 

Hyphena t ion and Paginat ion when you paginate a mul t ip le-column 
document wi th synchronized columns. 

Footnote Processing when you paginate a document conta in ing f loa t ing 
footnotes . 

Index Genera to r 

Records Processing 

Table of Contents Genera tor 

With two exceptions, all ou tpu t documents can be t rea ted as regular WORD ERA 
documents . You can p e r f o r m any edi t ing or a rch iv ing func t i ons on these 
documents . 

The except ions arc shown below: 

Ou tpu t documents genera ted by Hyphena t ion and Pagina t ion fo r 
synchronized mul t ip le-column documents 

Ou tpu t documents generated by Footnote Processing. 

Bccausc so much in te rna l processing is requi red to r e f o r m a t these two types of 
output documents , they cannot be processed again using Hyphena t ion and 
Paginat ion or Footnote Processing. Use them fo r p r in t ing only. If you want to 
make f u r t h e r changes to such a document , edit the or iginal document and then 
process it again. 
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O V E R S T R I K E 

Overs t r ike causes a slash ( /) to be pr in ted over text. It is f r e q u e n t l y used in legal 
documents to show text tha t is no longer applicable. On the screen, text with 
overs t r ike has a ver t ica l bar (|) over each charac ter . See "MODE." 

To Overstrike Text 

1. Place the Cursor at the beginning of the text you want to overst r ike. 

2. Press MODE, then type / . 

3. Move the Cursor to the end of the text you want to overs t r ike 

4. Press MODE, then type / . 

To Remove Overstrike Emphasis From Text 

1. Place the Cursor at the beginning of the text you want to de-emphasize. 

2. Press MODE, then type / . 
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O W N E R S H I P OF D O C U M E N T S 

Ownersh ip of f i les and di rector ies is the f i r s t level of f i le permissions on a U N I X 
operat ing system. The system allows access to a document or l ibrary according to 
three categories of accounts: user, group, and all users. You can limit the 
number of users al lowed to p e r f o r m an operat ion upon a document or l ibrary by 
giving ownersh ip of it to an ind iv idua l account or by assigning it to a group. See 
your opera t ing system manua l fo r more i n fo rma t ion on protect ing documents and 
l ibraries. 
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PAGE 

The Page key is used to add an opt ional or requi red page or column break, d e f i n e 
the text length, and set the cursor mode to page. An opt ional page or column 
break can be removed and replaced by the pagina t ion f u n c t i o n , whereas a 
requi red page or column break cannot . See "COLUMN BREAK," "CURSOR," and 
"TEXT LENGTH." 

Each opt ional or requ i red page break you set is au tomat ica l ly fo l lowed by a 
f o r m a t line. This l ine re f lec ts the last f o r m a t li ne on the previous page. When 
you pr in t the document , the pages will end and begin according to the page 
breaks you set on the ed i t ing screen. 

Adding an Optional Page or Column Break 

You can add opt ional page or column breaks as you type the document or when 
you use the H y p h e n a t i o n and Pag ina t ion f ea tu re . An opt ional page break is 
displayed in the text as a l ine of dashes. An opt ional column break is d isplayed 
as a l ine of periods. You can remove opt ional breaks while edi t ing or 
au tomat ica l ly using the pagina t ion func t i on . See " H Y P H E N A T I O N AND 
PAGINATION." 

1. From an edi t ing screen, put the cursor d i rec t ly below the line you want to 
be the last l ine on the page. 

2. Press PAGE. 

Adding a Required Page or Column Break 

You use requi red page or column breaks to fo rce a new page or column to begin. 
For example, you might use them to end a page at the end of the chapter or to set 
off a char t on a separa te page. The symbol fo r a requi red page break is a row of 
equal signs. The symbol f o r a requi red column break is a row of colons. 
Requ i red page and column breaks are never removed by H y p h e n a t i o n and 
Paginat ion. 

1. From an ed i t ing screen, put the cursor di rect ly below the line you want to 
be the last l ine on the page. 

2. Press S H I F T / P A G E . 

188 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

Removing an Optional or Required Page or Column Break 

1. From an edi t ing screen, put the cursor on the page-break or co lumn-break 
line. 

2. Press D E L E T E and E X E C U T E . 

PAGE BREAK 

A page break is the row of hyphens ( ) or equal signs (======) tha t shows 
where one page ends and another begins. See "PAGE." 

PAGE L E N G T H 

The d e f a u l t page length, or text length, is 54 lines of text. You can change this 
number wi th the Command and Page keys. If the text length is set to 54, the line 
number in the top s ta tus line br ightens when you s tar t typing on line 55 and the 
system also beeps when you reach line 54. See "Text Length." 

PAGE M O D E 

To set the Cursor Mode to Page: 

1. Press MODE 
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2. Press P A G E 

The des ignat ion "page" is d isplayed in the second status line. 

To move the Cursor by pages hold down SHIFT and press the Up or Down Cursor 
Arrow key. See "CURSOR." 

PAGE N U M B E R I N G 

You inc lude page numbers in a p r in ted document by typing a number symbol (#) 
on a header or foo te r page. On the Pr in t Document menu, you can set the page 
where the number ing should begin and choose the page number to be pr in ted on 
that page. 

Adding Page N u m b e r i n g to a Header or Footer 

1. From an ed i t ing screen, press GO TO PAGE. 

2. Type h or H f o r a header page, f or F fo r a footer page. 

3. Type # to align page numbers wi th the l e f t margin , or press C E N T E R 
and type # to center page numbers . You can also type # wi th header 
or foo te r text , fo r example "Page #." 

4. Use GO TO PAGE to r e tu rn to a regular document page. 

Printing a Document with Page Numbering 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. In the S tar t ing as page no. f i e ld , type the page number you want on the 
f i r s t page of the p r in ted document . 
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4. In the Firs t header page and First footer page f ie lds , type the number of 
the page on which the header or footer is to start pr in t ing . 

5. Press E X E C U T E . 

P A G I N A T I O N 

You can add page breaks while edi t ing or by using the Hyphena t ion and 
Pagina t ion f ea tu re . If you include a number symbol (#) on a header or footer 
page, page number will be assigned automat ica l ly . See " A L T E R N A T I N G 
H E A D E R S A N D FOOTERS," "FOOTER," "HEADER," " H Y P H E N A T I O N A N D 
PAGINATION," and "PAGE." 

PAPER L E N G T H 

Paper length is the length of a piece of paper measured in number of lines. The 
number of lines pr in ted on a page is the page length. 

Common paper lengths and the corresponding number of lines are show below. 
Ten lines per inch actual ly pr ints as 9.6 lines per inch, so the number of lines 
shown is approximate . 

S tandard paper 8-1/2 by 11 inches 

LPI = 6 x 1 1 = 66 lines 
LPI = 8 x 1 1 = 88 lines 
LPI = 10 x 11 = 110 lines 
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Legal paper 8-1/2 by 13 inches 

LPI = 6 x 1 3 = 78 lines 
LPI = 8 x 1 3 = 104 lines 
LPI = 10 x 13 = 130 lines 

Legal paper 8-1/2 by 14 inches 

LPI = 6 x 14 = 84 lines 
LPI = 8 x 14 = 112 lines 
LPI = 10 x 14 = 140 lines 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Move the marker to Paper Length. Enter the number of lines if it is not 66, 
and press E X E C U T E . 

P A R A G R A P H M O D E 

To set the Cursor Mode to Paragraph: 

1. Press MODE 

2. Press R E T U R N 

The designat ion "para" is displayed in the second status line. 

To move the Cursor by pa rag raphs hold down SHIFT and press the Up or Down 
Cursor Arrow key. See "CURSOR." 
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P A S S W O R D P R O T E C T I O N 

Password Protecting A Word Era Document 

You can password protect documents wi th in WORD E R A using the Assign 
password selection f r o m the Supervisory Funct ions menu. This protects a 
document f r o m being accessed by other WORD ERA users who do not know the 
password. You can also use the shor tcut code apw to assign a password. 

When you begin any f u n c t i o n (such as edi t ing, pr in t ing , or a rch iv ing) that uses a 
password-protected document , you are prompted fo r the password. To con t inue 
with the f u n c t i o n , you must type the correct password and press R E T U R N or 
E X E C U T E . 

The Document Index screen shows password-protected documents wi th a "#" in 
f r o n t of the document name. Password-protected glossaries are preceded by "*#". 
A password-protec ted glossary cannot be edi ted wi thout the password, but it can 
be a t t ached , and entr ies can be used. 

A password can be up to eight characters , and can conta in any combina t ion of 
characters , inc lud ing spaces. 

CAUTION: Be sure to choose a password tha t is easy fo r 
you to remember , and to wri te it down. If you forge t the 
password fo r a document , there is no way fo r you to access 
tha t document th rough WORD ERA. 

Assigning a Password 

1. Select Assign password on the Supervisory Func t ions menu. 

2. Type the document name, then press R E T U R N or E X E C U T E . 

3. Type the password, then press R E T U R N or E X E C U T E . 
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4. Re type the password, then press R E T U R N or E X E C U T E . If the two 
passwords agree, the password is saved, and the messages Password assigned 
and Press E X E C U T E to cont inue are displayed. 

5. Press E X E C U T E to clear the messages. 

If the two passwords do not agree, the messages Press E X E C U T E to con t inue and 
Password not assigned are displayed. Press E X E C U T E to clear the messages, and 
try again. 

Changing a Password 

1. Select Assign password on the Supervisory Func t ions menu. 

2. Type the document name, then press R E T U R N or E X E C U T E . 

3. Type the cu r ren t password, then press R E T U R N or E X E C U T E . 

4. Type the new password, then press R E T U R N or E X E C U T E . The messages 
Password assigned and Press E X E C U T E to cont inue are displayed. 

5. Press E X E C U T E to clear the messages. 

Removing a Password 

1. Select Assign password on the Supervisory Func t ions menu. 

2. Type the document name, then press R E T U R N or E X E C U T E . 

3. Type the cu r r en t password, then press R E T U R N or E X E C U T E . 

4. Press R E T U R N or E X E C U T E at the Enter new password prompt . 
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5. Press R E T U R N or E X E C U T E at the Re type new password prompt . The 
messages Password removed and Press E X E C U T E to con t inue are displayed. 

6. Press E X E C U T E to clear the messages. 

P A T H N A M E 

A document p a t h n a m e is the complete location of a document inc luding the 
l ibrary or sub l ibra ry . For example, if you have a document named james in 
the sub l ib ra ry letters in the user l ib ra ry /u/training, the f u l l pa thname fo r 
this document is /u / training/ letters / james. 

P I T C H 

Pitch is the number of charac te r s p r in ted in one hor izonta l inch. Pi tch can be set 
to 10, 12, or 15. 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Move the marke r to the Pitch column. 

4. Press UP or DOWN to move the marker to the appropr i a t e pi tch sett ing. 

5. Press E X E C U T E . 
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PREV SCRN 

The Prev Sern key moves the cursor to the top of the previous screen of text. 
When used wi th the Go To Page key, this key will move the cursor to the top of 
the previous page of text. See "GO TO PAGE." 

P R I N T D O C U M E N T 

Print Document is a selection on the Main menu tha t accesses the Pr in t Document 
menu. You use the Pr in t Document screen to choose how you want to p r in t your 
document . To move the marke r and make a change on the upper half of the 
screen, you use UP and DOWN, N E X T SCRN, P R E V SCRN, or R E T U R N . You 
can type over the i n f o r m a t i o n in each f i e ld , or you can use the d e f a u l t 
i n fo rma t ion tha t is d isplayed. 

In the lower half of the screen, you move the marker f r o m one category to 
another wi th R E T U R N , N E X T SCRN, PREV SCRN, LEFT, or R I G H T . To 
change the set t ings wi th in the category, you use with UP and DOWN, the Space 
bar, R E T U R N , or the f i r s t charac te r of a selection. 

Each f i e ld on the Pr in t Document menu is descr ibed below in a lphabe t ica l order: 

Banner 

A selection on the Pr in t Document menu that allows you to pr in t an ext ra page 
before the document pr in t s showing the opera tor ' s name, the name of the 
document , and the da te and t ime the document was pr in ted . See "Banner." 

Copy 

A selection on the Pr in t Document menu that allows you to ins t ruct the system to 
make a dupl ica te copy of the document you want to pr in t . 
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If you select Yes unde r Copy, you can con t inue to make edi t ing changes to the 
document whi le it is p r in t ing . If you select No, you will not be able to access the 
document unt i l it has been pr in ted . The warn ing message Document in use will 
appear on the screen if you try to edi t the document . 

Suppose you have a long document , and you have made the correct ions you wan t 
on the f i r s t 25 pages. In tha t case, you can send pages 1 to 25 to the pr in te r , 
leave Copy set to Yes, and cont inue to correct the rest of the document . If you 
make f u r t h e r changes in the par t of a document tha t has a l ready been pr in ted , 
the p r in ted version will obviously not conta in those correct ions. 

A selection on the Pr in t Document menu tha t allows you to ind ica te the method 
by which the paper is f e d to the pr in ter . The selection you make in the Feed 
category depends on wha t k ind of paper and what type of p r in te r you are using. 
The selections are as fol lows: 

First Footer Page 

A f ie ld on the Pr in t Document menu that allows you to choose the f i r s t page of a 
document on which a foo te r will pr in t . The d e f a u l t is page 1. 

Suppose you a lways have special i n f o r m a t i o n pr in ted only on the bot tom of the 
f i r s t page of a document . In tha t case, you can type tha t i n f o r m a t i o n di rec t ly 
onto the bot tom of the f i r s t page, set Firs t footer page to page 2, and begin page 
number ing wi th page 2. 

First Header Page 

A f ie ld on the Pr in t Document menu that allows you to choose the f i r s t page of a 
document on which a document header will pr in t . The d e f a u l t is page 1. You 
can use the d e f a u l t value, or you can change it to any document page number you 
want . 
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Footer Begins on Line 

A f ie ld on the Pr in t Document menu tha t allows you to choose the l ine on the 
page where the foo te r will begin pr in t ing . The d e f a u l t is l ine 61. You can use 
the d e f a u l t value, or you can change it to any line number you want . 

Format 

A selection on the Pr in t Document menu that lets you choose whether a document 
will be p r in ted wi th an u n j u s t i f i e d r ight margin , with a jus t i f i ed r ight margin , or 
with an u n j u s t i f i e d r ight margin plus any notes you may have typed into the 
document . The symbol fo r N O T E (!!) also prints . See "NOTE." 

LPI 

A selection on the Pr in t Document menu that you use to select the number of 
lines per ver t ical inch that will pr in t . The d e f a u l t is 6 lines per inch. You can 
change this to 8 or 10 lines per inch if you want . 

Left Margin 

A f ie ld on the Pr in t Document menu tha t lets you choose how many spaces f r o m 
the l e f t margin the text will s tar t pr in t ing . Remember that since the l e f t -marg in 
sett ing is de te rmined by the number of characters , this wid th will vary according 
to the pi tch set t ing you select. 

If the l e f t edge of your paper is a l igned at a margin set t ing of zero on the 
pr in ter , a l e f t -marg in set t ing of 10 charac te r s will p roduce the fo l lowing spacing: 

15 about 11/16 A 
12 about 13/16 A 
10 1 A 

No. of Originals 

A f ie ld on the Pr in t Document menu tha t lets you choose how many or iginal 
copies of a document to send to the p r in te r at one time. The d e f a u l t is 1 copy. 
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Paper 

A selection on the Pr in t Document menu that you use to ind ica te how you want 
the paper to be f ed to the pr in ter . The paper category has f o u r selections: 

Std (standard). Use this set t ing fo r e i ther con t inuous - fo rm paper 
mounted in a t rac tor f eeder or single-sheet paper loaded in a f r i c t i on 
feeder . If you select Std with a dual -b in feeder , a sheet of paper feeds 
f r o m Bin 1 ( le t te rhead, fo r example) and the remain ing pages f r o m Bin 2 
(plain paper , fo r example). 

Bin 1. Use this set t ing with a single-bin feeder or to select paper f r o m 
Bin 1 wi th a dual -b in feeder . 

Bin 2. Use this set t ing with a dual -b in feeder to select paper f r o m Bin 2. 

Alt. Use this set t ing wi th a dual -b in f eede r to feed paper a l t e rna te ly 
f r o m Bin 1 and Bin 2. 

Paper Length 

A f ie ld on the Pr in t Document menu you use to enter the total number of lines 
fo r the paper size you wan t to use. 

A s tandard-s ize piece of paper is 8-1/2 inches by 11 inches. If you select 6 l ines 
per inch (LPI), then the length of this paper would be 66. If you are p r in t ing 
addresses on 2-inch con t inuous - fo rm labels at 6 lines per inch, you would set the 
Paper length to 12. See "Paper Length." 

A selection on the Pr in t Document menu you use to choose how many cha rac te r s 
will p r in t per inch hor izonta l ly . Shown below are the max imum line lengths f o r 
NEC and G E N I C O M pr in te rs fo r the avai lable pitches, assuming that you set the 
l e f t margin to 0: 

Pitch 

Pitch Maximum right margin 

10 
12 
15 

136 
163 
204 
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Print From Page 

A f ie ld on the Pr in t Document menu you use to speci fy which page of a 
document will be the f i r s t page pr in ted . The d e f a u l t is page 1. You can use the 
d e f a u l t or enter any other page number up to and inc luding the last page number 
of the document . 

Print Thru Page 

A f ie ld on the Pr in t Document menu you use to speci fy the last page of a 
document you want to pr in t . The d e f a u l t is the last page number of the 
document . You can use the d e f a u l t value, or you can enter any other page 
number up to and inc lud ing the last page number of the document . 

Print Wheel No. 

A f ie ld on the Pr in t Document menu that you use to spec i fy , by number , which 
pr int wheel is being used on the pr in te r . 

Printer Number 

A f ie ld on the Pr in t Document menu you use to enter the number of the p r in te r 
you are using. Pr in te r numbers are spec i f ied f r o m the System Management menu. 

Starting as Page No. 

A f ie ld on the Pr in t Document menu where you enter the number wi th which the 
sequence of page numbers will begin. The d e f a u l t is page 1. You can use the 
d e f a u l t value, or you can spec i fy any other page number in the document . 

Suppose you have a 12-page document , and you want to p r in t the last 5 pages of 
the document . In tha t case, you would complete the f i r s t three f i e lds on the Pr in t 
Document menu as follows: 

Pr in t f r o m page 8 
Pr in t t h ru page 12 
Star t ing as page no. 8 

In this way, the page numbers on the p r in tou t will match the page numbers in the 
document . 
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Style 

A selection on the Pr in t Document menu tha t you use to choose the p r in t ing 
f o r m a t fo r a document . You have two choices: f i n a l and d r a f t . 

F ina l p r in t s the document with all the f o r m a t set t ings inc luding the page 
breaks, l ine spacing, header , and footer exact ly as you have f o r m a t t e d them 
in your document . 

D r a f t doubles the line spacing of all the f o r m a t lines in the document , 
inc lud ing those on the header and footer pages. If you want to p r in t a 
document in d r a f t style, you might want to edit the header and foo te r pages 
so they have half the number of re turns , and you might also pag ina te with 
f ewer l ines on a page. 

For example, if you want to p r in t a single-spaced document in d r a f t style, use a 
header wi th three re turns , and pagina te with 25 lines on a page. This way each 
page will be numbered and will conta in a header . 

Summary 

A selection on the Pr in t Document menu that allows you to indica te whether or 
not you want to p r in t a copy of the document summary in fo rma t ion . 

If you select Yes, the document summary pr in ts on a separa te page be fo re the 
document . If you choose to pr in t both a banner and a document summary , the 
banner pr in ts f i r s t , then the document summary , then the document . P r in t ing 
these pages does not a f f e c t the number ing of the pages wi th in your document . 

To File 

A selection on the Pr in t Document menu that allows you to convert WORD E R A 
documents in to a f o r m a t usable by programs other than WORD ERA. This 
selection is only used in special c i rcumstances , and it is normal ly set to No. See 
"Printing," " P R I N T I N G TO A FILE." 
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P R I N T W H E E L N U M B E R 

The pr in t -wheel number i den t i f i e s the type of p r in t wheel on your pr in ter . Most 
pr in ters use 1 fo r Amer ican English (ASCII s tandard) , 2 fo r French , 3 f o r 
German , and 4 fo r Mul t i l ingual . 

Pr in t wheel numbers lp , 2p, and 3p are used f o r propor t ional -space pr in t ing . 

PRINTER C O N T R O L 

Prin ter Control is a selection on the Main menu that allows you to a f f e c t the 
pr in t ing of documents in the pr in t queue. You can stop and res tar t p r in t ing , 
reorder the sequence of documents in the pr in t queue, or delete documents f r o m 
the pr in t queue. 

1. F rom the Main menu, select Pr in te r Control . 

2. If you have more than one pr in te r on your system, press N E X T SCRN to 
move to the next p r in te r screen, or press PREV SCRN to move to the 
previous p r in te r screen. 

3. Press C A N C E L to leave the screen. 

Changing Positions in the Print Queue 

1. From the Pr in te r Control screen, move the cursor to the pr in t job you 
t r ans f e r ; then press MOVE. 

2. Use UP or DOWN to move the cursor to the place where you want the job. 

3. Press E X E C U T E . 

Removing a Document From the Print Queue 

1. From the Pr in te r Control screen, move the cursor to the pr in t job you want 
to delete; then press DELETE. 

202 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS B 

2. Press E X E C U T E . The job is removed f r o m the pr in t queue. 

3. Or press C A N C E L to leave the job in the pr in t queue. 

Suspending Printing 

From the Pr in te r Control screen, move the cursor to the p r in t job you wan t to 
suspend; then press STOP. 

To Restart a Suspended Job 

1. F rom the P r in t e r Control screen, move the cursor to the suspended pr in t job; 
then press GO TO PAGE. 

2. Press E X E C U T E to s tar t p r in t ing at the point at which the job was 
suspended. 

Or enter 1 and press E X E C U T E to start p r in t ing at the top of the suspended 
page. 

Or enter 2 and press E X E C U T E to start p r in t ing at the top of the page 
preceding the suspended page. 

Or enter the number of pages plus 1 you want to back up and press 
E X E C U T E . 

Printing Single Pages 

1. From the Main menu select Pr in t Document . 

2. Move the marke r to the Feed column and select Sheet. 

3. When you have made all your selections f r o m the menu, press E X E C U T E . 

4. Insert a single sheet of paper in the pr in ter . 

5. When the paper is posi t ioned proper ly and the Pr in te r Control shows the 
message suspended — wai t ing fo r new page, press GO TO PAGE. 

6. The f i r s t page selected will pr in t . 
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7. When the p r in te r stops and the message suspended — wai t ing fo r new page 
appears (some pr in te r s will beep), insert another sheet of paper ; then press 
GO TO PAGE. 

8. Repea t steps 4 to 7 unt i l the en t i re document has pr in ted . 

9. Press C A N C E L to r e tu rn to the Main menu. 

Accessing the Print Queue During Editing 

You can quickly access the Pr in t Queue while edi t ing to check on the s tatus of 
documents tha t a re pr in t ing . 

1. Press COMMAND. 

2. Type q or Q. 

You can stop and res tar t p r in t ing , reorder the sequence of documents in the pr in t 
queue, or delete documents f r o m the pr in t queue. When you want to r e tu rn to the 
document you are edi t ing, press CANCEL. 

PRINTER N U M B E R 

Prin ter numbers a re es tabl ished when you instal l your pr in te r . You then enter 
that number on the Pr in t Document menu to i d e n t i f y the p r in te r you are using to 
pr in t a document . See "PRINTER SETUP." 
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PRINTER S E T U P 

For documents to pr in t correct ly , you must use the correct sett ings on the Pr in t 
Document menu fo r the p r in te r you are using. You can do this in two ways: 

Change the Pr in t Document sett ings in your pro to type document to match 
your p r in t e r conf igu ra t ion . Any document you create using this p ro to type 
document will then have the correct d e f a u l t settings. 

Change the Pr in t Document set t ings ind iv idua l ly fo r each document you 
pr int . 

If you have more than one pr in te r on your system, you might wan t to create a 
d i f f e r e n t p ro to type document con ta in ing the appropr ia t e set t ings f o r each pr in te r . 

The f o u r set t ings on the Pr in t Document menu you use fo r d e f i n i n g the p r in te r 
setup are: 

P r in te r number 

Pr in t wheel no. 

Feed 

Paper 

If you enter the number of a p r in te r that is not assigned, the message Pr in te r not 
on system appears . 

1. From the Main menu, select P r in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Check to be sure the i n f o r m a t i o n on the screen is correct f o r your pr in te r . 
If necessary, move the marker to the appropr i a t e f i e ld , and enter the correct 
i n f o r m a t i o n . Fill out the rest of the Pr in t Document menu as needed. 

4. Press E X E C U T E . 
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P R I N T I N G 

You can send a document to the p r in te r f r o m the Pr in t Document menu or f r o m a 
Document Index screen. The re are f o u r ways to send a document to the pr in te r : 

From the Main menu by selecting Pr in t Document 

By using the shor tcu t code prd 

From a Document Index screen 

From the End of Edi t Opt ions menu by pressing F O R M A T 

Justified, Unjustified, or Printing with Notes 

1. F rom the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Select the Forma t you want to use. If you select With notes, the text will 
pr in t u n j u s t i f i e d and any notes included in the document will also pr in t . 
Make any other changes you desire to the Pr in t Document menu. 

4. Press E X E C U T E . 

Lines Per Inch 

1. F rom the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Select the number of lines per inch you want to pr in t . Make any other 
changes you desire to the Pr in t Document menu. 

4. Press E X E C U T E . 

Multiple Originals 

1. F rom the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 
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3. Move the marke r to the No. of or iginals f ie ld . Enter the number of 
or iginals you wan t to p r in t ( f r o m 1 to 999) if d i f f e r s f r o m the number 
shown. Make any other changes you desire to the Pr in t Document menu. 

4. Press E X E C U T E . 

Printing Specific Pages 

1. From the Main menu, select Pr in t Document . 

2. Type the document name and press R E T U R N or E X E C U T E . 

3. Move the marke r to the Pr in t f r o m page f ie ld . Enter the number of the 
f i r s t page you want to pr in t if it d i f f e r s f r o m the number shown; then press 
R E T U R N . 

4. Move the marke r to the Pr in t th ru page f ie ld . Enter the number of the last 
page you wan t to p r in t if it d i f f e r s f r o m the number shown; then press 
R E T U R N . 

5. Make any other changes you desire on the Pr in t Document menu; then press 
E X E C U T E . 

Printing a Document From the 
E N D OF E D I T Options Menu 

When you press F O R M A T f r o m the End of Edi t Opt ions menu, the edi t ing 
changes are au tomat ica l ly saved, and the Pr in t Document menu fo r that document 
is d isplayed. You can make your selections as you normal ly would, and press 
E X E C U T E to send the document to the pr in ter . If you use this opt ion, you can 
send completed documents d i rec t ly to the p r in te r wi thout r e tu rn ing to the WORD 
ERA Main menu to make a selection fo r pr in t ing . 

Printing a Document From an Index 

You can send documents to the p r in te r f r o m a Document Index screen. However , 
you will not see a Pr in t Document menu, and you must p r in t the en t i re document . 
The cur ren t set t ings on the Pr in t Document menu are used as the d e f a u l t sett ings. 
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1. Select a Document Index screen f r o m the Index menu or by using the 
app rop r i a t e shor tcu t code. 

2. Move the cursor to the name of the document you want to pr in t . 

3. Press S H I F T / F O R M A T . The document is sent to the pr in ter . 

Printing Multiple Documents From an Index 

1. Select a Document Index screen f r o m the Index menu or by using the 
app rop r i a t e shor tcu t code. 

2. Move the cursor to the name of a document you want to pr in t . 

3. Press E X E C U T E . The name of the document you selected is h ighl ighted. 
Repeat steps 2 and 3 unt i l you have selected all the documents you want to 
pr in t . 

4. Press COMMAND and then S H I F T / F O R M A T . The documents are sent to 
the p r in te r in a lphabe t ica l order . 

Printing All Documents in a Library From an Index 

1. Select a Document Index screen f r o m the Index menu or by using the 
app rop r i a t e shor tcu t code. 

2. Press MODE and S H I F T / F O R M A T . All documents in the l ib ra ry are sent to 
the p r in te r in a lphabe t ica l order . The cu r ren t sett ings f r o m the Pr in t 
Document menu are used. 

Printing to a File 

You use the special To File category on the Pr in t Document menu to conver t 
WORD ERA documents into a f o r m a t usable by other programs. 

The system f o r m a t s the document as requi red by a pa r t i cu la r p r in te r and asks 
you fo r a name f o r the document . The document itself is not pr in ted . Instead, 
the document is copied onto the system disk and re ta ins the special p r in te r codes 
a t tached to it d u r i n g f o r m a t t i n g . Documents created in this manner should be 
edited wi th a U N I X edi tor such as ed or vi. They should be p r in ted 
through U N I X by using the lpr -T command. 
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If you select Yes in the To f i l e column, and then press E X E C U T E , the message 
Please enter ou tpu t type and a 10-character f i e ld are displayed. Enter one of the 
codes listed below, and press R E T U R N or E X E C U T E . Then enter the name of 
the U N I X f i l e to be crea ted , and press E X E C U T E to create it. 

Code 

D630 

D630sb 

DB630 

DB630sb 

N3500R 

N3500Rsb 

N3500Rdb 

N3510 

N3510sb 

N3510db 

N7710 

N7710sb 

N 7 7 l 0 d b 

Q945 

Q945db 

Printer description 

Diablo 630 and Genicom 3404 

Diablo 630 wi th Ru t i shause r single-bin sheet f eede r 

Diablo 630 with correct ions f o r bug in f i r m w a r e 

Diablo 630 plus Rut i shauser single-bin sheet f eede r 
wi th correct ions fo r bug in f i r m w a r e 

NEC 3500R 

NEC 3500R with NEC single-bin sheet f eede r 

NEC 3500R with NEC dual -b in sheet f eede r 

NEC 3510 

NEC 3510 wi th NEC single-bin sheet f eede r 

NEC 3510 with NEC dual -b in sheet f eede r 

NEC 7710 

NEC 7710 with NEC single-bin sheet f eede r 

NEC 7710 with NEC dual -b in sheet f eede r 

Qume Spr in t 9 /45 

Qume Sprint 9 /45 with Ziyad Z200S dual -b in sheet 
f eede r 
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180 

1132 

P la in l 

Pla in2 

F T f i l e 

FT 

IDS Prism 80-column model 

IDS Prism 132-eolumn model 

Monospace pr in te r tha t under s t ands \ r , \ n , \ b , and \ f , 
the p r in te r codes f o r re tu rn , newline , etc. \ r and \ n 
are assumed to be decoupled. At t r ibu tes tha t requi re 
reverse paper act ion (superscripts , subscripts , and 
under l ines) are lost. All other a t t r ibu tes are preserved. 

Monospace pr in te r tha t unde r s t ands only \ r and \n . \ r 
and \ n are assumed to be decoupled. All a t t r ibu tes 
(boldface , overs t r ike , superscr ipts , subscripts , and 
double and single under l ine) are lost. 

This selection creates a UNIX-ed i to r type of f i le tha t 
conta ins Fo r tune Systems' t e rmina l control sequences 
fo r special a t t r ibu tes . It d i f f e r s f r o m FT below in that 
\ n is assumed to also do a \ r , and because the t e rmina l 
reset s t r ing is not inser ted at the f r o n t of the f i le . 

This selection creates a f i l e fo r display on a Fo r tune 
Systems' te rminal . \ r and \ n are assumed to be 
decoupled. 

P R I N T I N G D E F A U L T S 

The de fau l t s , or s t anda rd sett ings, fo r pr in t ing , unless changed by a pro to type 
document , are as follows: 

P r in t ing begins on page 1 and ends on the last page 

Beginning page number is page 1 
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Footer and header begin on page 1 

Footer s tar ts on line 61 

Paper length is 66 

L e f t margin is 10 

1 or ig inal 

Pr in te r number 1 

Pr in t wheel number 1 

The categories at the bot tom of the Pr in t Document menu all show the f i r s t 
option as the d e f a u l t . See also "Format Defaul ts ." 

P R O P O R T I O N A L SPACE 

Propor t ional-space p r in t ing is a special f e a t u r e you can use in p r in t ing WORD 
ERA documents . By ad jus t i ng the amount of space between charac ters , 
p ropor t iona l spacing produces p r in ted documents that are more a t t r ac t ive and 
easier to read than those p r in ted wi th monospace pr in t ing . 

Because propor t ional -space p r in t ing assigns d i f f e r e n t wid th values to the 
characters , wha t pr in ts on a page is not the same as what appears on the screen. 
You may f i n d tha t text does not p r in t as you expect it to. Some of the th ings to 
watch fo r wi th propor t ional -space p r in t ing are listed below: 

Tab posi t ions may not be preserved. If the text preceding a tab conta ins 
many wide charac ters , there may not be enough room for it to the l e f t of 
the tab. 

If you use spaces to line up t abu la r i n f o r m a t i o n , the table probably will not 
p r in t correct ly because spaces take up less room than charac ters . 

If you use rules made up of unde rba r s in your tables, they may not l ine up 
or p r in t as you expect . 
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Documents con ta in ing synchronized columns may not pr in t as you expect 
because the p ropor t iona l spacing changes the a r r angemen t of the text in the 
columns. Documents wi th wrapp ing columns will p r in t properly. 

Page breaks are d i f f i c u l t to posit ion using manual paginat ion . Use 
Hyphena t ion and Pagina t ion to pagina te propor t ional-space text. See the 
descr ip t ion below. 

Using Hyphenation and Pagination with Proportional Space 

You can use the Hyphena t ion and Pagina t ion f e a t u r e to paginate 
propor t ional-space documents . When you plan to pr in t a document wi th 
propor t ional spacing, set the pr in t -wheel number fo r propor t iona l spacing on the 
Pr int Document menu. You do this by typing p a f t e r the appropr ia t e 
pr in t -wheel number on the menu. 

When you use the Hyphena t ion and Pagina t ion f ea tu re , it uses the pr in t -wheel 
number entered on the Pr in t Document menu. If a propor t ional -space pr in t -wheel 
number is en tered , the document is hyphena ted and pagina ted using propor t iona l 
charac te r widths . When you pr in t the document with propor t iona l spacing, 
hyphens and page breaks will be placed correct ly. 

Since the spacing of the charac te r s cannot be ad jus ted on the edi t ing screen, text 
will not be displayed there as it will appear when pr in ted with propor t iona l 
spacing. A document hyphena t ed a n d / o r pagina ted with propor t ional -space 
charac te r wid ths may look incorrect ly f o r m a t t e d on the edi t ing screen. For this 
reason, it is a good idea to pr in t a propor t ional -space document immedia te ly a f t e r 
processing it wi th Hyphena t ion and Paginat ion . If you edit such a document 
wi thout doing so, you may inadver ten t ly re for mst the text so th&t it will not 
pr int correct ly . 
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P R O T O T Y P E D O C U M E N T 

The proto type document sets the f o r m a t s t andards on the edi t ing screen and Pr in t 
Document menu fo r each document . These may be d i f f e r e n t f r o m the d e f a u l t s 
described in Forma t D e f a u l t s (see above). 

Proto type document 0000 conta ins the system defau l t s . You can use those 
d e f a u l t values, or: 

Edi t p ro to type document 0000 to change the defau l t s . You cannot 
hyphena te or pag ina te document 0000. 

Crea te a new document to use as a prototype. In that document , you can 
change the f o r m a t line, create add i t iona l f o r m a t lines, and change items on 
the second status l ine as needed. 

Use any document in your l ib ra ry as a pro to type fo r any other document . 

Use any document in another l ib ra ry as a pro to type by en te r ing the f u l l 
p a t h n a m e on the Pro to type line. 

You can m o d i f y the fo l lowing par t s of a pro to type document : 

Format line. 

Line Spacing. 

Text - length sett ing. 

You can inc lude a page number (#) a n d / o r text on the header and foo te r 
pages. 

You can t u rn on the Autosave func t i on . 

You can inc lude text on the work page. 

Pr in t Document sett ings. Make the changes you want on the Pr in t 
Document menu, and then press E X E C U T E to put them into e f f e c t . 

Footnote pages are never car r ied over f r o m the prototype document . 
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P R O T O T Y P E D O C U M E N T S P R O D U C T I V I T Y T I P S 

The fo l lowing pa rag raphs discuss ways you can use pro to type documents to 
increase p roduc t iv i ty . 

System Defaults 

WORD ERA has a set of s tandards , called system defau l t s , tha t are au tomat ica l ly 
used each t ime you create a document . You can use these d e f a u l t values, or 
change them to set t ings you p re fe r . 

You can change the system d e f a u l t s in a document or on a menu. However , 
WORD E R A provides you wi th an easy way to au tomat ica l ly set your own 
s tandards fo r each document you create. 

The Prototype Document 

Each document you create in WORD ERA uses a pro to type document (Document 
0000) as the templa te f o r d e f i n i n g the system defau l t s . You can edit the 
prototype document to change the s t anda rds so that each document you create 
uses your s t anda rds ra the r than the system defau l t s . Or you can leave the 
prototype document 0000 as it is and create your own pro to type documents . 

Each Library Has a Prototype Document 

To unde r s t and more about wha t a pro to type document does, you need to know 
about l ibraries . A "l ibrary" is a group of documents ga thered together as a single 
uni t fo r i den t i f i c a t i on purposes. The WORD E R A Main menu tells you your 
cur ren t or "creation" l ibrary . 

You can have as many l ibrar ies on your system as you have room fo r on your 
system disk. R e f e r to the section "WORD ERA Librar ies and Sublibrar ies" ear l ier 
in this chapter f o r a descr ip t ion of l ibrar ies and suggestions fo r how to use them 
to manage your word processing act ivi t ies . 

There is no l imit to the number of pro to type documents you can have fo r each 
l ibrary. When you create a new l ib rary and then create new documents in it, a 
0000 proto type document is avai lable . You can change some of the d e f a u l t 
settings to make it un ique fo r that l ibrary . 
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You can also use pro to type documents f r o m d i f f e r e n t l ibrar ies by typing the 
complete locat ion, or pa thname . 

If you delete p ro to type document 0000 f r o m a l ibrary , it is deleted f r o m the 
system disk along wi th any changes you may have made to the system d e f a u l t s in 
that prototype. The next t ime you create a new document , a new 0000 pro to type 
document con ta in ing the system d e f a u l t s is created. This makes it easy to 
recreate the system d e f a u l t s if you want to use them and cannot remember wha t 
they are, and ensures tha t there will a lways be a pro to type document avai lable in 
each l ibrary . 

Editing the Default Prototype Document 

If you wan t to change the d e f a u l t p ro to type document 0000, you can edit the 
document and change some or all of the fo l lowing defau l t s : 

Add text or R e t u r n s to header and foo te r pages 

Include notes to the opera tor on the workpage 

Change the p r imary f o r m a t l ine ( tab stops, r igh t - f lush tab stops, and line 
length) 

Create a l t e rna te f o r m a t lines 

Change the line spacing and page length set t ings 

T u r n on the Autosave f e a t u r e 

It is a good idea to save a copy of each pro to type document on an a rch ive 
diskette . If you have d i f f e r e n t set t ings fo r several 0000 proto type documents , 
make sure you i d e n t i f y the documents so that you can de te rmine which pro to type 
document belongs to a speci f ic l ibrary . 

One advan tage to using the 0000 proto type document is tha t WORD E R A 
automat ica l ly uses 0000 as the pro to type document name. You do not need to 
type in a p ro to type document name each t ime you create a document . 
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Setting Printing Standards 

You can change the p r in t ing s t anda rds by changing sett ings on the Pr in t 
Document menu. See "Print Document" fo r more i n f o r m a t i o n on the Pr in t 
Document menu. A f t e r you make changes to the pr in t menu, press E X E C U T E to 
save the changes. If you do not "print" the document , the changes you have made 
to the Pr in t Document menu are not saved. 

Creating Your Own Prototype Documents 

You may wan t to leave the d e f a u l t pro to type document unchanged and create one 
or more pro to type documents of your own. If you give un ique names to your 
pro to type documents you can easily d is t inguish them f r o m text documents . 

You may want to use a number ing scheme like 0000 and 0001, or you may 
want to begin all names wi th the phrase proto as in protol and proto2. 
The general rules tha t apply to document names also apply to pro to type names. 

You can have as many pro to type documents as you want in each l ibrary . With 
innova t ive use of p ro to type documents , you can save t ime because you need to 
make f ewer f o r m a t changes when you create documents . If you do not choose a 
pro to type document of your own, the d e f a u l t pro to type document , 0000 is 
au tomat ica l ly used. 

Text you enter on the header , foo te r , work, and note pages, and all f o r m a t lines 
you create in the document are car r ied over to any new documents you create 
a f t e r changing the p ro to type document . Text f r o m the ed i t ing screen and 
foo tno te pages is not inc luded . 

When you create your own pro to type documents , you can create a naming scheme 
to remember what pro to type document you wan t to use. You can set up a series 
of pro to type documents wi th names that r e f e r d i rec t ly to the kind of documents 
you want to use, such as proto.memo, proto.ltr, proto.rpt. 

If you do not wan t to type in a long name, you could design a number ing system, 
or use a one-let ter name for the pro to type document , so that m is the memo 
prototype, I the let ter pro to type , and r the repor t pro to type document names. 
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No mat ter what naming scheme you use, be sure you a lways make backup copies 
of your pro to type documents on an a rch ive diskette . 

Copying Prototype Documents to Preserve Text 

If you wan t to set up memo fo rma t s or mastheads fo r other s t anda rd document 
fo rmats , you can crea te the text on the edi t ing screen of the pro to type document . 
To inc lude this i n f o r m a t i o n in a new document , use the Copy document selection 
f r o m the Fi l ing menu ra the r than the Create New Document selection to create 
the new document . Eve ry th ing conta ined in the prototype document is inc luded 
in the copy of the document . 

Using an Existing Document as a Prototype Document 

You can use any document as a pro to type document . You may want to do this if 
you have crea ted a l t e rna te f o r m a t lines that you want to use fo r o ther documents . 
The a l t e rna te f o r m a t l ine numbers are the same in the new document as in the 
source document . The p r imary f o r m a t line is displayed on the edi t ing screen. 
The other f o r m a t lines tha t have been created are not visible, but they are 
accessible, and you can recall them using the same f o r m a t line numbers you used 
in the or iginal document . 
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QUEUE, P R I N T E R 

The pr in t queue displays the s tatus of all cu r ren t WORD ERA pr in t jobs: act ive, 
wai t ing , or suspended. See "PRINTER CONTROL." 

Q U A R T E R LINE SPACING 

See "FORMAT" 

Line spacing is the amoun t of space between the lines on a page when a document 
is pr in ted . The text display on your screen will a lways be single-spaced, no 
mat ter what value the l ine spacing is set to in the f o r m a t line. The l ine 
indicator , however , counts by the spacing set in the f o r m a t line. 

The spacing you have selected is d isplayed in the second status line a f t e r the 
word Spacing and as the f i r s t charac te r in f o r m a t lines. 

The d e f a u l t set t ing fo r l ine spacing is a lways single space. To change the line 
spacing to qua r t e r space: 

1. Posit ion the cursor below the f o r m a t l ine you want to change. 

2. Press COMMAND. 

3. Type s. 

4. Type q or Q to change the line spacing to qua r t e r space. 

5. The new qua r t e r space line spacing is displayed at the beginning of the 
f o r m a t l ine and in the second s ta tus line. 
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Q U E S T I O N M A R K , C O M M A N D 

To can see and select f r o m a list of Command key options: 

1. Press COMMAND 

2. Type ? 

2. Press R I G H T or DOWN to move f o r w a r d th rough the list of commands. 
Press L E F T or UP to move backward through the list of commands. You 
can also press the key you would press to execute the command. For 
example, if you press q, Help f o r Commands shows that q / Q accesses 
Pr in te r Queue Control . 

Leaving Help for Commands 

There are two ways you can leave Help fo r Commands: 

1. When the command you want is displayed on the screen, press E X E C U T E to 
execute tha t command. 

2. Press C A N C E L to leave COMMAND ?. You are still in command mode, 
as ind ica ted by the Which command? message. Enter any command. If you 
do not wan t to execute a command, press CANCEL again. 

Q U O T A T I O N M A R K S 

Quota t ion marks have special uses in Glossary Funct ions appl icat ions . See 
"GLOSSARY" and r e f e r to the WORD E R A Glossary Functions manua l fo r 
i n f o r m a t i o n about quo ta t ion marks. 
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RECORDS PROCESSING 

The Records Processing f e a t u r e allows you to sort, select, and combine lists wi th a 
master f o r m a t documen t to genera te let ters and reports. For complete 
i n f o r m a t i o n on Records Processing, see the WORD ERA Records Processing 
manual . 

Control Glossary 

The control glossary is a WORD ERA glossary that conta ins entr ies tha t use 
special Records Processing glossary f u n c t i o n s such as sort, seIect_record, 
and save_record to man ipu la t e your Records Processing list documents . You 
can use Records Processing wi thou t control glossaries, but they can expand and 
enhance the potent ia l of this f ea tu re . 

These are some examples of sort ing and selection that you can pe r fo rm: 

Alphabe t ica l ly sor t ing an address-l ist document according to a f i e ld you 
spec i fy in the control glossary ( for example, by last name, state, or city). 

Selecting par t of a list fo r f u r t h e r processing ( for example, selecting 
addresses by speci f ic zip code or area). 

Create, edit , and v e r i f y the control glossary as you would any glossary. 

List Document 

The list document is a regular WORD E R A document . You create it the same 
way you would any other document . You can p e r f o r m all the normal edi t ing and 
f i l ing f u n c t i o n s on a list document . The list document conta ins lists of var ious 
types of i n f o r m a t i o n tha t you want to manipula te . The i n f o r m a t i o n is grouped 
into records and f ie lds . 

A "record" is a complete set of i n f o r m a t i o n with in the list. For example, in an 
address list a complete address is a record. If you want to use a control glossary 
to sort and select records, the m a x i m u m size of a single record is 2048 charac ters . 
If you do not use a control glossary, there is no limit to the size of a record. 
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"Fields" are the i nd iv idua l par ts tha t make up a record. The m a x i m u m size of a 
single f i e ld is 2048 charac ters . Each f ie ld consists of a f i e ld label and f ie ld 
contents. The f i e ld labels wi th in a list remain the same f r o m record to record. 
The f ie ld contents vary f r o m record to record. Choose short , descr ip t ive f ie ld 
labels. Be sure you use the same labels in the Format Document . 

These are the impor t an t things to remember when f o r m a t t i n g a list document : 

1. To type f i e ld labels, precede the label wi th a M E R G E symbol (<), type 
the f i e ld label, type a S H I F T / M E R G E symbol (>), then type the f ie ld 
contents . A label fo r "address," fo r example, could look like this: 
"<address>300 Harbo r Blvd." Type as many f ie ld labels as you want in 
the record. 

2. End each record (or complete set of f ie ld- labeled i n fo rma t ion ) wi th 
MERGE, S H I F T / M E R G E , and R E T U R N (<>). 

3. Put page breaks only at the end of a record. Never break a record wi th a 
page, or you will genera te u n w a n t e d page breaks in your ou tpu t document . 

4. You can create a glossary to store and recall the f i e ld labels. This will save 
you t ime when you enter i n f o r m a t i o n in your list documents . 

Format Document 

The f o r m a t document is the master document tha t conta ins the basic s t ruc tu re 
and s t anda rd text of the f i n a l document . The f o r m a t document s t ruc tu re 
includes f i e ld labels ind ica t ing where the system is to insert i n f o r m a t i o n f r o m the 
list document and any text that remains the same f r o m copy to copy. 

The f o r m a t document is a regular WORD E R A document . You create it the same 
way you would any other document . You can p e r f o r m all the normal edi t ing and 
f i l ing f u n c t i o n s on a f o r m a t document . 

There are three f i e ld labels you can use in a f o r m a t document wi thou t hav ing 
corresponding f ie ld labels in the list document : 
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<date> enters the system date in the f o r m a t "Jan 3, 1985." 

<time> enters the system time in the f o r m a t "10:08am." 

<time> enters the system time in the f o r m a t "1008" and uses 24-hour clock 
nota t ion . 

Enter the f i e ld labels exact ly as they are in the list document . You can use 
S H I F T / C O P Y to copy them f r o m the list document to make sure the labels are 
ident ical . Be cer ta in you do not have any end-of - record labels (<>) in your 
f o r m a t document . 

Remember to put spacing and punc tua t ion marks where requi red a round f ie ld 
labels. 

You can merge the same f i e ld more than once into the f o r m a t document . 

If you do f o r m let ters, you must put a page break at the end of the f o r m a t 
document so that each letter will begin on a new sheet of paper . 

The f o r m a t document controls the f o r m a t of the ou tpu t document . Format lines 
in the list document , the control glossary, or the pro to type document have no 
e f f e c t on the ou tpu t document . 

Do not use au toma t i c page number ing on a header or foo te r page in the f o r m a t 
document unless you want the let ters in the ou tpu t document numbered 
consecutively. 

Output Document 

The ou tpu t document conta ins the combined ou tpu t of the list document and the 
f o r m a t document exact ly as it will be pr in ted . The system creates the ou tpu t 
document au tomat ica l ly using the name you enter on the Records Processing 
menu. Ou tpu t documents can range in length f r o m large documents , con ta in ing 
all the let ters in a mass mai l ing, to small sublists, con ta in ing the records and f ie ld 
labels selected by a control glossary f r o m a larger list. 
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Once the ou tpu t document has been created, you can p e r f o r m all WORD ERA 
func t ions on it, and t rea t it as you would any other document . If you want to 
customize the let ters in a mai l ing list by add ing a personal ized postscript to some 
of them, you can do this by edi t ing the ou tpu t document to add these notes 
before p r in t ing the document . 

From the Records Processing menu, you can generate new list documents by 
leaving the Forma t document l ine blank and sort ing and selecting a list document 
with a control glossary. When no f o r m a t document has been spec i f ied , all the 
f ie ld labels f r o m the list document will be inc luded in the ou tpu t document . In 
this way, you can create an ou tpu t document that can be used as a list document 
for f u r t h e r processing. 

REFRESHING T H E SCREEN DISPLAY 

In some s i tuat ions , ext ra charac te r s that are not par t of your document may be 
displayed on the edi t ing screen, overwr i t ing the text you are work ing on. 

If a message overwr i tes your text, or if you suspect fo r any reason tha t wha t you 
see on the screen is not wha t the document ac tual ly looks like, press C T R L / w (w 
or W.) This will r e f r e sh the screen and display all text in its correct posit ion. 

R E M O V I N G A N A R C H I V E DISK 

See "ARCHIVING." 
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R E M O V I N G A LIBRARY 

Before you can remove a l ib ra ry , you must remove all the subl ibrar ies and 
documents tha t are par t of tha t l ibrary . Removing a l ib ra ry can be a long 
process unless you have just c rea ted the l ib ra ry and it does not yet have any 
subl ibrar ies or documents . You cannot remove the l ib ra ry you are cu r ren t ly 
using. You must f i r s t change to another l ib ra ry on the same level or move to a 
higher-level l ibrary . If you change to another l ibrary on the same level, enter the 
complete pa thname of the l ib ra ry to be removed. 

1. F rom the Supervisory Func t ions menu, select Remove Libra ry . 

2. Type the l ib ra ry name and press R E T U R N or E X E C U T E . 

R E M O V I N G A N D R E S T O R I N G T H E SCREEN D ISPLAY 

See "SCREEN DISPLAY," "SCREEN SYMBOLS," "STATUS LINE." 

R E N A M I N G A D O C U M E N T 

You can use the r enaming f u n c t i o n in two ways: 

To change the name of a document 

To move a document into a d i f f e r e n t l ib ra ry using a pa thname. 

Renaming a Document From the Filing Menu 

1. From the Main menu, select Fi l ing. 

2. Select Rename Document . 

3. Press E X E C U T E . 
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4. Type the or iginal document name and press R E T U R N or E X E C U T E . 

5. Type the new document name or pa thname, and press R E T U R N or 
E X E C U T E . 

Renaming a Document Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type ren. 

3. Follow steps 3 and 4 above. 

Renaming a Document From the Index 

1. From the Main menu, select Index. 

2. Choose the index type, index to screen, and index f r o m cur ren t l ib ra ry or 
a rch ive disk; then press E X E C U T E . 

3. Move the marker to the document you want to rename, and press MOVE. 

4. Type the new document name and press R E T U R N or E X E C U T E . 

5. The index is redisplayed to inc lude the new name. 

6. Press CANCEL. 

REPLACE 

The Replace key allows you to select text you want to remove f r o m a document 
and put new text in its place. The new text can be any length. You can delete 
exist ing text by replacing it wi th nothing. See "GLOBAL SEARCH A N D 
REPLACE." 
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1. Put the cursor at the beginning of the text you want to replace, and press 
REPLACE. 

2. Move the cursor to the end of the text you want to replace. The text you 
selected is h ighl ighted . Press E X E C U T E . 

3. Type the new text. If you press C A N C E L at this point , the text you have 
selected fo r rep lacement will not be restored. 

4. Press E X E C U T E . 

REQUIRED C O L U M N BREAK 

See "COLUMN BREAK." 

REQUIRED PAGE BREAK 

See "PAGE." 

REQUIRED SPACE 

A requi red space is a special k ind of space. It has its own symbol, which is 
displayed on the screen but does not pr in t . 
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To type a requ i red space: 

1. Press COMMAND 

2. Press SPACE 

Use requ i red spaces to keep words or numbers together on the same line, to 
include spaces inside a dec imal - tab ent ry , and to re ta in a f ixed number of spaces 
when using j u s t i f i ed pr in t ing . For example, if you do not want a name to be 
split between two lines, use a requi red spaces between each word of the name in 
place of regular spaces. Tha t way, the words of the name will remain together . 

You should also use requ i red spaces if you want to inc lude spaces at the end of a 
centered line. If you do not use requi red spaces, any spaces at the end of a l ine 
will be ignored by the pr in te r . As a result , the header will not pr in t as it appears 
on the screen. 

Requ i red spaces are t rea ted like spaces in all WORD E R A func t ions . When you 
d e f i n e a search s t r ing wi th a space in it, all occurrences of the s t r ing are 
matched, whe the r a space or requi red space occurs in the text. You can 
speci f ica l ly search fo r phrases con ta in ing a requi red space by typing it as par t of 
the search str ing. In tha t case, only str ings tha t conta in a requi red space will be 
matched. You can delete and type over a requi red space, as you would any other 
charac ter . 

R E S T A R T I N G P R I N T I N G 

See "PRINTER CONTROL." 
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RESTORING A PAGE 

You can use the restore-page f e a t u r e to remove all the changes you have made on 
a page be fo re end ing an edit . The pages be fo re and a f t e r the one you restore 
remain the same. You must restore each page ind iv idua l ly . 

1. While edi t ing, put the cursor on the page you want to restore. 

2. Press COMMAND 

3. Type r or R. 

4. Press E X E C U T E to restore the page. If you do not want to restore the page, 
press CANCEL. 

Use the restore-page f e a t u r e ca re fu l ly . You may have made more changes to a 
page than you at f i r s t realize. In tha t case, res tor ing might cause you to lose text 
you real ly want to save. If you have deleted or added a page, the text or ig inal ly 
on the page of tha t number will be restored. 

The restore-page f e a t u r e will not work if the cursor is on a page number tha t is 
higher than the total number of pages in the or iginal document . The system 
beeps, and the page is not restored. 

NOTE: If you have saved changes by pressing 
COMMAND and then R E T U R N , or if you are using the 
Autosave f e a t u r e , res tor ing will only a f f e c t those changes 
you have made since the document was last saved. 

RETRIEV ING F R O M A N A R C H I V E DISK 

See "ARCHIVING." 
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R E T U R N 

During edi t ing, the R e t u r n key moves the cursor down one line and to the l e f t 
margin. You use the Re tu rn key to end a pa ragraph and to put b lank lines in a 
document . 

On menu screens, you can press the Re tu rn key a f t e r typing i n f o r m a t i o n at a 
prompt. In tha t case, pressing the Re tu rn key e l iminates l e f tover charac te r s tha t 
extend beyond the cursor posit ion. The Re tu rn key is also used to move the 
cursor f r o m f ie ld to f ie ld or f r o m selection to selection. 

You cannot type over a R e t u r n symbol or use a Re tu rn symbol to type over 
another charac te r . New text is au tomat ica l ly inserted when you put the cursor on 
a Re tu rn symbol and type; you do not have to press INSERT. 

You can press COMMAND and then R E T U R N to save changes in your document 
while edi t ing. See "Saving a Document." 

REVERSE V I D E O 

In reverse-video mode, text is d isplayed on the screen as da rk letters on a br ight 
background. You can use this mode to emphasize text on the screen. Reverse 
video does not a f f e c t how the text prints . See "MODE." 

To Display Text in Reverse Video 

1. Place the Cursor at the beginning of the text you want to display in reverse 
video. 

2. Press MODE, then type r. 

3. Move the Cursor to the end of the text you want to display in reverse video. 

4. Press MODE, then type r. 
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To Remove Reverse Video Emphasis From Text 

1. Place the Cursor at the beginning of the text you want to de-emphasize. 

2. Press MODE, then type r. 

RIGHT A R R O W 

You use the Righ t Arrow key to move the Cursor f o r w a r d . See "CURSOR." 

R I G H T - F L U S H T A B 

You can enter a R i g h t - f l u s h T a b stop in the f o r m a t l ine to r i gh t - ju s t i fy text 
anywhere on a l ine of text. If there are no R igh t - f lu sh T a b stops in a f o r m a t 
line, the text will r i gh t - j u s t i f y at the end of the f o r m a t line, or at an end of 
column marker . If you enter a R igh t - f lush Tab stop at ano ther position in the 
f o r m a t line, it is ind ica ted by a l e f t - a r row symbol ( b) in the f o r m a t line. See 
"FORMAT" f o r ins t ruc t ions on how to enter R igh t - f lush Tab stops in a f o r m a t 
line. 

To enter a R igh t - f l u sh T a b symbol whi le edi t ing, press COMMAND and then 
INDENT. A l e f t - a r row symbol is displayed on the screen. 

You do not need to have R igh t - f l u sh Tab stops in the f o r m a t l ine to type 
COMMAND INDENT. The text will j u s t i f y at the r ight margin unless you have a 
R igh t - f lush T a b stop at a d i f f e r e n t position in the f o r m a t line. 
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The R igh t - f l u sh T a b symbol moves the cursor to the r ight margin , or to the f i r s t 
R igh t - f lu sh T a b stop in the f o r m a t line, skipping over any regular Tab stops in 
the f o r m a t line. Any text you type moves to the lef t . The last cha rac te r of the 
text is at the posit ion of the R igh t - f lush Tab stop in the f o r m a t line. You can 
insert or delete a R igh t - f lu sh Tab symbol, and you can type over one with any 
other charac te r . 

Using the Default Right-Flush Tab stop 

Suppose you have no R igh t - f lu sh Tab stops in the f o r m a t line. If you type a 
R igh t - f lu sh T a b symbol fo l lowed by text, type a R E T U R N to end the line. If 
you type ano ther R igh t - f l u sh Tab symbol or C E N T E R , a R E T U R N is 
au tomat ica l ly entered to complete the line, and the Center or second R igh t - f lu sh 
Tab symbol appears on the next line. 

Using Right-flush Tab Stops You Set 

When you set a R i g h t - f l u s h T a b stop in the f o r m a t line, you can end the 
r igh t - f lush text wi th a R E T U R N , or you can fol low it wi th a TAB, an I N D E N T , 
a DEC TAB, or another Right -F lush Tab. 

If you type text tha t is too long to f i t in the space between previous tabbed 
entr ies or be tween the l e f t margin and the R igh t - f lush Tab stop, the text will not 
r ight j u s t i f y at the R igh t - f lu sh Tab stop. 

R I G H T M A R G I N 

The r ight margin fo r a document is set with the f o r m a t line. See "FORMAT." 
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S A V I N G A D O C U M E N T 

When you have made changes to a document , you will probably want to save 
those changes. There are several ways you can save the changes to a document : 

1. While ed i t ing a document , press COMMAND and then R E T U R N . The 
edi t ing changes you have made are saved. 

2. While ed i t ing a document , set the autosave f e a t u r e to au tomat ica l ly save the 
document each t ime a cer ta in number of keystrokes is reached. See 
"Autosave." 

NOTE: If you save changes while edi t ing, COPY or 
D E L E T E f r o m the End of Edi t Opt ions menu will not 
save a copy of the document in its or iginal condi t ion. A 
copy of the document when it was last wr i t ten to the 
system disk is saved instead. The COMMAND r 
f e a t u r e will restore a page to the last version of that page 
that was saved. 

3. F rom the End of Edi t Opt ions menu, press E X E C U T E to save the changes 
and re tu rn to the menu. 

4. From the End of Edi t Opt ions menu, press COPY to save the changes and 
make a copy of the old document with a new document name. 

5. From the End of Edi t Opt ions menu, press F O R M A T to save the changes 
and go di rec t ly to the Pr in t Document menu fo r pr in t ing . 

NOTE: If you have entered a document by pressing 
GO TO PAGE f r o m a Document Index screen, the Pr in t 
Document menu is bypassed. The document is sent to the 
p r in te r using the most recent p r in t ing defau l t s . 
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SCREEN D ISPLAY 

You can stop the screen display, so that charac ters you type and f u n c t i o n keys 
you press are not d isplayed on the screen. To do so, hold down the C T R L key 
and type s or S. Any th ing you type a f t e r this is stored in a b u f f e r and is 
not displayed. To res tar t the screen display, hold down the C T R L key and type 
q or Q. Any keystrokes that have been stored in the b u f f e r are displayed 
on the screen. On some keyboards , the Scroll Lock key pe r fo rms the same 
f unct ion. 

If no symbols appear on the screen when you type, you may have inadver ten t ly 
typed C T R L / s , C T R L / S , or pressed SCROLL LOCK. Type C T R L / q , C T R L / Q , or 
press SCROLL LOCK to see if tha t clears up the problem. 

SCREEN S Y M B O L S 

Format t ing and emphasis symbols tha t display on the edi t ing screen are: 

T a b 
Decimal T a b 
R e t u r n 
Center 
Indent 
R igh t - f lu sh T a b 
Requ i red space 
Subscript 
Superscr ipt 
Posit ion marke r 
Unde r l i ne 
Double under l ine 
Overs t r ike 
Opt ional page break 
Opt ional column break 
Requ i red page break 
Requ i red column break 
Genera ted hyphen 
Regular hyphen 
Requ i red hyphen 
Note 
Merge 
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The f i r s t six symbols on the list above can be temporar i ly removed f r o m the 
screen display and then restored. 

Removing Screen Symbols Temporarily 
From the Editing Screen 

1. From an ed i t ing screen, press COMMAND. 

2. Press R E P L A C E . Screen symbols are temporar i ly removed f r o m the display. 

Restoring Screen Symbols to the Editing Screen 

1. Press COMMAND. 

2. Press REPLACE. Screen symbols are restored. 

Each t ime you end an edi t , the screen symbols are au tomat ica l ly restored. If you 
position the cursor on a R e t u r n symbol and type text d i rec t ly wi thout pressing 
INSERT, that R e t u r n symbol is redisplayed as soon as you type the f i r s t 
charac ter . 

SCROLLING 

Scrolling is the process of moving th rough a document . You use hor izonta l 
scrolling to work on a page in a wide document , by moving it back and f o r t h 
across the screen. 

You use ver t ical scroll ing while work ing with documents on the edi t ing screen. 
Ver t ica l scroll ing allows you to move f r o m the top of the page to the bot tom and 
back up again to the top. It lets you move across page breaks to see another page. 

234 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS Z 

See " H O R I Z O N T A L SCROLLING" and "VERTICAL S C R O L L I N G : 

SEARCH 

The Search key lets you locate text and screen symbols anywhere in a document . 
The max imum amount of text that can be searched fo r at one t ime is 36 
characters . Search is case insensit ive. Any text is matched with each occurrence 
of that combina t ion of letters, no mat te r what the case. If you want a 
case-sensit ive search, precede the text with an equal sign (=) and an exact match 
is made. 

Requi red spaces are t rea ted as spaces. If you type a search str ing wi th spaces, all 
occurrences of that s t r ing will be matched, even if they conta in requ i red spaces. 
However , you can spec i f ica l ly search fo r special charac te rs such as a requ i red 
space, requi red hyphen , and charac te rs f r o m a l t e rna te charac te r sets. Genera ted 
hyphens are not f o u n d , since they are au tomat ica l ly removed if text changes so 
that the genera ted hyphen is no longer at the end of a line. See "GLOBAL 
SEARCH AND REPLACE." 

Search Forward 

1. From an edi t ing screen, press SEARCH. 

2. Type the text you want to f i n d , press E X E C U T E . 

3. When the f i r s t ins tance of the text is f o u n d , press E X E C U T E to search fo r 
the next ins tance or CANCEL to stop the search. 

Or you can in i t i a te the REPLACE, COPY, MOVE or DELETE f u n c t i o n s 
wi thout pressing CANCEL by pressing the appropr i a t e key. 

Search Backward 

1. From an edi t ing screen, press COMMAND. 
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2. Press SEARCH. 

3. Type the text you want to f i n d , and press E X E C U T E . 

4. When the f i r s t ins tance of the text is f o u n d , press E X E C U T E to search for 
the previous instance or CANCEL to stop the search. 

Or you can in i t i a te the REPLACE, COPY, MOVE or D E L E T E f u n c t i o n s 
wi thout pressing C A N C E L by pressing the appropr i a t e key. 

Search From the Beginning 

1. On an ed i t ing screen, S H I F T / S E A R C H . 

2. The cursor goes to the beginning of the document . 

3. Type the text you want to f i n d , and press E X E C U T E . 

4. When the f i r s t ins tance of the text is f o u n d , press E X E C U T E to search fo r 
the next ins tance or CANCEL to stop the search. 

Or you can in i t i a te the REPLACE, COPY, MOVE or D E L E T E f u n c t i o n s 
wi thout pressing C A N C E L by pressing the appropr i a t e key. 

Repeating or Revising a Search 

1. From an ed i t ing screen, press SEARCH. 

2. The text f r o m the last search appears at the top of the screen. 

3. Press INSERT to preserve the exist ing text. Add text at the end and press 
E X E C U T E . Note tha t no cursor is d isplayed in the prompt area. However , 
if you type text , it will be added to the end of the search string. 

Or type new text over the old text and press E X E C U T E . 

Or press E X E C U T E to search fo r the same text again. 
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Searching for Text with Attributes 

You can search f o r text wi th a t t r ibu tes such as bold or underscore by typing 
those a t t r ibu tes as par t of the search string. An cxact match is made with tha t 
str ing in the document . For example, if a word begins with bold emphasis in the 
scarch str ing, a match is made only when bold emphasis is tu rned on at the 
beginning of the word in the text. If the word occurs in the middle of a sentence 
with bold emphasis , a match is not made. 

Wildcard Search 

You can p e r f o r m a search using two wi ldcard characters : a quest ion mark (?) and 
an asterisk (*). The quest ion mark matches with one charac tc r and the asterisk 
matches with any number of charac te r s wi th in a word. For example, "t?m" would 
match with par t s of a word such as "tam," "tim," "torn"; and "t*m" would match 
with all of the above and also with words such as "them" and par ts of words such 
as "trauma," "trample," and "thumb" that conta in a "t" fo l lowed by an "m." A 
str ing like "the match" would not be f o u n d because the letters speci f ied are in 
d i f f e r e n t words. 

S E N T E N C E M O D E 

To set the Cursor Mode to Sentence: 

1. Press MODE 

2. Type . (per iod) 

The des ignat ion "sent" is d isplayed in the second status line. 
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To move the Cursor by sentences hold down SHIFT and press the U p or Down 
Cursor Arrow key. See "CURSOR." 

SHELL ESCAPES T O T H E O P E R A T I N G S Y S T E M 

When you are edi t ing a document , you can leave the document and access the 
U N I X opera t ing system wi th two WORD ERA commands: 

Press COMMAND and then ! to access an opera t ing system shell. You can 
execute one opera t ing system command. If you want to use more than one 
command, you can use the in i t ia l command to access another shell. 

Press COMMAND and then | to p e r f o r m one opera t ing system command 
on the text you select by h ighl ight ing a port ion of the WORD E R A 
document . 

Accessing An Operating System Shell From 
The Document Editing Screen 

1. Press COMMAND. 

2. Type !. 

3. You can execute one opera t ing system command, or use that command to 
invoke ano ther shell to allow con t inued access to the opera t ing system. The 
s t anda rd ou tpu t of the executed command does not a f f e c t the document . If 
you invoke ano ther shell, you can execute as many commands as you want . 
When you have completed your use of the shell, press C T R L / d . 

4. The message Press E X E C U T E to con t inue is displayed. Press E X E C U T E to 
r e tu rn to the document ed i t ing screen. 
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Redirecting The Standard Output Of An 
Operating System Command To The Editing Screen 

1. Press COMMAND. 

2. Type |. 

3. At the Replace what? prompt , move the cursor using the cursor keys, P R E V 
SCRN, or N E X T SCRN to h ighl ight text. The h ighl ighted text can be used 
in two ways: 

As an a rgumen t fo r an opera t ing system command 

As text to be replaced wi th the s t anda rd ou tpu t of an opera t ing system 
command 

WARNING: Be c a r e f u l not to include f o r m a t lines or 
page breaks wi th in the h ighl ighted text , or you will 
co r rup t your document and may lose text. 

NOTE: Even if you do not move the cursor, the 
cha rac te r at the cursor posit ion is replaced. The re fo re , if 
you wan t the ou tpu t of the opera t ing system command in 
the document and do not want to replace text , place the 
cursor at the end of the document , or in a posit ion that is 
replaceable ( for example, on a R e t u r n symbol or space). 

4. Press E X E C U T E . 

5. At the shell prompt , type the command you want to pe r fo rm. 

6. Press R E T U R N . A f t e r the command has been executed, you are r e tu rned to 
the document ed i t ing screen. 

To Access An Operating System Shell From Any Menu 

1. Press COMMAND. 

2. Type !sh. 
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3. You can now execute one command, or invoke another shell to allow 
cont inued access to the opera t ing system. If you invoke another shell, you 
can execute as many commands as you want . When you have completed 
your use of the shell, press C T R L / d . 

4. The message Press E X E C U T E to con t inue is displayed. Press E X E C U T E to 
r e tu rn to the menu. 

S H E E T FEEDER 

See "Describe Bin Feeder." 

S H I F T 

The Sh i f t key ac t iva tes add i t iona l WORD E R A func t i ons when used wi th some 
f u n c t i o n keys. It provides access to other symbols on the keyboard when used 
wi th the charac te r genera t ing keys. See "Column Break," "COPY," "Global Search 
and Replace," "MOVE," "PAGE," "SEARCH," and "Subscript and Superscript ." 

S H O R T C U T CODES 

Once you have become f a m i l i a r wi th the WORD E R A menu s t ruc ture , you can 
use shor tcut codes to bypass menus and go di rec t ly to the f u n c t i o n you want to 
pe r fo rm. 

240 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS Z 

You can use shor tcu t codes f r o m any menu. Since you do not need to access the 
menu on which a f u n c t i o n appears , shor tcut codes make it fas te r to use tha t 
func t ion . Shor tcut codes are shown on each menu to the r ight of the 
corresponding f u n c t i o n . 

1. From any menu screen, press COMMAND. 

2. Type in the shor tcut code in lowercase, in uppercase, or in any combina t ion 
of the two. 

3. Follow the prompts on the screen to p e r f o r m the func t i on . 

adn Assign Archive Disk ixa Index by Author 
Name ixg Index Genera tor 

apw Assign Password ixl Index (Long Format ) 
agl At tach Glossary ixo Index oy Opera tor 
bin Describe Bin Feeder ixs Index (Short Format ) 
cgl Crea te New Glossary lib Index (Subl ibrar ies) 
chl Change L ib ra ry mkl Ma; e L ib ra ry 
cpy Copy Document mta Move to Archive 
eta Copy to Archive prd Pr in t Document 
crd Crea te New Document pre Pr in te r Control 
das Document Assembly rad Remove Archive Disk 
del Delete Document ren Rename Document 
d f a Delete f r o m Arch ive r f a Re t r ieve f r o m Archive 
dgl Detach Glossary rml Remove L ib ra ry 
edd Edi t Old Document rpr Records Processing 
egl Edi t Old Glossary spe Spell Edi tor 
f np Footnote Processing spl Spelling Checker 
f a d Format Arch ive Disk toe Table of Contents Genera to r 
f p r Forms Processing vgl V e r i f y Glossary 
hyp H y p h e n a t i o n and !sh Shell Escape 

Pagina t ion 

S O R T 

You can easily sort the text in a WORD ERA document . You can sort "records" 
in ascending or descending a lphanumer i c order by the "field" you spec i fy when 
you highl ight the text to be sorted. "Records" and "fields" are descr ibed below. 
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Sort uses a case- insensi t ive ASCII col lat ing sequence. The example below shows 
the d i f f e r e n c e between a case-sensit ive and case-insensit ive sort. 

An Example of Case-Sensitive and Insensitive Sorting 

Unsor ted list Case-sensit ive sort Case-insensi t ive sort 

van Allen 
McDonald 
Vendome 
la Place 
Lagrange 
Victor 

Lagrange 
McDonald 
Vendome 
Victor 
la Place 
van Allen 

la Place 
Lagrange 
McDonald 
van Allen 
Vendome 
Victor 

You can change the case-insensi t ive ASCII col lat ing sequence or add charac te r s 
f r o m a l t e rna te charac te r sets to the col lat ing sequence by crea t ing a charac te r 
table f i le . 

R e f e r to the WORD ERA Technical Reference manual fo r i n f o r m a t i o n on how 
to d e f i n e a /usr /help/chtable .XX f i le . If you have a l ready created a 
/usr/help/chtable .XX f i l e to use wi th Records Processing or the Index 
Genera tor , tha t same f i l e will be used by the sort f unc t i on . 

Text a t t r ibu tes such as underscore and holding do not i n t e r f e r e wi th the sor t ing 
process. Fields con ta in ing text with a t t r ibu tes are sorted in a lphanumer i c order . 

NOTE: When text a t t r ibu tes in sorted text extend 
beyond the end of a record that is, if the text with 
a t t r ibu tes includes one or more Re tu rn symbols, the 
a t t r ibu tes will ca r ry over to other records when the sort is 
complete. 

This happens because the end of a t t r i bu t e ind ica tor is dropped when the text is 
rea r ranged by the sort f u n c t i o n . You can restore the a t t r i bu t e to the text using 
ei ther method suggested below: 
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Move the cursor to the place where you want the a t t r i bu t e to stop. Press 
MODE, and type the app rop r i a t e charac te r fo r the a t t r ibu te . This reenters 
the missing end of a t t r i bu t e indica tor . 

Move the cursor to the place where the a t t r ibu te starts. Press MODE, and 
type the app rop r i a t e charac te r to t u rn off the a t t r ibu te . You can then 
reenter the desired a t t r ibu te , selecting the text you want to emphasize. 

Records 

A sort "record" is any text tha t ends with a Re tu rn symbol. If Re tu rn symbols at 
the le f t margin are h ighl ighted as par t of text to be sorted, they are t rea ted as a 
blank "field". The m a x i m u m size of a record is 2048 bytes. What this means is 
that , if you use a 65-charac ter f o r m a t line, you can sort a record that is 
approx imate ly 30 lines long. If you select a record that is too big to sort, the 
messages P a r a g r a p h too long and Press execute to cont inue are displayed. 

Fields 

A sort "field" is pa r t of a record and contains any text that appears between the 
del imi ters listed below: 

L e f t marg in 

T a b 

Inden t 

R igh t - f l u sh T a b 

Decimal T a b 

R e t u r n 

There is no l imit to the number of f i e lds a record can conta in , as long as the 
max imum record size does not exceed 2048 bytes. 

Format Rules for Text to be Sorted 

All records to be sorted must be on the same page. When you in i t i a te a sort, you 
cannot move the cursor beyond a page break. 
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If you use a mul t ip le-column f o r m a t line, all records to be sorted must be in the 
same column. When you in i t i a te a sort, you cannot move the cursor beyond a 
column break. 

When you in i t i a te a sort, you cannot move the cursor beyond a f o r m a t line. If 
you wan t to sort text wi th d i f f e r e n t f o r m a t lines, remove the f o r m a t lines unt i l 
the sort is complete, and then reenter them. 

The f i e ld you wan t to sort must be in the same re la t ive position wi th in the 
record. They do not need to be in the same exact position. Sort counts the 
number of Tab, Inden t , Decimal Tab, or R igh t - f l u sh Tab symbols in the record 
(not in the f o r m a t line), and uses that number to de te rmine which f i e ld to sort. 

Some or all of the f i e lds in a record may be b lank or missing wi thou t i n t e r f e r i n g 
with sort. When sort ing, the ent i re contents of the record are sorted beg inn ing at 
the spec i f ied f i e ld and sor t ing to the end of the record. If a f i e ld is b lank or 
missing, it will be sorted to the top of the list in an ascending sort, and to the 
bot tom of the list in a descending sort. All b lank f ie lds are t rea ted equal ly , and 
are sorted to the top (or bot tom) of the list in the same order they appear in the 
text you selected f o r sort ing. 

Sorting Numeric Fields 

When sort ing numer i c f ie lds , the results of the sort depend on the f i e ld de l imi ter 
that precedes the number . 

Fields beginning wi th a Decimal T a b symbol are sorted in numer ica l order. An 
ascending numer ica l sort a r ranges the numbers f r o m smallest to largest: fo r 
example, 15, 25, 100, 5000. A descending numer ica l sort a r ranges the numbers in 
this way: 5000, 100, 25, 15. Any a lphabe t ica l charac te rs in the f ie ld are ignored, 
and only the numbers are sorted. For example, $9999, 9,999.00, 9999, and 
ABC9999 all have the same value. 

To sort numer ica l ly , only the f ie ld in the f i r s t record MUST be preceded by a 
Dec T a b symbol. Other f i e lds can be f o r m a t t e d with d i f f e r e n t del imiters . All 
f ie lds can, of course, be preceded by the same del imiter . This means tha t if you 
want a t rue numer i c sort on a f i e ld that is preceded by a de l imi ter other than a 
Dec T a b symbol, you can change the del imi ter in the f i r s t record only, p e r f o r m 
the sort, and change the del imi ter back to its or iginal f o rma t . 
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This works f o r any f ie ld except a f i e ld that begins at the l e f t margin . You might 
want to do this to sort a numbered list of items, fo r example. 

Fields tha t begin wi th any other de l imi ter are sorted using the 
case-insensi t ive ASCII col lat ing sequence. In this case, an ascending ASCII 
numer ica l sort a r ranges the numbers in groups by the f i r s t number in the 
sequence. For example, the numbers in the example in the previous 
pa rag raph are sorted in this way: 15, 100, 25, 5000. A descending sort 
a r ranges the numbers in this way: 5000, 25, 100, 15. 

For a t rue numer ic sort in f ie lds that begin with a de l imi ter o ther than the 
Decimal T a b symbol, make sure tha t each f ie ld conta ins the same number of 
charac ters . For example , to sort 99 or less numbered paragraphs , the 
numbers 1 th rough 9 should be preceded by a space. You can f i l l the 
beginning of the f i e ld with spaces, requi red spaces, or zeros. 

When the selected f i e ld in the f i r s t record is preceded by a Decimal T a b symbol, 
the records are sorted according to the fo l lowing rules: 

Numbers are sorted f r o m smallest to largest in an ascending sort, and largest 
to smallest in a descending sort. 

Any charac te r s be tween the Decimal T a b symbol and the number are 
ignored, except "(" and "-", as a re all symbols a f t e r the number , except "-". 

Space(s) and requi red space(s) are al lowed between "(" or "-" and the number . 

Numbers wi th a leading or t ra i l ing minus sign or wi th in parentheses are 
considered negat ive. 

Commas wi th in a number are ignored. 

The f i r s t per iod in a number is considered the decimal point. A second 
period is considered the end of the number . 

Missing f i e lds are sorted to the top of the list in an ascending sort, and to 
the bot tom of the list in a descending sort. 
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A Decimal tab fo l lowed by a "-", "(" or ".", but no digi t , is sorted as zero (0). 

Any a lphabe t i c charac te r s in the f ie ld are ignored. 

Numbers wi th more than nine digits , regardless of the p lacement of the 
decimal point may cause unpred ic t ab le results. 

Sorting More Than One Field 

When you select a f i e ld to be sorted, contents of that f i e ld and the rest of the 
f ie lds to the end of the record are sorted. If you want to sort more than one 
f ie ld , be sure the f i e lds are a r ranged in the order in which you want them to 
sort, wi th the highest sort pr ior i ty in the l e f tmos t f i e ld and the lowest in the 
r ightmost f ie ld . You can use the block move f e a t u r e to r ea r range the f ie lds if 
the text to be sorted is not a r r anged in the way you want it to sort. For example, 
suppose you wan t to sort the fo l lowing list of names: 

Yaya John 
Yaya Jeanne 
Yaya Fred 
Jones Rober t 
Jones Mark 
Jones Scott 

If you sort the column wi th last names, both f i e lds will be in a lphabet ica l order . 
The result of this sort are shown below: 

Jones Mark 
Jones Rober t 
Jones Scott 
Yaya Fred 
Yaya Jeanne 
Yaya John 

However , if your or ig inal list has the f i r s t names in the le f tmost column, sor t ing 
by the last name column will not put the f i r s t names in a lphabet ica l order wi th in 
each class, as shown in the fo l lowing example. 
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Rober t Jones 
Scott Jones 
Mark Jones 
Fred Yaya 
Jeanne Yaya 
John Yaya 

How to Sort 

Follow these steps to use the sort func t ion : 

1. In the f i r s t record to be sorted, put the cursor on any charac te r of the f i e ld 
you wan t to sort. 

2. Press COMMAND, then press MERGE to sort in ascending order . Press 
COMMAND, then press S H I F T / M E R G E to sort in descending order . The 
message Sort what? is displayed. 

3. Highl ight the records you want to sort. You can use the UP, DOWN, LEFT, 
R I G H T , R E T U R N , or charac te r keys fo r h ighl ight ing. You only need to put 
the cursor on the f i r s t charac te r of the last record you wan t to sort. If the 
cursor is on any cha rac te r in a record, that record is included in the sort. 

4. Press E X E C U T E to begin the sort. When sort ing is complete, the cursor is 
posi t ioned on the f i r s t charac te r of the line fo l lowing the sorted text. 

SPACE BAR 

The Space bar operates l ike the Space bar on a typewr i te r , except tha t as well as 
moving the cursor to the r ight one posit ion, it also generates a b lank cha rac te r on 
the screen. If you use the Space bar to move f o r w a r d th rough text , it will replace 
the charac te rs it encounters with spaces. Be sure to use the Cursor keys to move 
the cursor th rough text. 
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You also use the Space bar to remove Tabs f rom, and to extend the length of , the 
fo rma t line, and to move the marker on menus. See "Cursor," "FORMAT," and 
"Required Space." 

SPACING 

See "FORMAT" fo r i n f o r m a t i o n on how to set line spacing. 

SPELLING T O O L S 

Spelling Tools is a f e a t u r e that conta ins the SPELLING C H E C K E R and the 
SPELL EDITOR. 

Spelling Tools uses the 80,000-word Merriam-Webster Linguibase , a lexicon of 
words that also conta ins e lements of Amer ican English such as p re f ixes and 
suf f ixes . 

You can also create your own except ion d ic t ionary to use with Spelling Tools. 
There you can list special or technical terms that are un ique to your business. 
The number of words in the except ion d ic t ionary is only l imited by the amoun t 
of avai lable space on your disk. See "EXCEPTION DICTIONARY." 

Spelling Tools checks the text on numbered pages you select in the document as 
well as header and foo te r pages. Footnote pages that have foo tno te r e fe rences in 
selected text are also checked. Text on Page W or Page N is not checked. 

You can use Spelling Checker in two ways: 

1. You can correct spell ing errors di rect ly by using Spelling Checker 
in terac t ive ly . 
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Dur ing in te rac t ive spell ing checking you can switch between several 
except ion dic t ionar ies . 

2. You can run Spelling Checker in au tomat ic or background mode and make 
spell ing correct ions later using the Spell Edi tor . See "Using the Spell 
Editor." 

When using Spelling Checker in au tomat ic or background mode you are l imited to 
one except ion d ic t ionary . 

A bene f i t of using Spelling Checker in background mode is that you can use your 
te rminal f o r o ther work while the spelling markers are being entered into the 
document . 

Selecting the Spelling Tools Menu and Setting 
Spelling Checker Options 

1. Select Document Processing f r o m the main menu 

2. Press E X E C U T E 

2. Select Spelling Tools f r o m the Document Processing menu 

3. Press E X E C U T E 

4. Select Spelling Checker f r o m the Spelling Tools menu 

5. Press E X E C U T E 

6. Enter the name of the document you want to spell check 

7. Press E X E C U T E 

The Spelling Checker menu is displayed. Use the Re tu rn key to move between 
selections on the menu. Use the Cursor Up and Down keys to select options. The 
options you can select on the Spelling Checker menu are: 
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Check for: Spelling 
Word usage 
Both 

As you spell check your document , e r ror messages are displayed on the screen 
when Spelling Checker f i n d s a problem with a word. These messages give you 
i n f o r m a t i o n about the error . Er rors discovered fa l l into two categories: 

Spelling er rors 

Usage er rors 

If you select Spelling, only spell ing errors are o f f e r e d fo r correct ion. A message 
is displayed f o r each error . Possible types of spelling errors are: 

Word not in d ic t iona ry 
The word is not in the lexicon or except ion d ic t ionary . 

Hyphena t ed word not in d ic t ionary 
Par t of the hyphena t ed word is not in the lexicon or except ion 
d ic t ionary . 

Val id word, hyphen unnecessary 
A hyphen is unnecessar i ly used in an otherwise val id word. 

Word b e f o r e parentheses inval id 
The par t of the word be fo re the parentheses is inval id , though the 
en t i re word may be valid ( fo r example, "citie(s)"). 

If you select Word usage, only word usage errors are o f f e r e d fo r correct ion. A 
message is d isplayed fo r each error . Possible types of word usage errors are: 

P r e f i x f o r m 
The word by itself may be val id , but the word wi th a p r e f i x is not in 
the lexicon or except ion d ic t ionary . 
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S u f f i x f o r m 
The word by itself may be val id, but the word wi th a s u f f i x is not in 
the lexicon or except ion d ic t ionary . 

Val id word should be capi ta l ized 
Capi ta l i za t ion is incorrect . 

Word inva l id wi thou t parentheses 
The par t of the word be fo re the parentheses is val id , but the en t i re 
word is not ( fo r example, "city(s)"). 

Word is repea ted 
The word appears twice in a row. 

If you select Both, er rors f o r both spelling and word usage are o f f e r e d fo r 
correct ion. 

Process from page 
through page 

The f i r s t page number in your document is displayed on the Process f r o m page 
line. The last number in your document is displayed on the through page line. 
You can overs t r ike the displayed numbers to choose a range of pages to spell 
check. 

Exception Dictionary 
Yes 
No 

You can select Yes to use an exist ing exception d ic t ionary or to create a new one. 
You can select No if you do not want to use an except ion d ic t ionary . 

Processing 
Interactive 
Automatic 
Background 

You can choose to spell check your document in terac t ive ly , au tomat ica l ly , or in 
background processing mode. If you choose Automat ic or Background processing 
spelling markers are placed in your document fo r later use wi th the Spell Edi tor 
(see "Spell Editor"). 
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8. Press E X E C U T E to begin the Spelling Checker 

9. If you selected the Execept ion Dic t ionary Yes option you are asked to enter 
your except ion d ic t iona ry name. Enter the name of an exis t ing except ion 
d ic t ionary or enter a new name to create a new except ion d ic t ionary . 

10. If you en tered an exis t ing except ion d ic t ionary name spell checking begins 
immedia te ly . 

11. If you are creat ing a new except ion d ic t ionary , the Except ion Dic t ionary 
screen is d isp layed, you can choose to: 

Press E X E C U T E to create a new except ion d ic t ionary 

Press R E T U R N to enter the name of a d i f f e r e n t except ion d ic t ionary 

Press CANCEL to exit 

Press D E L E T E to cont inue wi thou t an except ion d ic t ionary . 

Correcting Spelling and Word Usage Errors Interactively 

When you choose to use the Spelling Checker in terac t ive ly , or when you are using 
the Spell Edi tor your document is displayed with spelling a n d / o r word usage 
errors marked by a reverse video block. 

The marked er ror and a cor responding error message are displayed in the lower 
le f t corner of the screen. 

There are two ways to move th rough a document while using the Spell Edi tor or 
Spelling Checker in in te rac t ive mode: 

Press R E T U R N to move f r o m one selected word to the next wi th in the 
screen. 

Press E X E C U T E to move to the next screen a f t e r you have made the 
desired correct ions on a screen. 

TO C O R R E C T E R R O R S WHILE IN SPELLING TOOLS, you can use any of the 
fo l lowing methods: 
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Type over incorrect letters. 

Insert cha rac te r s or spaces: press INSERT, enter the charac ters , then press 
E X E C U T E . 

Delete characters : press DELETE, move the cursor to h ighl ight the 
charac te r s you want to delete, then press E X E C U T E . 

Press SEARCH to access a list of up to eight suggested replacement words, 
which are d isplayed one at a t ime at the bot tom of the screen. 

Press the Cursor U p or Down key to step through the list of suggested 
words. 

Al te rna t ive ly , press the Subscript key to clear the screen and display the 
en t i re list of suggested words. Then press E X E C U T E to re tu rn to the 
correc t ion screen. 

Press R E P L A C E to subs t i tu te a suggested word displayed at the bot tom 
of the screen fo r the h ighl ighted word in the document . The 
rep lacement is subs t i tu ted wi th the exact capi ta l iza t ion as it appears on 
the list. 

Entering Words in Your Exception Dictionary 
Interactively 

Press COPY to add a word to the except ion d ic t ionary in lowercase letters only. 
The word appears in lowercase f o r m in the d ic t ionary even if it contains capi ta l 
let ters in the Spell Edi to r or Spelling Checker document . 

Press S H I F T / C O P Y to add a word to the exception d ic t ionary with speci f ic 
capi ta l iza t ion . Any occurrence of the word with d i f f e r e n t capi ta l iza t ion is 
i den t i f i ed as "Word not in dict ionary". 

The longest word you can add to an except ion d ic t ionary is 58 characters . 

When you add a word to an except ion d ic t ionary whi le using the Spelling 
Checker , the en t ry becomes e f f e c t i v e on the next screen displayed. Subsequent 
occurrences of that word are not marked as errors unless they are spelled 
incorrect ly. 
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When you add a word to an except ion d ic t ionary while using the Spell Edi tor , 
subsequent occurrences of tha t word are still marked as errors because the 
spelling markers are a l ready in place in the document . 

Changing Exception Dictionaries Interactively 

1. Press GO TO PAGE f r o m any page of the document you arc spell checking. 

2. The message "Exception d ic t ionary name:" is displayed at the bot tom of the 
screen. Enter the name of the d ic t ionary you want to use. 

If you enter the name of a val id except ion d ic t ionary , press R E T U R N 
or E X E C U T E to a t tach tha t d ic t ionary . 

If you enter the name of an except ion d ic t ionary that has not been 
compiled, the message "Not an exception d ic t ionary" is displayed at the 
bot tom of the screen. The message "Press E X E C U T E to compile or 
R E T U R N to enter ano ther name" also is displayed. Make the 
app rop r i a t e selection. 

If you enter the name of a new document , the message "Document 
doesn' t exist" is d isplayed at the bot tom of the screen. The message 
"Press E X E C U T E to create or R E T U R N to enter ano ther name" also is 
displayed. Make the appropr i a t e selection. 

In the Spelling Checker , the newly-entered exception d ic t ionary is recognized as a 
valid d ic t ionary when the next screen of text is checked for spelling errors. 

In the Spell Edi tor , you can enter words in the new except ion d ic t ionary 
immediate ly . However , since the spell ing markers are a l ready in place in the 
document , subsequent occurrences of a word entered in the except ion d ic t ionary 
are still marked as errors. 

Ending the Spelling Checker or Spell Editor Session 

When spell checking is completed the End of Spelling Checking screen is 
displayed. You can choose to: 
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Press E X E C U T E to save the changes (corrections) you have made. 

Press D E L E T E to erase the changes (correct ions) you have made. 

Canceling Spelling Checker or Spell Editor 

You can press C A N C E L to t e rmina te the Spell Edi tor or Spelling Checker in 
in te rac t ive or au tomat i c mode be fo re it processes all requested pages. 

A Checking Canceled menu is then displayed. From this menu, you can: 

Press E X E C U T E to save the changes 

Press R E T U R N to re tu rn to checking 

Press D E L E T E to erase the changes and re turn to the menu f r o m which you 
selected Spell ing Tools 

If you use the Spelling Checker in background mode, the process runs unt i l it has 
been completed—you cannot press CANCEL to end the processing. 

Using the Spell Editor 

Spell Edi tor is a selection that allows you to make spelling correct ions in a 
document tha t has a l ready been processed with the Spelling Checker in au tomat i c 
or background mode. 

To use the Spell Edi tor : 

1. Select Document Processing f r o m the main menu 

2. Press E X E C U T E 

2. Select Spell ing Tools f r o m the Document Processing menu 

3. Press E X E C U T E 

4. Select Spell ing Tools f r o m the Spelling Tools menu 
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5. Press E X E C U T E 

6. Enter the name of the document you wan t to spell check 

7. Press E X E C U T E 

8. Enter the pages you want to spell check 

9. Make the app rop r i a t e correct ions 

Spelling Markers 

When you process a document through Spelling Checker in au tomat ic or 
background mode, invisible spelling markers tha t do not p r in t are added to the 
document to ind ica te words not f o u n d in the lexicon or the except ion d ic t ionary . 
These spell ing markers are au tomat ica l ly removed f r o m the document when you 
save the changes a f t e r using Spell Edi tor , and when you press D E L E T E when 
s tar t ing to edit a document . 

Suppose you run Spell ing Checker in au tomat i c or background mode and do not 
immedia te ly make correct ions using Spell Edi tor . In that case, when you try to 
access the documen t outs ide of Spelling Tools, the warn ing messages Doc conta ins 
spelling marke r and Press D E L E T E to remove or CANCEL to stop process appear . 
You have the fo l lowing options: 

You can cancel the process and use Spell Edi tor to make spell ing correct ions 
be fo re you cont inue . 

You can delete the spell ing markers and proceed. If you delete the spell ing 
markers and then later use Spell Edi tor , no errors will be f o u n d . You must 
process the document wi th Spelling Checker again be fo re processing it wi th 
Spell Edi tor . 
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S T A T U S LINES 

The status lines are the two lines that appear at the top of each edi t ing screen. 
They give i n f o r m a t i o n about the layout of the document . 

The f i r s t l ine displays: 

The document name 

The page, l ine and posit ion of the cursor, which are upda ted as you move the 
cursor 

The second line displays: 

The cursor mode 

The number of the f o r m a t line tha t a f f e c t s the text at the cursor locat ion 

The l ine-spacing set t ing 

The page-length set t ing in number of lines 

A square block fo l lowed by a number (de fau l t 1024) if you have ac t iva ted 
the autosave f ea tu re . 

Turning Off the Status Line Information 

Each t ime you move the cursor, the Page, Line, and Pos numbers in the f i r s t 
s ta tus l ine are upda ted . If you tu rn off this upda t ing of i n fo rma t ion , WORD 
ERA responds more quickly. 

Press COMMAND and then F O R M A T to tu rn the s tatus line i n f o r m a t i o n 
o f f . 

If the s tatus line i n f o r m a t i o n is tu rned o f f , press COMMAND and then 
F O R M A T to turn it on again. 

Each t ime you begin an edi t ing session, the s tatus line i n f o r m a t i o n is 
au tomat ica l ly tu rned on. 
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S T O P 

The Stop key is used f r o m the Pr in te r Control screen to suspend the p r in t ing of a 
document . See "Printer Control." 

You also use the Stop key to remove h ighl ight ing f r o m a document name when 
selecting mul t ip le documents f r o m a Document List ing screen fo r a rch iv ing or 
pr int ing. See "Archiving" and "Printing." 

While edi t ing, you can press STOP to tu rn on the autosave f u n c t i o n . See 
"Automatical ly Saving Changes in a Document." 

S T O R I N G A D O C U M E N T N A M E 

You can select and store a document name f r o m any index screen. The next t ime 
you see a menu prompt cal l ing for a document name, the name you stored is 
displayed. See "Index." 

S T R I N G S 

In p rogramming languages, a "string" is a group f o charac te rs tha t belong together 
and that are not par t of an executable command. Strings can be a lphabe t i c (made 
up of letters, sometimes with numbers a n d / o r special charac ters , inc luding spaces) 
or numer ic (made up of numbers , sometimes with a f ew special characters) . The 
charac te rs in an a lphabe t i c s t r ing are usually enclosed in quo ta t ion marks , and 
the charac te rs in a numer ic s t r ing are not. 
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In WORD ERA, a s t r ing is considered to be a combina t ion of a lphanumer i c 
charac ters a n d / o r screen symbols that d e f i n e the text fo r a pa r t i cu la r f u n c t i o n to 
use. When you use the WORD ERA edi tor , s tr ings conta in the exact text and are 
never enclosed in quota t ion marks. 

The glossary f u n c t i o n is a p rogramming language. In a glossary document , a 
s t r ing is made up of charac te r s enclosed in quota t ion marks. A glossary ent ry 
that causes charac te r s to be typed or inserted in a document must begin and end 
with quota t ion marks. Alphabe t i c and a lphanumer i c charac te r s tr ings requi re 
quota t ion marks; numer ic charac te r str ings do not. See "Glossary." 

SUBLIBRARY 

See "Library." 

S U B S C R I P T A N D S U P E R S C R I P T 

The Subscr ip t /Supersc r ip t key (F14) ins t ructs the p r in te r to p r in t a charac te r 1/4 
line below or above other text on the same line. 

Subscript 

1. From an edi t ing screen, put the cursor where a subscript is needed. 

2. Press SUBSCRIPT. 
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3. Move the cursor to the end of the subscript text or type the subscript text. 

4. Hold down SHIFT and press SUPERSCRIPT. 

Superscript 

1. From an ed i t ing screen, put the cursor di rect ly where a superscr ip t is 
needed. 

2. Hold down SHIFT and press SUPERSCRIPT. 

3. Move the cursor to the end of the subscript text , or type the superscr ip t 
text. 

4. Press SUBSCRIPT. 

You can use mul t ip le subscr ipts and superscr ipts to raise or lower the text more 
than 1/4 of a line. For example, to raise a superscr ip t half a line, press the 
Superscr ipt key twice be fo re the text, and then press the Subscript key twice at 
the end of the text. 

This key is also used to set column markers in the f o r m a t line. See "Multiple 
Columns." 

You can use the Subscr ip t /Supersc r ip t key in combina t ion wi th the Go To Page 
key to move the cursor to the bot tom or top of a column in mul t ip le-column text , 
or to move to the next or previous f o r m a t l ine in text wi th no mul t ip le-column 
f o r m a t line. 
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T A B 

Use the Tab key to move the cursor to a T a b stop set in the f o r m a t line. Each 
t ime you press the Tab key, a T a b symbol appears on the screen to remind you 
tha t you have used tabs instead of spaces. The Tab symbol can be inser ted, or 
deleted, and it can be typed over wi th any other charac ter . 

You can move the cursor in text f r o m one T a b stop in the f o r m a t l ine to another 
by pressing COMMAND and TAB. In edi t ing mode, the cursor moves to the next 
Tab stop. In Insert mode, a Tab symbol is entered on the screen. 

You can move the cursor to the next Tab symbol in the text by pressing GO TO 
PAGE and TAB. You can use this combinat ion of keystrokes to move the cursor 
f r o m T a b symbol to T a b symbol while edi t ing, or to h ighl ight text you are 
selecting f o r a f u n c t i o n such as copying or delet ing. 

You also use TAB to set Tab stops in the f o r m a t line. See "FORMAT" for 
i n f o r m a t i o n on how to do this. See also "INDENT" and "Right - f lush Tab." 

T A B L E OF C O N T E N T S GENERATOR 

The Table of Contents Genera to r f e a t u r e allows you to au tomat ica l ly create a 
table of contents wi th up to six levels of headings. The Table of Contents 
Genera to r can rap id ly process a large document , number headings and 
subheadings , and place a l ine of per iods or spaces between headings and page 
numbers . 

Before you use the Table of Contents selection, make a copy of the or iginal 
document . Edi t this copy to add marker labels and Tabs to i d e n t i f y the level of 
each heading. You place these markers immedia te ly be fo re each head ing to be 
inc luded in the f i n a l table of contents . 
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Then when you use the Table of Contents Genera tor , it reads the markers fo r 
each heading, in te rpre t s the level of the heading by count ing the Tabs, reads and 
stores the page number , and creates the table of contents in an output document . 
See "Output Document." 

1. Make a copy of the document fo r which you want a table of contents . 

2. Edi t the document to enter the appropr i a t e labels as follows: 

Put MERGE, NOTE, c, S H I F T / M E R G E (<!!c>) in f r o n t of each chap te r level 
heading. 

Put TAB, MERGE, NOTE, S H I F T / M E R G E (<!!>) in f r o n t of each level 
heading, wi th the appropr i a t e tabs in f r o n t of each label. You must precede 
<!!> with at least one Tab. 

The Table of Contents Genera tor picks up all words fo l lowing a marker to 
the next r e tu rn , or to the 50th charac te r position on the line. 

3. When the document is proper ly labeled, select Table of Contents Genera tor 
f r o m the Document Processing Tools menu. 

4. Type the name of the document tha t contains the labels fo r the Table of 
Contents Genera tor . 

5. Enter the name of a new document that will become the table of contents. 

6. Select the f o r m a t t i n g options by using UP, DOWN, or SPACE to position the 
marker on the option you desire. Press N E X T SCRN, PREV SCRN, or 
R E T U R N to move f r o m option to option. 

7. Press E X E C U T E to begin genera t ing the table of contents. 
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T E M P O R A R Y FILES 

WORD E R A creates t empora ry f i les when it pe r fo rms cer ta in operat ions. For 
example, when you p r in t a document wi th Copy set to Yes on the Pr in t Document 
menu, a t empora ry f i l e is created conta in ing a copy of the document sent to the 
pr in te r . Tempora ry f i l es a re also used when ou tpu t documents are created or 
when you select a Pr in t only option f r o m a menu. These f i les have names tha t 
begin with ".W" and are fo l lowed by six digits. 

While documents are being pr in ted , these t emporary f i les are listed as documents 
in the index. When the p r in t ing has been completed, the t emporary f i les a re 
removed f r o m the Document Index screen. 

Dur ing cer ta in s i tua t ions ( for example, when a m a l f u n c t i o n in the p r in te r keeps a 
p r in t ing job f r o m being completed) , these t emporary f i les may not be removed 
f r o m your index. 

If you see a documen t l ike this in your index and you are not p r i n t i ng any 
documents , delete the f i l e f r o m the index. (See "Deleting a Document.") 

CAUTION: Never r ename a temporary f i le . Th is 
could cause unexpec ted results and damage documents . If 
you must recover the contents of a t emporary f i le , e i ther 
c rea te a new WORD E R A document or delete the contents 
of an exis t ing document , then use S H I F T / C O P Y to copy 
the t empora ry f i l e into the WORD ERA document . 

T E X T E M P H A S I S 

The fo l lowing fo rms of text emphasis are avai lable with WORD ERA: bold, 
double under l ine , f l ash ing , overs t r ike , reverse video, under l ine . See "MODE." 
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T E X T L E N G T H 

You can set the text length in number 
lines of text tha t will p r in t on a page, 
header or footer page. When you type 
line, and posit ion numbers in the f i r s t 
to add a page break. The d e f a u l t text 

of lines. This text length is the number of 
excluding any text you have entered on a 
beyond that number of lines, the page, 
s ta tus line br ighten , and a beep alerts you 
length set t ing is 54. 

Setting or Changing the Text Length 

1. From an ed i t ing screen, press COMMAND. 

2. Press PAGE. 

3. Type the number of lines you want on the page, and press R E T U R N or 
E X E C U T E . 

T I T L E 

The Document Summary screen conta ins a 25-character f ie ld that you can use to 
give a document a more deta i led t i t le than its f i le name. You can leave the t i t le 
line blank if you p re fe r . Any time you are on the Document Summary screen, 
you can change the i n f o r m a t i o n in this f ie ld by typing over it. 

When you select a long- fo rmat index or press NOTE f r o m a shor t - fo rma t index, 
the t i t le f r o m the Document Summary screen is displayed. 
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U N D E R L I N E 

A line p r in ted below text. See "MODE." 

To Underline Text 
1. Place the cursor at the beginning of the text you want to i e 

underline. 

2. Press MODE, then type (underscore). 

3. Move the cursor one position past the text you want to 
underline. 

4. Press MODE, then type (underscore). 

To remove underline emphasis from text: 
1. Place the cursor at the beginning of the text you want to remove 

underline emphasis from lasize. 

2. Press MODE, then type "_* (underscore). 

U N J U S T I F I E D T E X T 

See "Printing." 

UP CURSOR 

The U p Arrow key is used to move the Cursor up. See "Cursor." 
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VERIFY GLOSSARY 

V e r i f y i n g a glossary is like compil ing a program. The ve r i f i ca t ion checks to be 
sure that the correct syntax is used and that there are no dupl ica te en t ry labels. 
A glossary must be ve r i f i ed before any of the entr ies in tha t glossary can be used. 

A glossary is au tomat ica l ly ve r i f i ed if you create or edit it by using the Glossary-
Funct ions menu or the shor tcut code egl and then press E X E C U T E f r o m the 
End of Edit Opt ions menu. 

You can also v e r i f y a glossary in two other ways: 

From the Glossary Func t ions menu 

By using the shor tcu t code vgl 

A glossary is not au tomat ica l ly ve r i f i ed if edi ted in a document window (see 
"Windowing"). If you edit a glossary ent ry in a window, you must r e tu rn to the 
menu to v e r i f y the changes. The changes remain in the document , but they are 
not executable unt i l the glossary has been ve r i f i ed . 

Verifying a Glossary From the Main Menu 

1. From the Glossary Func t ions menu, select V e r i f y glossary. 

2. Type the glossary name and press R E T U R N or E X E C U T E . 

3. The glossary is ve r i f i ed and is a t t ached to the works ta t ion ready for use. 

Verifying a Glossary Using the Shortcut Code 

1. From any menu, press COMMAND. 

2. Type vgl. 

3. Follow steps 2 and 3 above. 
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V E R T I C A L SCROLLING 

Vert ical scroll ing moves the lines of text displayed on the screen up or down a 
specif ied number of lines when the cursor reaches the top or bot tom of the 
screen. Ver t ica l scroll ing is an a l t e rna t ive to N E X T SCRN and PREV SCRN. 

The d e f a u l t set t ing fo r ver t ical scrolling is 14 lines of text unless you change it. 
This means tha t each t ime you move the cursor beyond the top or bot tom of the 
screen, 14 lines of new text are displayed. Each t ime you end an edit , the 
vert ical-scrol l ing set t ing is r e tu rned to the d e f a u l t value. 

1. From an edi t ing screen, press COMMAND. 

2. Type the number of lines f r o m 1 to 20 you want fo r ver t ical scroll ing 

3. Type v or V. 

V E R T I C A L SPACING 

Vert ical spacing controls the number of lines and the amount of space between 
each line. On a page 11 inches long, p r in ted at 6 lines per inch, there are 66 lines 
(11 x 6). 

You can control ver t ical spacing in the fo l lowing ways: 

By changing the line spacing in the f o r m a t l ine (see "FORMAT") 

By changing the line spacing on the header or footer page (see "FORMAT") 

By increas ing or decreas ing the number of lines on the header and foo te r 
pages (see "Header" and "Footer") 

By chang ing the page length in the s tatus line (see Status Line) 
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By selecting D r a f t or F ina l f r o m the Pr in t Document menu (see "Print 
Document") 

By chang ing the number of lines per inch LPI on the Pr in t Document menu 
(see "Print Document") 

By changing the Text length for pag ina t ion f r o m the Hyphena t ion and 
Pagina t ion menu (see Hyphena t ion and Pagina t ion) 
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W I L D C A R D SEARCH 

You can use two wi ldcard charac te r s in WORD ERA search strings. An asterisk 
(*) can be used in place of any number of characters . A quest ion mark (?) can be 
used in place of a single charac te r . See "SEARCH" and "Global Search and 
Replace." 

W I N D O W I N G 

Using windows allows you to display as many as fou r documents or par ts of a 
document on the edi t ing screen at a time. Each document is su r rounded by a 
"window box" and can be displayed in a separa te part of the screen or in a 
fu l l -screen window. The act ive window the one being edi ted is su r rounded by a 
br ight box. 

You may p e r f o r m f u l l ed i t ing f u n c t i o n s on the document wi th in each window. 
Text can be inser ted, deleted, copied, and moved. You can scroll th rough the 
document , use SEARCH, or use GO TO PAGE to select a speci f ied page. You can 
copy or move text f r o m any window to any other window on the screen. 

Adding a Window 

1. Press COMMAND. 

2. Type w or W. 

3. Move the cursor r ight or down to d e f i n e a size fo r the window. For a 
fu l l - screen window, leave the cursor in the upper l e f t -hand corner . The 
smallest window you can open is six charac te r posit ions wide and six lines 
long, inc lud ing the f o r m a t line. 

4. Press E X E C U T E . 
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5. Type the name of the document you want to display in the new window. 
You can enter the name of a document in your cur ren t l ib ra ry , or you can 
use a f u l l p a t h n a m e to access a document in a d i f f e r e n t l ibrary . 

6. Press R E T U R N or E X E C U T E . 

Jumping Between Windows 

1. Press COMMAND 

2. Type j or J . 

Flipping Between Windows 

To view only one window at a t ime on the screen, you can f l i p between windows: 

1. Press COMMAND. 

2. Type f or F. 

To br ing the other windows back onto the edi t ing screen, press COMMAND and 
type j or J once fo r each window. The cursor jumps f r o m window to 
window, br ing ing them back to the screen one at a time. You can also br ing all 
windows back onto the ed i t ing screen by pressing C T R L / w . 

To end an edit , you must close each window ind iv idua l ly . Press CANCEL and 
make your selection f r o m the End of Edi t Opt ions menu. If you press R E T U R N 
to go back to the edi t ing screen, all open windows are au tomat ica l ly redisplayed. 

If you have made any ed i t ing correct ions to the same document in d i f f e r e n t 
windows, be c a r e f u l about the order in which you close your windows. Each 
window closing overwr i tes previous versions. Thus, if you save the changes when 
you are edi t ing the same document in d i f f e r e n t windows, last window you close 
should conta in the version you want to save. 
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Help in Windows. 

See "HELP." 

W O R D - L I S T D O C U M E N T 

See "Index Generator ." 

W O R D M O D E 

To set the Cursor Mode to Word: 

1. Press MODE 

2. Press SPACEBAR 

The designat ion "word" is displayed in the second status line. 

To move the Cursor by words hold down SHIFT and press the U p or Down 
Cursor Arrow key. See "CURSOR." 

W O R D W R A P 

Word wrap allows you to keep typing, insert ing, or dele t ing wi thout wor ry ing 
about how many words f i t on each line. Word wrap improves your typing speed 
because you do not have to press R E T U R N at the end of each line as you must 
do with a typewr i te r . 
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You can con t inue typing unt i l you reach the end of a pa ragraph . Only then do 
you need to press R E T U R N . 

If the f i r s t of two spaces fo l lowing a sentence is the last charac te r on a f u l l line, 
word wrap moves the second space to the beginning of the next line. As a result , 
the f i r s t charac te r of the next sentence is posi t ioned one space to the r ight of the 
lef t margin . Al though the second space looks like an ext ra space on the screen, 
the text will p r in t correct ly. 

It is best not to delete these spaces when they appear at the l e f t margin . If you 
do so and later move the end of the sentence to another place whi le edi t ing, the 
sentence will only be fo l lowed by one space. 

W O R K PAGE 

Each document has a work page. This is an ext ra page you can use to store text 
for later use. 

1. From an ed i t ing screen, press GO TO PAGE. 

2. Type w or W. 

3. Type any text , or review syntax errors fo r a glossary. 

4. Use GO TO PAGE to r e tu rn to a regular document page. 

The glossary compiler also uses the work page as a place to store i n f o r m a t i o n on 
ve r i f i ca t ion errors tha t have been f o u n d . 

The text on a work page cannot be pr in ted . If you want to p r in t i n f o r m a t i o n on 
the work page, you must move it to a numbered document page. See "NOTE 
PAGE." 

2 7 2 WORD ERA Re ference 



FUNCTIONS, FEATURES, AND KEYS Z 

X 

The let ter "x" is used in several examples th roughout the WORD ERA 
documenta t ion to represent var iab le names, var iable i n fo rma t ion or missing 
in fo rma t ion . 
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C O N T R O L Y C H A R A C T E R S 

You use C T R L / y charac te r s to type d iacr i t i ca l marks and fo re ign charac ters . 
You also use C T R L / y charac te r s to code a document fo r laser p r in t ing . 

See the WORD E R A Technical Reference manua l fo r i n fo rma t ion on sort ing 
and using C T R L / y charac ters . 
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ZERO 

Using the Number Zero 

When you type numbers , be sure to type the numer ia l zero. Do not use the capi ta l 
letter "O" in place of the number "0." Many word processing func t ions , 
pa r t i cu la r ly the Math f u n c t i o n , will not work proper ly if "O" is subs t i tu ted fo r 
" 0 . " 

Z O N E 

See "HOT-ZONE" and " H Y P H E N A T I O N AND PAGINATION." 

Re ference WORD ERA 275 



ERROR MESSAGES AND TROUBLESHOOTING 

C H A P T E R 3 

ERROR MESSAGES A N D T R O U B L E S H O O T I N G 

From time to t ime, you may see an error message on your screen. Most error 
messages are se l f -exp lana tory . You may have chosen the wrong f u n c t i o n by 
accident . When the er ror message is d isplayed, you know that you did not do 
what you meant to do. 

When an error message you do not unde r s t and is d isplayed, you may want to 
review the sections of this guide tha t expla in the f u n c t i o n you were using. 

For a complete list of er ror messages fo r all WORD ERA func t ions , r e f e r to the 
WORD ERA Technical Reference manual . 

P R E V E N T I N G ERRORS 

Using the opera t ing system to edit , a rchive , pr in t , and otherwise hand le WORD 
ERA documents may cause errors to occur. Always use WORD ERA f u n c t i o n s 
for WORD E R A documents . Even if you are exper ienced in using the opera t ing 
system, you can easily make mistakes outside of WORD ERA tha t could destroy 
or cor rupt your documents . 

M E M O R Y ERRORS 

Whenever you use WORD ERA you use the memory of your computer system. 
You may never encounter a memory problem. However , memory use depends on 
a number of fac to rs , inc lud ing the c o n f i g u r a t i o n of your system, the number of 
people using it, and the purpose fo r which each person is using it. 

276 WORD ERA Reference 



ERROR MESSAGES AND TROUBLESHOOTING 

Under some condi t ions , your system may run out of memory. If you f r e q u e n t l y 
receive Out of memory warn ing messages, you may need to increase your main 
memory size or your max imum process size, or both. 

If you have 512K of main memory, your process size should be set to at least 256. 
If your system has more than 512K of memory and you are receiving Out of 
memory messages with a max imum process size of 256, t ry set t ing the m a x i m u m 
process size to 384. 

If you encounter a memory problem while using WORD ERA, your document is 
probably very long or conta ins very long pages. A WORD ERA document cannot 
conta in more than 999 pages. There is no limit to the number of lines you can 
have on a page. However , very long documents and pages use a lot of memory. 
At the least, they may cause edi t ing to slow down; in some circumstances , they 
may cause a memory error . 

When the Out of memory message is d isplayed, while you are edi t ing, you may 
still be on the edi t ing screen, or the End of Edi t Options menu is displayed. If 
you are on the edi t ing screen, press CANCEL and E X E C U T E to save your 
changes. If you see the End of Edi t Opt ions menu, press E X E C U T E to save the 
changes. 

If the document you were work ing with is very long, break it into shorter 
documents . If the document has very long pages, use Hyphena t ion and Pag ina t ion 
to put f ewer lines of text on each page. You may need to copy the document to 
an a rch ive d isket te and edi t it on a system with more memory. 

T R O U B L E S H O O T I N G 

Troubleshoot ing is the process of d iagnosing and resolving h a r d w a r e and s o f t w a r e 
problems. Par t of the t roubleshoot ing process consists of de te rmin ing whe the r the 
problem is re la ted to WORD ERA or to a h a r d w a r e or so f twa re produc t being 
used in con junc t ion wi th WORD ERA. 

This append ix provides i n f o r m a t i o n on the fo l lowing topics: 

Cor rup ted documents 

What to do if the t e rmina l hangs 

Tempora ry f i les (.W) 
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Searching fo r text wi th a t t r ibu tes 

Troubleshoot ing Footnote Processing 

Troubleshoot ing mul t ip le-column fo rma t s in Footnote Processing 

C O R R U P T E D D O C U M E N T S 

When accessing or edi t ing a document , if you are r e tu rned to the Pr in t Document 
menu or receive an Out of memory message, it is qu i te l ikely tha t the .dc or 
.fr f i l e has been cor rup ted . This means that the f i l e has been al tered so tha t 
unexpected charac te r s occur, control sequences are incomplete , or a pointer is at 
an inappropr i a t e location. R e f e r to the WORD E R A Technical Reference 
manual or the WORD E R A Glossary Functions manua l fo r i n f o r m a t i o n about 
the WORD ERA f i l e s t ruc ture . 

You have the fo l lowing options: 

If you have a backup copy of the document , re t r ieve it ove rwr i t ing the 
cor rup ted version of the document . 

If you can edi t the document , the text may be jumbled , or some add i t iona l 
control charac ters , such as \ B \ may be embedded in the text. You can 
cont inue to use this document , making the appropr ia t e edi t ing changes and 
delet ing the u n w a n t e d charac ters . 

If you cannot edi t the document , you can still save the text of the document 
by fo l lowing the procedure out l ined below. 

How to Save the Text of a Corrupted Document 

To save the text of a co r rup ted document , you must remove the .dc or .fr 
f i le and edit the document f r o m the WORD ERA Main menu to create new 
versions of these f i les . 

NOTE: There is no gua ran tee that this p rocedure will 
restore all the text in the damaged f i le . You may be able 
to recover at least par t of the document in its or iginal 
f o r m if the complete document is not recovered. 
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If you delete e i ther the .dc or . f r f i le fo r a document , the next t ime you edi t 
the document f r o m the WORD ERA Main menu, new .dc and . f r f i les are 
au tomat ica l ly created. The 0000 prototype document is used to create these 
files, if it exists. If it does not exist, the system d e f a u l t s are used. 

NOTE: If you use this procedure , the text f r o m the 
document is saved, but the Document Summary 
i n f o r m a t i o n , any changes to f o r m a t lines, and any text on 
header , foo te r , note, work, or foo tno te pages are lost. 

The cor rup ted .dc or . f r f i l e must be deleted f r o m the opera t ing system. 
You can p e r f o r m is p rocedure f r o m WORD E R A in the fo l lowing two ways: 

From any WORD ERA menu: 

1. Press COMMAND and type !sh. 

2. Type rm f i lename.dc and press R E T U R N . 

3. Press E X E C U T E to re turn to the Menu. 

4. F rom the WORD ERA Main menu, select Edit Old Document and 
enter the name of the cor rupted document . 

5. Check to see if you can now edit the document . 

From the WORD E R A edi t ing screen: 

1. Press COMMAND and type !. 

2. Type rm f i lename.dc and press R E T U R N . 

3. Press E X E C U T E to re tu rn to the edi t ing screen. 

4. R e t u r n to the WORD E R A Main menu, select Edit Old Document and 
enter the name of the cor rupted document . 

5. Check to see if you can now edit the document . 

A WORD E R A document that is missing a .dc or . f r f i le will never be listed 
on the Document Index screen. 
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CAUTION: If you use this p rocedure on a document 
wi th footnotes , foo tno te re fe rences remain in the text 
wi thout a cor responding foo tno te page. New foo tno te 
re fe rences en tered in text will begin as foo tno te number 
1. To avoid serious problems wi th foo tno te processing, be 
SURE to delete the old foo tno te r e fe rence numbers and 
enter new ones. 

W H A T T O DO IF T H E T E R M I N A L H A N G S 

If you are p e r f o r m i n g a WORD ERA opera t ion , and the te rmina l does not 
respond to commands f r o m the keyboard , or "hangs", use the checklis t below to 
see if you can clear the problem: 

1. Check to be sure the keyboard is plugged in properly . 

2. Press C T R L / q (or SCROLL LOCK on some keyboards) to be sure you 
have not i nadve r t en t ly stopped the screen display wi th C T R L / s (or 
SCROLL LOCK). 

3. Consider the size of the document . Large documents take longer to 
process than short documents . Be sure you are not i n t e r rup t i ng the 
normal opera t ion of a process. 

4. Press C A N C E L to see if you can stop the process that causes the 
t e rmina l to hang. Try to p e r f o r m another f u n c t i o n . If the t e rmina l is 
still locked, proceed to the next step. If you press CANCEL and the 
End of Edi t Opt ions menu is d isplayed, there is not a problem. 

If the problem is not resolved a f t e r fo l lowing the procedures out l ined above, you 
will have to kill the process. 

WARNING: If the t e rmina l hangs while you are 
edi t ing a document , fo l lowing e i ther of the procedures fo r 
ki l l ing a process tha t are out l ined below restores the 
document to its condi t ion the last t ime it was wr i t t en to 
the system disk. 
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If you have not set autosave or used COMMAND 
R E T U R N to save changes whi le edi t ing, you will lose all 
ed i t ing changes made du r ing the session. If you have set 
au tosave or used COMMAND R E T U R N , you will lose all 
ed i t ing changes made since the document was last wr i t ten 
to the system disk. 

From another t e rmina l kill the process fo l lowing the steps out l ined below: 

1. From an opera t ing system shell, to display a list of act ive processes on 
the te rmina l , type: 

ps a and press R E T U R N 

The process ID number (PID) is displayed in the le f tmost column and 
the document name is displayed in the r ightmost column. 

2. From the shell, type 

kill -9 xxx (where xxx s tands fo r the PID process id number ) 
and press R E T U R N 

If all else fa i ls , you may have to reset the system. If you are on a mul t iuser 
system, be sure all ac t ive te rminals are r e tu rned to the login screen be fo re you 
reset. R e f e r to the system documenta t ion fo r i n f o r m a t i o n on how to reset your 
system. 

T E M P O R A R Y FILES 

WORD ERA creates t empora ry f i les when it pe r fo rms cer ta in operat ions. The 
f ea tu re s that use t empora ry f i les are listed below: 

Document Assembly 
Footnote Processing 
Forms Processing 
Index Genera to r 
Pag ina t ion of synchronized mul t ip le-column documents 
Pr in t ing , wi th Copy set to Yes 
Records Processing 
Table of Contents Genera tor 
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Tempora ry f i les have names that begin with .w or .W and are fol lowed by 
six digits. A f t e r the process is complete, the t emporary f i le is au tomat ica l ly 
deleted. Tempora ry f i les wi th .dc and . f r f i les are displayed on a Document 
Index screen while the WORD ERA process is being pe r fo rmed . If a process is 
in te r rup ted or does not complete successful ly , these temporary f i les may not be 
removed f r o m the Document Index screen. 

If temporary f i les are l e f t in the index a f t e r a f u n c t i o n has been completed, 
delete the t emporary f i le . 

See "Temporary Files" in Chapter 2 of this guide for more in fo rma t ion . 

SEARCHING FOR T E X T W I T H A T T R I B U T E S 

You can search fo r text wi th a t t r ibu tes such as bold or underscore by typing 
those a t t r ibu tes as par t of the search string. An exact match is made with tha t 
str ing in the document . 

A descr ipt ion of how the a t t r ibu tes are handled by the opera t ing system can help 
you under s t and why WORD ERA may not match text that you expect to be 
matched. 

How U N I X Displays Text Attributes 

Text a t t r ibu tes are added to WORD ERA documents using control codes that are 
displayed f r o m the opera t ing system as \ n \ , where n is the code for the 
a t t r ibute . The codes for text a t t r ibu tes are shown in Table A-l . 

WORD ERA TEXT A T T R I B U T E CODES 

ON O F F At t r ibu te 

\ x \ \ x \ Bold 
\ D \ \ d \ Double underscore 
\ z \ \ z \ Flash 
\ o \ \ o \ Overs t r ike 
\R\ \ r \ Reverse video 
\ u \ \ u \ Underscore 
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For example, the fo l lowing sentence: 

"This is an a t t r ibute ." 

is d isplayed f r o m the opera t ing system in the fo l lowing way: 

"This is an \ U \ a t t r i b u t e \ u \ . " 

The fo l lowing sentence: 

"This is an a t t r ibute ." 

is displayed in the fo l lowing way: 

" \ U \ T h i s is an a t t r i b u t e \ u \ . " 

When you d e f i n e a search str ing, the search func t i on looks fo r an exact match of 
the a t t r i bu t e control codes. For example, if you search fo r a t t r ibu te and tu rn the 
underscore on at the beginning of the word and off at the end of the word, a 
match is made wi th the f i r s t sentence above, but not wi th the second, since the 
charac te rs " \ U \ " are not f o u n d at the beginning of the word "at t r ibute" in the 
second sentence. 

When using a t t r ibu tes in a search str ing, you are likely to match more occurrences 
of the word if you include the a t t r i bu t e code at the beginning of the word, but 
not at the end. 

Using Mult iple At t r ibu tes 

Text that is emphasized wi th more than one a t t r ibu te is still matched exact ly. 
However , there are more possible combinat ions to match. The order in which the 
a t t r ibu tes were en tered in the document de termines whether a s tr ing is matched 
or not. 

For example, the fo l lowing sentence would look like this in the WORD ERA 
document : 

"This is an a t t r ibute ." 
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However, the a t t r ibu tes could have been entered in any one of the fo l lowing f o u r 
combinat ions: 

"This is an \ U \ \ B \ a t t r i b u t e \ b \ \ u \ . " 
"This is an \ U \ \ B \ a t t r i b u t e \ u \ \ b \ . " 
"This is an \ B \ \ U \ a t t r i b u t e \ b \ \ u \ . " 
"This is an \ B \ \ U \ a t t r i b u t e \ u \ \ b \ . " 

When searching fo r "at t r ibute" (no bold), the search s t r ing " \ U \ a t t r i b u t e \ u \ " 
would match only wi th the last sentence. The search str ing " \ U \ a t t r i b u t e " 
matches only wi th the last two sentences. 

When searching f o r text wi th a t t r ibu tes , inc lude all possible combina t ions of 
a t t r ibu tes to match as many occurrences as possible. If you want to replace a 
single a t t r i bu t e in a s t r ing tha t has mul t ip le a t t r ibu tes , inc luding the a t t r i bu t e at 
the s tar t of the search s t r ing but not at the end will match more occurrences. 

If a word or phrase is not matched and you th ink that a match should have been 
made, check to be sure the a t t r i bu t e (or a t t r ibu tes ) was not tu rned of f and on 
again in the midd le of the word. You can do this by tu rn ing of f the a t t r i bu t e at 
the beginning of the s t r ing and observing whe the r par t of the s t r ing conta ins the 
same a t t r ibu te . 

T R O U B L E S H O O T I N G F O O T N O T E PROCESSING 

Footnote Processing is a sophis t ica ted produc t that au tomat ica l ly makes many 
decisions about foo tno te placement . Since there are so many possible selections 
and combina t ions avai lable , unexpected results may stem f r o m an incomplete 
unde r s t and ing of the f u n c t i o n a l i t y of Footnote Processing. 

If foo tno te processing does not p roduce the results you expect , c a r e f u l l y review 
the sections on "Footnotes" and "Footnote Processing" in Chapter 2 of this guide to 
be sure you have made the app rop r i a t e selections f r o m the Footnote Processing 
menu. 
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Widow and Orphan Lines 

A single line of a pa rag raph of text l e f t at the bot tom of a page is called a 
"widow." A single line of a pa rag raph of text l e f t at the top of a page is called 
an "orphan." Footnote processing prevents the occurrcnce of widows and o rphans 
for both text and footnotes . This means that a single line of text belonging wi th 
a pa rag raph does not appear alone at e i ther the bottom or top of a page of text. 
Footnote text tha t does not f i t all on one page is not split so that a widow or 
o rphan is created. 

Since Footnote processing checks for widows and orphans , the number of lines of 
text on a page may vary as much as two lines in e i ther d i rec t ion . When the 
number of lines in an ou tpu t document varies f r o m page to page, it probably 
occurs to avoid leaving a widow or o rphan ei ther in the text or in a footnote . 

Uneven Spacing Between Footnotes 

All charac te r s on a foo tno te page are used by Footnote Processing. If you have a 
d i f f e r e n t number of Re tu rns a f t e r some footnotes , the spacing between footnotes 
or endnotes in the ou tpu t document will not be consistent. 

If you have any blank lines (no text or Re tu rn symbol) on any foo tno te pages, 
they are not counted in the line count for Footnote Processing, but they are 
pr in ted as a b lank line. This may cause over f low page problems when you pr in t . 

This c i rcumstance may occur if you add footnotes to WORD ERA documents 
created on ear l ier releases of WORD ERA. To correct this problem, edi t the 
source document and delete all extra Re tu rns and blank lines f r o m the foo tno te 
pages. 

Footnote Processing Output Documents 

Footnote Processing Ou tpu t Documents have the fo l lowing restr ict ions: 

You cannot enter foo tno te re fe rences 

You cannot process an ou tpu t document with Footnote Processing 
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You cannot process an ou tpu t document with Hyphena t ion and Pagina t ion 

When possible, you should make changes in the source document and process it 
again with Footnote Processing ra the r than edi t ing the ou tpu t document . If you 
make extensive ed i t ing changes to an ou tpu t document , the position of the 
footnotes may change, but you will not be able to use Footnote Processing to 
reposit ion the foo tnotes and page breaks. 

Subscripts and Superscr ip ts f o r foo tno te re fe rences cause text to wrap d i f f e r e n t l y 
in the document than it does when pr in ted . The subscript and superscr ip t are 
counted as charac te r s on the ed i t ing screen, but do not pr int . Always pr in t the 
output document be fo re making any edi t ing changes if you th ink that text is not 
wrapping correct ly . 

You can conver t a Footnote Processing ou tpu t document to a document that can 
be used wi th Footnote Processing or Hyphena t ion and Pagina t ion by fo l lowing 
the procedure out l ined below: 

1. Create a new document . 

2. From the edi t ing screen, S H I F T / C O P Y the en t i re contents of the ou tpu t 
document into the new document . 

3. Leave the document and save the changes. 

If you want to r e f o r m a t this document to use again wi th Footnote Processing, 
fol low the steps below: 

1. Delete the superscr ip ted foo tno te references . Reenter the foo tno te numbers 
using COMMAND n. 

2. Delete the foo tno te de l imi ter line, any text f o r m a t t i n g symbols, and the 
foo tno te number . 

3. Move the foo tno te text to the appropr i a t e foo tno te page. 

4. Replace the requ i red page breaks with opt ional page breaks. 
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5. Check to see if any Re tu rns removed f r o m the top of a page by Footnote 
Processing need to be reentered. If you do not do this, line spacing between 
pa rag raphs may be incorrect when the page length is changed by subsequent 
processing. 

6. Reprocess the document with Footnote Processing. 

As you can see, conver t ing an ou tpu t document into a f o r m that can be used 
again with Footnote Processing requires subs tant ia l edi t ing. 

T R O U B L E S H O O T I N G M U L T I P L E - C O L U M N F O R M A T S 
IN F O O T N O T E D O C U M E N T S 

If Footnote Processing a mul t ip le-column f o r m a t document does not produce the 
results you expect , check the list below to make sure you have f o r m a t t e d the 
document correct ly: 

Footnote Processing uses the column length, Tab and R igh t - f lu sh Tab stops 
fo r the f i r s t column to f o r m a t all columns. It DOES NOT check the f o r m a t 
of subsequent columns to be sure they match. Check to be sure that each 
column conta ins E X A C T L Y the same number of characters . 

Check to be sure the Tab stops are in the same relat ive position in each 
column. If a T a b stop is one position to the right or l e f t , columns may not 
be balanced. 

Columns may not be evenly balanced on a page if Footnote Processing 
moves a l ine of text to prevent creat ion of a widow or orphan . 

If the last l ine in the last column contains a footnote , tha t column may be 
shorter than the other columns on the page. It is not possible to balance 
columns when this occurs. 

Be sure to pr in t the ou tpu t document be fo re deciding that the columns do 
not wrap corrcct ly . Subscripts and Superscr ipts fo r foo tno te r e fe rences 
cause text to wrap d i f f e r e n t l y in the document than it does when pr in ted . 
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If you change a document to mul t ip le-column f o r m a t by changing a f o r m a t 
line, page breaks may fa l l in middle of a column. When you use Footnote 
Processing on a document wi th page breaks in the middle of a column, text 
does not w r a p correct ly . To prevent this f r o m happening , f i r s t run the 
document th rough Hyphena t ion and Pagina t ion to remove column and page 
breaks and reposi t ion them. Then run Footnote Processing. 

288 WORD ERA Reference 







INDEX 

I N D E X 

Act iv i ty Menus; 170 
Add Words To An Except ion Dic t ionary ; 8 
Add ing A Bookmark; 39 
Adding A Requ i r ed Page Or Column Break; 188 
Add ing A Window; 269 
Adding Al te rna te Format Lines; 107, 108 
Add ing An Opt ional Page Or Column Break; 188 
Add ing Emphasis To Exis t ing Text; 176 
Add ing Emphas is While Typing; 176 
Add ing Syllable Points; 82 
Add ing Words To An Except ion Dic t ionary; 82 
Al t e rna t e Forma t Line; 8, 107 
Al t e rna t ing Header Or Footer ; 9, 11 
Arch ive Disket te P repara t ion ; 11 
Archiv ing; 10 
Ar row Keys; 25 
Assigning A Password; 193 
Assigning An Archive Disket te Name; 12 
At tach Glossary; 26 
At t ach ing A Glossary From A Document Index; 27 
At tach ing A Glossary Using A Shortcut Code; 27 
At t ach ing A Glossary While Edi t ing A Document ; 27 
At t ach ing A Glossary With Glossary Funct ions; 26 
Author ; 28 
Automat i c Processing; 28 
Autosave: Automat ic Saving Of Edi t ing Changes; 29 
Background Processing; 31 
Backspace; 31 
Banner; 31, 196 
Basic Cursor Movement ; 54 
Block Copy, Move, Delete; 32 
Block Copying A Block Of Text With Decimal Tabs; 36 
Block Copying A Block Of Text With Even Columns ; 33 
Block Copying A Block Of Text With Uneven Columns; 34 
Block Delet ing A Block Of Text With Decimal Tabs; 37 
Block Delet ing A Block Of Text With Even Columns ; 34 
Block Delet ing A Block Of Text With Uneven Columns; 36 
Block Moving A Block Of Text With Decimal Tabs; 37 
Block Moving A Block Of Text With Even Columns; 34 
Block Moving A Block Of Text With Uneven Columns; 35 
Bold; 38 
Bookmarks; 39 
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Bottom Margin; 41, 161 
Cancel; 41 
Cancel ing An Insert ; 152 
Cancel ing From Footnote Processing; 98 
Cancel ing Spell ing Checker Or Spell Edi tor ; 255 
Case Conversion; 41 
Center ; 42 
Center ing Text ; 42 
Change L ib ra ry ; 43 
Change L ib ra ry Using The Shortcut Code; 157 
Changing A Decimal T a b Position; 59 
Changing A Forma t Line; 108 
Changing A Password; 194 
Changing Except ion Dict ionar ies ; 83 
Changing Except ion Dic t ionar ies In terac t ive ly ; 254 
Changing Indent Posit ion; 145 
Changing Posit ions In The Pr in t Queue; 202 
Changing The Footnote Processing Menu Defau l t s ; 98 
Changing The L ib ra ry From The Main Menu; 157 
Clear ing The Cur ren t Resul t In Keyboard Input Mode; 169 
Column Break; 44 
Columns; 179 
Command; 45 
Comments; 46 
Comments In Except ion Dict ionar ies ; 47 
Comments In Glossary Documents ; 47 
Comments On The Document Summary Screen; 46 
Control (Ctrl); 47 
Control Glossary; 220 
Contro l Y Charac te rs ; 274 
Copy; 48, 196 
Copying A Document F rom The Fi l ing Menu; 50 
Copying A Document On The System Disk; 50 
Copying A Document To An Archive Diskette; 12 
Copying A Document To An Archive Disket te 

Using The Shor tcut Code; 13 
Copying A Document To An Archive Disket te 

Using T h e Fi l ing Menu; 13 
Copying A Document To An Archive Disket te 

Using The Index; 14 
Copying A Document Using The Index; 51 
Copying A Document Using The Shor tcut Code; 51 
Copying A L ib ra ry To An Archive Disket te 

Using The Index; 15 
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Copying An Index; 147 
Copying Blocks Of Text ; 50 
Copying Footnote Refe rences ; 101 
Copying Mult ip le Documents To An Archive Disket te 

Using The Index; 14 
Copying Mult ip le Documents To An Archive Disket te 

Using The Shor tcut Code; 15 
Copying Pro to type Documents To Preserve Text; 217 
Copying Text Between Documents ; 49 
Copying Text Between Windows; 49 
Copying Text Within A Document ; 48 
Correc t ing V e r i f i c a t i o n Errors; 125 
Cor rup ted Documents ; 278 
Crea t ing A Form Templa te Document ; 114 
Crea t ing A Glossary En t ry By Example; 126 
Crea t ing A New Document ; 51 
Crea t ing A New Document From The Main Menu; 52 
Crea t ing A New Document Using The Shortcut Code "Crd"; 53 
Crea t ing A Subl ibra ry ; 158 
Crea t ing An Except ion Dic t ionary ; 81 
Crea t ing Your Own Proto type Documents; 216 
Creat ion L ib ra ry ; 53 
Cursor; 53 
Cursor Mode; 57 
Cursor Movement List; 55 
Dec Tab; 59 
Dec Tabs, And R igh t - f lu sh Tabs; 135 
Decimal Tab; 59 
De f in i t i on Of A Numer i c Field; 164 
Delete; 60 
Delet ing A Document ; 61 
Dele t ing A Document From An Archive Diskette; 61 
Delet ing A Document F rom The System Disk; 62 
Dele t ing A Document Using The Index; 62 
Delet ing A Fo rma t Line; 108 
Describe Bin Feeder ; 63 
Detach Glossary; 64 
De tach ing A Glossary Using The Shor tcut Code; 64 
Displaying An Index From The Main Menu; 146 
Displaying An Index Using Shortcut Codes; 147 
Document Assembly; 65 
Document Assembly Menu; 174 
Document Assembly Selection; 68 
Document Index Screen; 68, 171 
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Document Name; 70 
Document Processing Tools Menu; 172 
Document Summary; 70 
Document Summary Screen; 170 
Document Tit le; 71 
Double Under l ine ; 71 
Edi t ing A Document ; 73 
Edi t ing A Document F rom A Shell; 75 
Edi t ing A Document F rom The Global Menu; 74 
Edi t ing A Document From The Main Menu; 73 
Edi t ing A Document Using The Shor tcut Code; 73 
Edi t ing A Glossary From A Menu; 78 
Edi t ing A Glossary From An Index; 78 
Edi t ing A Glossary Using The Shor tcut Code; 78 
Edi t ing An Old Glossary; 77 
Edi t ing Screen; 76, 170 
Edi t ing The D e f a u l t Proto type Document ; 215 
End Of Document Line; 77 
End Of Edi t Opt ions Menu; 207 
End Of Form Opt ions Menu; 115 
End ing Edi t ing; 75 
Ending Edi t ing Of A Glossary; 79 
Ending The Spell Check Or Spell Edi tor Session; 254 
Ente r ing Footnote Re fe rences In A Document ; 100 
Ente r ing Footnote Text ; 102 
Ente r ing Math Mode; 163 
Ente r ing Text In Mult ip le Columns; 180 
Ente r ing The C u r r e n t Resul t Into Text ; 167 
Ent ry ; 80 
Error Messages; 81 
Er ror Messages And Troubleshoot ing; 276 
Exceeding The Max imum Number Of Al te rna te Forma t Lines; 113 
Except ion Dic t ionary ; 81 
Execute; 84 
Feed; 85, 197 
Fields; 243 
Fil ing; 85 
Fi l ing Menu; 171 
Fi l l ing In The Form; 114 
Firs t Footer Page; 197 
Firs t Header Page; 197 
Flash Text ; 85 
Flashing Mode; 85 
Fl ipping Between Windows; 270 
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Followed By; 92 
Font ; 135 
Footer ; 87 
Footer Begins On Line; 198 
Footnote Pages And Forma t Lines; 103 
Footnote Processing; 87 
Footnote Processing Menu; 173 
Footnote Processing Ou tpu t Documents ; 285 
Footnot ing; 99 
Format ; 106, 198 
Fo rma t Arch ive Disk; 112 
Forma t Defau l t s ; 112 
Forma t Document ; 112, 221 
Forma t Line; 112 
Forma t Rules For Text To Be Sorted; 243 
Forms Processing; 113, 174 
Func t ion Keys; 117 
Funct ions , Fea tures , And Keys; 7 
Genera ted Hyphen (Bright -); 142 
Genera ted Inden t ; 144 
Gl; 121 
Global Search And Replace; 121 
Glossary; 123 
Glossary Funct ions ; 125 
Glossary Func t ions Menu; 174 
Glossary Keywords ; 124, 155 
Go To Page; 127 
Going To A Footnote Page; 102 
Header ; 129 
Help; 129 
Help For Commands ; 131 
Help For Spelling Tools; 130 
Help From An Edi t ing Screen; 131 
Help From Menu Screens; 130 
Help In Windows; 271 
High l igh t ing Text ; 133 
High l igh t ing Text Backward ; 133 
High l igh t ing Text Fo rward ; 133 
Hor izon ta l Scrolling; 134 
Hor izon ta l Spacing; 134 
Hot Zone; 275 
Hot-Zone Length; 136 
H y p h e n a t i n g And Pag ina t ing Mult iple Columns; 181 
Hyphena t ion And Pagina t ion ; 137 
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Hyphena t ion And Pagina t ion Menu; 173 
Hyphens; 142 
Include Sta tements For Document Assembly; 65 
Indent ; 144 
Index; 145 
Index (System Disk Only); 157 
Index Genera to r ; 149 
Index Genera to r F rom The Main Menu; 151 
Index Genera to r Menu; 174 
Index Menu; 171 
Index Shor tcut Code; 157 
Index ing While Ed i t ing A Document ; 146 
Input Document ; 149 
Insert ; 152 
Inser t ing Or Delet ing Text While In Insert Mode; 152 
Inser t ing Text ; 152 
In te rac t ive Pagina t ion ; 139 
In te rac t ive Processing; 153 
In te rac t ive Spell Checking; 252 
In terac t ive ly Using An Except ion Dic t ionary ; 253 
Jumping Between Windows; 270 
Jus t i f i ed And U n j u s t i f i e d Righ t Margin; 136 
J u s t i f i e d Text ; 154 
Jus t i f i ed , U n j u s t i f i e d , Or Pr in t ing With Notes; 206 
Keywords ; 124 
Leaving Help For Commands; 132, 219 
L e f t Arrow; 156 
L e f t Margin; 156, 161, 198 
L e f t Margin , Line Length , And Righ t Margin; 135 
Length Of Glossary Entr ies; 4 
Length Of Records Processing Records And Fields; 4 
Length Of Words In An Except ion Dic t ionary; 5 
Let ter L (usage); 156 
L ib ra ry ; 156 
Limi ta t ions And Rest r ic t ions; 3 
Line Length; 159 
Line Spacing; 109, 160 
Lines Per Inch; 160, 206 
List Document ; 160, 220 
Lock; 160 
Lpi; 198 
Margins; 161 
Marker ; 162 
Math; 163 
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Math Mode With Keyboa rd Input ; 168 
Max imum Length Of Forma t Line; 4 
Max imum Number Of Forma t Lines; 3 
Max imum Number Of Pages; 3 
Memory Errors; 276 
Menus; 169 
Merge; 175 
Min imum Number Of Text Lines Per Page; 96 
Mode; 176 
Move; 177 
Moving A Document From Archive To System Using Index; 18 
Moving A Document To A D i f f e r e n t L ibra ry ; 158 
Moving A Document To An Archive Diskette; 16 
Moving A Document To An Archive Disket te 

Using The Fi l ing Menu; 16 
Moving A Document To An Archive Disket te 

Using The Index; 17 
Moving A Document To An Archive Disket te 

Using The Shor tcut Code; 17 
Moving All Documents From An Archive Disket te 

To The System Disk Using The Index; 25 
Moving All Documents On Archive To Libra ry Using Index; 20 
Moving Blocks Of Text ; 178 
Moving Documents Between Librar ies ; 178 
Moving Documents To Archive; 178 
Moving Footnote References ; 101 
Moving Mult iple Documents From An Archive Diskette 

To The System Disk Using The Index; 24 
Moving Mult iple Documents To An Archive Diskette 

Using The Shortcut Code; 20 
Moving Mult iple Documents To An Archive Disket te 

Using The Index; 19 
Moving Text Between Documents ; 178 
Moving Text Within A Document ; 177 
Moving The Cursor In Mult iple-column Documents; 180 
Moving The Cursor To The Next Center Symbol; 43 
Mult ip le Column H y p h e n a t i n g And Paginat ing; 181 
Mult ip le Columns; 179 
Mult ip le Originals ; 206 
Mul t ip le-columns Document Cursor Movement; 180 
Mul t ip le-columns Document Pagina t ion; 139 
Mul t ip le-columns Formats In Footnote Documents; 287 
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Mult iple-columns Text En t ry ; 180 
Naming A Document ; 182 
Nested Include Statements ; 66 
Next Scrn; 182 
No. Of Originals ; 198 
Note; 182 
Note Page; 183 
Number Of Footnote Refe rences In A Document ; 105 
Number Of Processes In Background Mode; 4 
Opera tor ; 184 
Opt ional Column Break; 184 
Opt ional Hyphen ; 142 
Opt ional Page Break; 184 
Outpu t Document ; 149, 184, 222 
Overs t r ike; 185 
Ownersh ip Of Documents ; 186 
Page; 188 
Page Break; 189 
Page Length; 189 
Page Mode; 189 
Page Number ing ; 190 
Pagina t ion; 191 
Paper; 199 
Paper Length; 191, 199 
Pa rag raph Mode; 192 
Password Protec t ing A Word Era Document ; 193 
Password Protect ion; 193 
Pa thname; 195 
Pi tch; 136, 195, 199 
Placement ; 88 
Preceded By; 92 
Prev Scrn; 196 
Preven t ing Errors ; 276 
Pr in t Document ; 196 
Pr in t Document Menu; 170 
Pr in t F rom Page; 200 
Pr in t Queue Access Dur ing Edi t ing; 204 
Pr in t T h r u Page; 200 
Pr in t Wheel No.; 200 
Pr in t Wheel Number ; 202 
Pr in te r Control ; 202 
Pr in te r Control Menu (Pr int Queue); 171 
Pr in te r Number ; 200 
Pr in te r Setup; 205 
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Pr in t ing ; 206 
P r in t ing A Document F rom An Index; 207 
P r in t ing A Document F rom The 
P r in t ing A Document Summary; 70 
P r in t ing A Document With Footnotes; 106 
P r in t ing A Document With Page Number ing ; 190 
P r in t ing Al t e rna t ing Headers Or Footers; 9 
P r in t ing An Index; 147 
Pr in t ing Defau l t s ; 210 
P r in t ing Mult ip le Documents From An Index; 208 
Pr in t ing Single Pages; 203 
P r in t ing Speci f ic Pages; 207 
Pr in t ing To A File; 208 
Process F rom Page, Process Through Page; 97 
Processing; 88 
Propor t iona l Space; 211 
Propor t iona l Space; 212 
Pro to type Document ; 213 
Pro to type Documents P roduc t iv i ty Tips; 213 
Quar t e r Line Spacing; 218 
Quest ion Mark , Command; 219 
Queue, Pr in t ; 171 
Queue, Pr in te r ; 218 
Quota t ion Marks; 219 
Records; 243 
Records Processing; 220 
Records Processing Menu; 174 
Reen te r ing Footnote Refe rences Tha t Have Been Deleted; 106 
R e f r e s h i n g The Screen Display; 223 
Regula r Hyphen (-); 142 
Remove Bold Emphasis From Text; 39 
Remove Flash Emphasis From i ext; 86 
Remove Overs t r ike Emphasis From Text : 186 
Remove Reverse Video Emphasis From Text; 230 
Remove Unde r l i ne Emphasis From Text; 265 
Removing A Decimal T a b From Text ; 60 
Removing A Document From The Pr in t Queue; 202 
Removing A Libra ry ; 159 
Removing A Libra ry ; 224 
Removing A Password; 194 
Removing A Requ i red Column Break; 189 
Removing A Requ i red Page Break; 189 
Removing An Archive Disk; 223 
Removing An Archive Disket te; 20 
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Removing An Arch ive Disket te From Any Menu 
Using The Shor tcut Code; 21 

Removing An Arch ive Disket te F rom The Fi l ing Menu; 21 
Removing An Indent ; 145 
Removing An Opt iona l Column Break; 189 
Removing An Opt iona l Page Break; 189 
Removing And Res to r ing The Screen Display; 224 
Removing Center ing; 42 
Removing Emphas is F rom Text ; 177 
Removing Screen Symbols Tempora r i ly 
Renaming A Document ; 224 
Renaming A Document From The Fi l ing Menu; 224 
Renaming A Document From The Index; 225 
R e n a m i n g A Document Using The Shor tcut Code; 225 
Repea t ing Or Revis ing A Search; 236 
Replace; 225 
Requ i r ed Column Break; 226 
Requ i red Hyphen ; 143 
Requ i red Page Break; 226 
Requ i red Space; 226 
Res ta r t A Suspended Job; 203 
Res ta r t ing Pr in t ing ; 227 
Res tor ing A Page; 228 
Restor ing Screen Symbols To The Edi t ing Screen; 234 
Re t r i ev ing A Document From An Archive Disket te; 21 
Re t r i ev ing A Document From An Arch ive Disket te 

Using The Fi l ing Menu; 22 
Re t r i ev ing A Document From An Arch ive Disket te 

Using The Index; 22 
Re t r i ev ing A Document F rom An Archive Disket te 

Using The Shor tcut Code; 22 
Re t r i ev ing From An Arch ive Disk; 228 
Re t r i ev ing Mul t ip le Documents F rom An Archive Disket te 

Using The Index; 23 
R e t u r n ; 229 
R e t u r n i n g To A Bookmark; 40 
R e t u r n i n g To A Footnote Re fe rence ; 104 
Reverse Video; 229 
Right Arrow; 230 
Right Margin; 162, 231 
R igh t - f l u sh Tab; 230 
R igh t - f l u sh T a b D e f a u l t Stop; 231 
R igh t - f lu sh T a b Stops; 111 
Rules For Naming Documents ; 52 
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Saving A Document ; 232 
Saving Or Clear ing The Cur ren t Resul t ; 167 
Saving The C u r r e n t Resul t In Keyboa rd Input Mode; 169 
Saving The Text Of A Cor rup ted Document ; 278 
Screen Display; 233 
Screen Message Areas; 77 
Screen Symbols; 233 
Scrolling; 234 
Search; 235 
Search Backward ; 235 
Search Fo rward ; 235 
Search From The Beginning; 236 
Searching For Text With At t r ibu tes ; 4, 237, 282 
Selecting A Number F rom A Numer ic Field; 165 
Sentence Mode; 237 
Separa tor Line; 95 
Sequence; 89 
Set The Autosave Feature: ; 29 
Sett ing Or Chang ing The Text Length; 264 
Sett ing P r in t ing Standards ; 216 
Sheet Feeder ; 240 
Shell Escapes To The Opera t ing System; 238 
Sh i f t ; 240 
Shor t - fo rma t Index; 148 
Shor tcut Codes; 240 
Sort; 241 
Sort ing More T h a n One Field; 246 
Sort ing Numer i c Fields; 244 
Space Bar; 247 
Spacing; 248 
Spacing Between Footnotes; 94 
Spell Edi tor ; 255 
Spelling Checker ; 248 
Spelling Checker Options; 249 
Spelling Markers ; 256 
Spell ing Tools; 173, 248 
S ta r t ing As Page No.; 200 
Status Lines; 257 
Stop; 258 
Storing A Document Name; 258 
Storing A Document Or Glossary Name; 148 
Strings; 258 
Style; 201 
Subl ibra ry ; 259 
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Subscript ; 259 
Subscript And Superscr ip t ; 259 
Summary; 201 
Superscr ipt ; 260 
Superscr ip ted; 91 
Supervisory Func t ions Menu; 175 
Suspending Pr in t ing ; 203 
Syllable Points; 82 
System Defau l t s ; 213 
T a b Stops; 110 
Table Of Contents Genera to r ; 261 
Table Of Contents Genera to r Menu; 173 
Tempora ry Files; 263, 281 
Termina l Hanging; 280 
Text Emphasis ; 263 
Text Length; 264 
The Shor tcut Code; 151 
Tit le; 264 
To File; 202 
Top Margin; 161 
Troubleshoot ing; 277 
Troubleshoot ing Footnote Processing; 284 
T u r n i n g O f f The Status Line I n f o r m a t i o n ; 257 
Under l ine ; 265 
Under l ine Text ; 265 
Under l ined ; 91 
Uneven Spacing Between Footnotes; 285 
U n j u s t i f i e d Text ; 265 
U p Cursor; 265 
Using Word Era; 1 
V e r i f y Glossary; 266 
V e r i f y i n g A Glossary From The Main Menu; 266 
V e r i f y i n g A Glossary Using The Shor tcut Code; 266 
Ver t ica l Scrolling; 267 
Ver t ica l Spacing; 267 
Widow And O r p h a n Lines; 285 
Wildcard Search; 237, 269 
Windows; 269 
Word Era K e y b o a r d Func t ion Keys; 1 
Word Mode; 271 
Word Wrap; 271 
Word-list Document ; 150, 271 
Work Page; 272 
Zero; 275 
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