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NOTICE

In addition to the .PRD (printer documentation) files described in Appendix A of the
Microsoft Word User’s Guide, the utility disc that came with your package provides
the .PRD file described below:

HP 2686A
LaserJet Printer

With HPLASLAN.PRD and 92286A or 92286B:

FONTS SIZES BOLD ITALIC
Landscape 12, 8.5 No No

8.5 Landscape is font cartridges’ lineprinter Landscape font.

12 is built in Courier 12 point font.

For more information on printing with the LaserJet Printer refer to Appendix A.

The Portable computer requires a minimum of 140K memory. This is smaller than the
size in the getting started section.

Word Convert requires at least 100K of memory on the Portable.
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Overview

What’s In This
Manual

_User’s Manual

Using the Microsoft Word

This manual is designed to be useful throughout the whole time
you work with Microsoft Word®*. You can use this manual as a
learning tool when you first begin working with MS Word and
continue to use it for reference as you become a more expert MS
Word user.

This manual has an introduction, a preface and four main
sections. They are:

Iintroduction

The introduction to the Microsoft Word User’s Manual gives you
a brief overview of MS Word’s many capabilities. Read it to get
an idea of what you can do with MS Word.

Getting Started

The preface to this manual, Getting Started, gives you the
information you need to know before you start working with
MS Word. Read Getting Started before going on to the rest of the
manual to learn how to install MS Word on your HP Personal
Computer. Getting Started also explains some important
differences in how MS Word works on different HP Personal
Computers.

*Microsoft Word is a trademark of Microsoft Corporation.
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Part I. Learning Microsoft Word

The three chapters that make up Learning Microsoft Word take
you step-by-step through the basic concepts and features you
need to know to use MS Word. Its tutorial format and specific
examples give you a chance to practice on your computer as you
learn how MS Word works.

Part 1. Using Microsoft Word

The seven chapters that make up Using Microsoft Word give you
the information you need to know to use MS Word in your daily
work. The concepts that are introduced in Learning Microsoft
Word are reviewed and presented in a form that makes
reference easy. Refer to Part Il when you need reminders or
have questions about your work on MS Word.

Part 11i. Reference to Microsoft Word

The three chapters that make up Reference to Microsoft Word give
you detailed, easy to reference, informatiori about MS Word's
special keys, commands and messages.

Appendices

The appendices at the end of the manual provide information
you might need in special situations. You'll find information
about how different printers work with MS Word, how to

convert WordStar®* files to MS Word files, how to use Print
Merge, and how to use a Touchscreen.

*WordStar is a trademark of MicroPro International.

Using the Microsoft Word User’s Manual-2



How to Use This
Manual

This manual is designed so that it can be used by both beginners
and experienced MS Word users. The discussion below gives
some suggestions about how you can make the best use of this
manual.

If MS Word s Not Yet Installed On Your Computer

If MS Word is not yet installed on your computer turn to Getting
Started, the Preface to this manual. Getting Started tells you how
to install MS Word on your personal computer and gives you the
information you need before you begin working with MS Word.

If You’re New to Word Processing

If you've never used a word processor before, start learning
about and working with MS Word by going through the tutorial
in Chapters 1, 2 and 3. The tutorial gives you a chance to practice
on your computer as you learn basic concepts.

When you've finished the tutorial, you'll be proficient enough
with MS Word to begin doing your own work. You can then use
the rest of the manual when you want more information about
specific tasks, and when you want to learn more advanced word
processing features.

If You’ve Used Word Processors, but are New to
Microsoft Word

If you've worked on word processors before, but have never
used MS Word, you might want to go through the tutorial in
Part I, Learning Microsoft Word. The tutorial will help you
become familiar with what MS Word can do and how it works.
You'll also see very quickly how MS Word is different from
other word processors you've used.

Once you've learned MS Word’s basic operations in the tutorial,

you can use Part II and Part III of the manual when you need to
find specific information.

Using the Microsoft Word User’s Manual-3



If You’ve used Microsoft Word, but not a an HP
Personal Computer

If you've used MS Word, but not on an HP Portable Computer,
start by reviewing the basics in Chapter 4, Microsoft Word
Basics. You'll notice that there are some differences in how

MS Word works on your Hewlett Packard Computer and how it
works on other computers.

If you want to take some time to become reacquainted with
MS Word, go through the tutorial in Chapters 1, 2 and 3. If you
find that Chapter 1 is too easy and repeats what you already
know, skip Chapter 1 and go on to Chapter 2.

Using the Microsoft Word User’s Manual-4



_Introduction

What You Can Microsoft Word®* is a powerful tool for producing letters,
Do With memos, reports, brochures, pamphlets and even book-length
- manuscripts for office, school or personal use. With MS Word,
Microsoft Word you can enter and edit your documents easily and efficiently.
Then with a few simple commands, MS Word turns your rough
draft into a final printed copy with a polished, professional
appearance.

In some ways you use MS Word just as you use a typewriter. You
type on your computer keyboard and the text appears on the
screen, just as what you type on a typewriter appears on paper.
However MS Word does many things that a typewriter cannot
do. It is much easier to enter, edit and format text with MS Word
than it is with a typewriter.

TYPiNg  When you type text with MS Word, you don’t need to think
about where the end of each line should be and you don’t have
to hit a carriage return key to start each new line. MS Word
automatically starts a new line where you need it. If there isn’t
enough room at the end of a line to finish a word, MS Word
moves the entire word to the next line with a feature called
wordwrap.

*Microsoft Word is a trademark of Microsoft Corporation.

Introduction-1



Editing

Formatting

Introduction-2

When you edit documents with MS Word, you can insert or
delete text anywhere you want without retyping the whole
document or changing the document’s format. You can also

copy text from one part of a document and insert it in another

place in the same document or in another document.

Several MS Word features make it especially easy to edit
documents:

MS Word lets you open up to eight text windows on the

screen at the same time. This makes it possible to look at and

edit as many as eight different documents or parts of
documents at the same time.

= Using MS Word's Search and Replace commands, you can

quickly find names, words or phrases wherever they occur in

a document and change them automatically.

# MS Word provides a Glossary in which you can store

frequently used names, terms or even lengthy paragraphs of
text. You can then insert text from the Glossary at any place

in any document.

# In addition, you can change your mind after making a change

to text and use MS Word’s “Undo” feature to reverse the
change.

If you've never used a word processor before, you might be
surprised at how easy it is to set up the physical appearance of
your documents with MS Word. You can very easily move
margins, set tabs, change the alignment and indentation of
paragraphs, change the look of characters by adding special
emphasis, such as underlining or italics, and create footnotes
and running heads.



Printing

If you've used other microcomputer word processing programs,
you'll be pleased to discover that with MS Word, you don’t see
control characters on the screen disrupting the appearance and
the alignment of your document. Almost all the formatting you
assign to a document with MS Word is visible on the screen as
you work. You don’t have to guess how your final document
will look. You can see it on the screen.

A special feature of MS Word lets you create and store Style
sheets. Then when you want to format a document in a
particular style, you simply attach the Style sheet to it. Instead of
recreating your standard formats for each new document, you
can define your formatting styles once in a Style sheet and then
apply them to any document. Style sheets make it easy to
standardize the format of documents written by different
people at different times.

With MS Word you can print documents on most of the
commonly used impact and dot matrix printers. MS Word also
has the built-in capability to support even the most
sophisticated laser printers and typesetting equipment as they
become available. Because MS Word supports 64 fonts and has
an internal measurement accuracy of better than one one-
thousandth of an inch, it can be used for typesetting.

As you work with MS Word, you don’t have to worry about
whether your printer can handle every detail of the format you
specify. If a style isn’t available on the printer you're using,

MS Word will approximate it to the best of the printer’s ability.
This feature is especially useful if you print the same document
on several different types of printers. Because MS Word
automatically adjusts to the capabilities of different printers, you
can switch printers without changing any formatting
information in your document, even if you are moving from a
dot matrix to a letter-quality printer.

MS Word'’s Print Merge feature lets you print multiple versions

of a document by combining variable text (such as addresses)
with a standard document (such as a form letter).

Introduction-3



Getting Started with
Microsoft Word on Your
HP Personal Compute

Overview Getting Started tells you what you need to know to begin using
MS Word on your HP Personal Computef. The information
presented here is for both desktop computers, like the

HP Touchscreen Personal Computer, and portable computers,
like the HP Portable.

Before you can do anything else, you must install MS Word on
your computer. Getting Started tells you how.

Before You Before you install MS Word, we recommend that you:
Begin

# Check the MS Word package for completeness.
# Write-protect the MS Word Master Disc you received from
Hewlett-Packard.

= Format a blank flexible disc to install MS Word onto. (If your
computer has a fixed disc, you don’t need a blank flexible
disc.)

# Take out the owner’s documentation that came with your
computer. You might need to refer to it for help with
formatting discs and installing applications.

Getting Started with Microsoft Word-1



Checking the MS  Make sure that your MS Word package contains:

Word Package for
Completeness Two MS Word discs — the Master MS Word Program Disc
which has the MS Word program on it and the MS Word
Utilities Disc which contains configuration files for different
printers as well as a WordStar®* and conversion program.

. The Microsoft Word User’s Manual.
# The Microsoft Word Quick Reference Card.

Your MS Word package also contains a keyboard template. If
you have an HP Touchscreen Personal Computer, this template
fits over the numeric keyboard to the right of the main
keyboard. Put this template on the keyboard now. With the
template in place, you see the names of special MS Word
functions given to the four keys above the numeric keyboard.

Write-Protecting  Write-protecting is simple but important. When a disc is write-

the Master MS Word protected, you cannot accidentally delete or change any of the
Program Disc files on it. You want to be sure you don’t change the contents of

your Master MS Word Disc, so write protect it now.

To write-protect the disc, push the red tab toward the edge of
the disc until it clicks in place.

Tab Write Unprotected \D

Groove

Write Protected

*WordStar is a trademark of MicroPro International

Getting Started with Microsoft Word-2



Referring to Your
HP Personal
Computer Owner’s
Documentation

The information in the owner’s documentation that came with
your HP Personal Computer is specific to your computer, and
contains information about formatting discs and installing
applications. If you need help while getting started with MS
Word, the information you need may be in this documentation.

Installing MS
Word on the
HP Touchscreen

Personal
Computer

To install MS Word on the HP Touchscreen Personal Computer,
use the FORMAT and INSTALL utilities in the Personal
Applications Manager (P.A.M.). Follow these basic steps:

1. Format a blank flexible disc using the FORMAT utility. If
you need help using the FORMAT utility, see the owner’s
documentation that came with your HP Touchscreen
Personal Computer.

If your computer has a fixed disc, you can install MS Word onto
the fixed disc. In this case you do not need a blank formatted
flexible disc. '

2, Install MS Word onto the newly-formatted disc using the
INSTALL utility. See the owner’s documentation that came
with your computer if you need more information about
how to use INSTALL.

3. After installation is complete, remove the Master MS Word
Disc and put it in a safe place.

4. Turn to Chapter 1, Introducing Microsoft Word, to start
using your new word processing program. To learn how to
use the Touchscreen with MS Word, see Appendix D, The
Touchscreen.

Getting Started with Microsoft Word-3



Iinstalling MS To install MS Word on the HP Portable Computer, follow these
Word on the basic steps:

HP Portable 1. Connect your portable computer to your external disc

Computer drive and turn on all the equipment. If this is the first time
you've used the external disc, see the owner’s
documentation that came with your HP Portable
Computer for information.

2. Make sure that your System Configuration menu shows
the correct number of external disc drives you are using
and reset the amount of memory.

RIS ystem Config to view the System

Configuration Menu.

b. At the prompt Memory / Edisc:, press either

Next ChoicellZlRedPrev Cho:celZIR R,

the amount of memory to 196K.

If you can’t set the memory to 196K, the internal disc contains
too many files. Use MS DOS or the File Manager to delete
unnecessary files and try again.

If you change the amount of memory for use with other
programs, you must set it to 196K again before you can use MS
Word.

©. Atthe prompt External disc drives; set the
correct number of drives you are using that are
external to your portable computer.

If you need to change the number displayed, press

Nexi Chosc ]I revious ChoscelE)

until you see the correct number of disc drives on the
screen.

Getting Started with Microsoft Word-4




Using the Install
MS Word Program
on a Portable
Computer

d. Select to save the new
configuration and return to the P.A.M. Main Menu.
3. Format a blank flexible disc using the FORMAT utility. If
you need help using the FORMAT utility, see the owner’s
documentation that came with your HP Portable
Computer.

4. Install MS Word onto the newly formatted disc in an
external disc drive, following the steps shown in the next
section.

When you install MS Word on your portable computer, you
must install it to an external disc in order to have enough space
for it to run.

Install MS Word on your Personal Computer using the Install
MS Word program that is on your Master MS Word Disc.

To install MS Word:

1. Insert the Master MS Word Disc into drive C and press

Reread D sc i)

The [Qu=s =008 =3gs label appears on the P.AM. Main
Menu. The letter of the disc drive containing your Master

MS Word Disc, drive C, appears on the second line of the
label.

2. Following the P.AM. prompts at the top of the screen, use

the arrow keys to move the pointer to JEERENEEEAL]fe!
A tart Applie to start the installation.

3. Respond to the questions as they appear on your screen.

Getting Started with Microsoft Word-5



C.
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Where should program be
installed (default is A:)?

Type the letter of the drive where you want to instal]

MS Word followed by a colon (:) and press (Return),
like this:

If you only have one external disc drive:

Type C: [Return].

If you have two external disc drives, insert the blank
formatted disc in drive D, and:

Type D: [Return].

Should a remove utility be provided
(enter Y or N; default is Y)?

Press to accept the default response of yes.

Your computer and P.AM. begin installing MS Word
according to your responses to the prompts. If you
have only one external disc drive, you will need to
swap discs when you see these messages:

Insert target disc

The target disc is the disc to receive the installed
copy of MS Word. Remove the MS Word Master Disc
and insert the formatted disc.

Insert master disc

The master disc is the Master MS Word Disc. Remove
the formatted disc that is receiving the copy and
insert the Master disc.

When MS Word is installed, you see the new label
MS Word on the PAM. Main Menu.

Remove the Master MS Word Disc and put it in a safe
place.

Read Using MS Word on the HP Portable before you turn

to Chapter 1, Introducing Microsoft Word.



Using MS Word
~ on the
HP Portable

CTAL key

ESC key *

CTRL key.

LRI

Computer
Museum

MS Word does all the same things on the HP Portable that it
does on the HP Touchscreen Personal Computer. However the
HP Portable Screen displays fewer lines of text than the HP
Touchscreen and different keys are sometimes used to perform
the same operations. The instructions and screen illustrations in
the Microsoft Word User’s Manual are based on the keys on the
HP Touchscreen Personal Computer.

If you have an HP Portable Computer, study the keyboard
illustrations and the chart below to see the difference between
the keys. Pay particular attention to the words on the front of
the arrow keys. These functions are activated by holding down

Extend Char ]| while you press the arrow key.

To learn more about the MS Word keys and how to use them,
read Chapters 1-3, Learning Microsoft Word, Chapter 4,
Microsoft Word Basics, and Chapter 11, Special Keys Directory,
in this manual.

{ Function keys Edit keys J

E I8 (T
4

Main keyboard Select key Mo ve;nen! keys

Edit !(eys Select key  Movement keys

ESCkey+*+* """

Main keyboard
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Action

On the HP On the HP
Touchscreen, Press Portable, Press

Move the cursor

To the top of the
window

To the bottom of the
window

Scroll the text

Page from above

Page from below

To the beginning of the ]

document

End of the document

Select text
Word right

Word left
Previous Sentence

Current or Next
Gentence

microsoft Word-8

Getting started with

(TR0 + ) [0 +
(ExendCrar] +
=]

() + [CTRD) +  [G7AL) +

&) (Extend Ghar) +
=]

(Per) or [Sh) +  (Exiend Crar) +

CTAL) + (3] (Frev) or (S
+ (CTRL) + (2]

(Ned) or (ShiT) +  (ExendOnal) +

CiRL) + (3] (Next) or (S
+ [eraL) + (7]
(Exend Crar) +
]

) + ) (Exiena Grar) +
]

(Exiend Grar) +

N

(Snift] + [Word] (Extend Char] +
L

[Shift] + [Sentence] [CTAL) + (4]
or [eTAL) + (&

(Sentence ) or (CTRL)]  [CTRL) + [+]
+ (]



On the HP On the HP

Action Touchscreen, Press Portable, Press
Edit text

Delete to the scrap or Extend Char] +
Delete without placing (Shift] + (Delete Line] [Shift] +

in the scrap or + Extend Char] +
Insert from the Scrap +

Replace from the Scrap (shift] + [insertLine] [Shift] +
+

Overtype text Extend Char ] +
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Learning Microsoft Word has three tutorial chapters that take you
step-by-step through the basic concepts and features you need to
know to use MS Word for word processing.

Using specific examples, you'll learn to enter, edit, format and
save text.

Chapter 1

* Introducing Microsoft Word ¢

Chapter 1 introduces you to the MS Word screen and keyboard.
You'll learn how to enter text, select it so that you can change it,
and move back and forth between the text window, where you
work on text, and the Command menu, where you tell MS Word
what changes to make.

Chapter 2. Creating a New Document

Chapter 2 shows you how to enter a short document, change it
by deleting text, adding new text, and replacing text, and change
its appearance by formatting it. You'll also learn to save your
document on disc, and leave the MS Word program.

Chapter 3. Working with an Existing Document
Chapter 3 shows you how to retrieve a document from a disc,
move through the text to locate what you want to change, and
move and copy text.

After you use the tutorial chapters to learn some of MS Word’s
basics go to Part 11, Using Microsoft Word, and Part 111,
Reference to Microsoft Word. The information you learn in the
tutorial is presented again and in more detail. In addition, you'll
find many MS Word features that are not discussed in these
tutorial chapters.







Introducing Microsoft Word

Overview This chapter helps you become familiar with the MS Word
screen and keyboard, the basic terms that are used in this
manual and on the screen, and how to identify where you are in
MS Word.

This chapter gives you important conceptual information that is
basic to working with MS Word. So, although you'll have a
chance to practice what you're learning with some simple
examples, you'll also do a lot of reading in this chapter. Later, in
Chapters 2 and 3, you'll learn how to use MS Word by working
through specific examples on your computer.

Starting MS Word  Start MS Word now so that you can look at the screen as you
read the information below.

To use the MS Word program disc, be sure that it is not write-
protected.

To start MS Word:

1. If you have just installed MS Word, it appears as a choice

on the P.AM. Main Menu. Select [{SJ% lord from the
P.A.M. Main Menu and choose SRETREIB Y.

After a moment, you'll see the MS Word screen.

Introducing Microsoft Word 1-1



2. If you have already installed MS Word and are just turning
on your HP Personal Computer:

If you installed MS Word on a fixed disc, it appears as a
choice on the P.A M. Main Menu. Select from

the menu and choose ERA-TRNIsIeBS¥e.

If you installed MS Word on a flexible disc, when the
P.A.M. Main Menu appears, insert the MS Word program

disc and press [JIREEIIRTE When [ENTREE appears

on the P.A.M. Main Menu, select it and choose

Start Applic)
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lntrOdUCing the When you start MS Word, you see the basic MS Word screen, as

MS Word it now appears on your computer screen and in the illustration

below. You will be working with the different parts of the
Screen and screen pointed out in the illustration below, so take a minute to
Keyboard locate them on your computer screen:

The Text Window
The Command Menu
The Message Line
The Status Line

# The Function Key Labels

7 =)

Text Window eeccecesesccscsobosccecnse

Command menu,

Message Line., e

., J
®e .l
3 "o.. o | COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Status Llne'o..... e, Options Print Quit Replace Search Transfer Undo Window
'-...... ®eEdit document or press Cancel to use menu
qe

Function key labelse s, .

As you learn MS Word, you'll be using a number of special keys
on the keyboard. Your keyboard looks something like one of the
two keyboards illustrated below, either the desktop keyboard or
the portable. The keyboard illustrations point out the different
kinds of keys you'll be using. You'll learn to use many of these
keys as you use the tutorial.
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Function keys Edit keys

CTRL key-..._

Esckey..oo...1

_

Main keyboard Selec.t key Movement keys

Function keys Edit keys Select key Movement keys

CTRL key.......

DEL

ESCkeyn..........

The Text Window

Introducing Microsoft Word

ESC

Main keyboard

The text window is your work area, where the text you enter
and edit appears. This window fills the major portion of the
screen, and is bordered by a highlighted line.

If someone has already used the MS Word program disc, you
may see a ruler across the top of the text window and some
symbols other than those discussed below in the window. If you
see a ruler and symbols you don’t understand, ignore them for
now. You'll learn what they are later in Chapter 2.



Symbols in the Text Window

1. Look at the upper left corner of the text window. Notice
the number 1 in the upper left corner of the screen, the
small horizontal line on the window border under the
number, and the highlighted symbol (Z) just inside the
window. These symbols are explained below.

Window Number. The number 1 is the Window Number. Right
now there is only one window on the screen. However, MS
Word lets you split the work area into multiple windows to
view different parts of the same document, or different
documents, at the same time. Each window will have its own
window number. In this tutorial you’ll be working with one
window. Chapter 5, Creating and Working with Documents,
tells you how to work with more than one window.

Scroll Line. The small horizontal line on the left window
border is the Scroll Line. When you work with documents that
are larger than the size of the window, you'll see the scroll line
move down the side to show you how far into the document you
are.

End Mark. The highlighted symbol (=) is the End Mark. MS
Word automatically displays the End Mark to show you the end
of the text in your document.

Typing in the Text Window
Since the text window is empty now, the End Mark is the only
character on the screen. When you type, characters are inserted

in front of the highlighted End Mark, which moves to the right.
Try it:
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1. Type your first and last name. Then press [Return].
When you press [Return ], the End Mark moves to the

beginning of the next line.

Chris Jones

2. Now type your address, pressing at the end of each
line, just as you would on a typewriter.

If you make a mistake while you're typing, you can press
to erase the last character, and then continue
typing. For now, however, don’t worry about making
mistakes. In Chapter 2, you'll learn how to make
corrections and changes to your text.

Your screen should now look something like the one
shown here:

Chris Jones
2787 Abbot Street
Hometown, CA 93004

g

The Cursor

The End Mark is not always highlighted. You can move the
highlight, or cursor, to any place in your document. You can also
extend the cursor so that more than one character is highlighted.
The cursor highlight is used to indicate two things:

1. The position in your document where text will be inserted
when you type.

2. Text that you want to edit or format.



When you type and move around in MS Word documents, the
cursor is usually one character. Later you'll see the cursor expand
as you learn to select different amounts of text.

Moving Within Text

1. Look at your keyboard and find the four arrow keys.
2. Press[a].

The cursor moves up a line in your address on the screen
and selects a new character.

Chris Jones
2787 Abbot Street
. metown, CA 93004

The cursor moves up a ,.s**| =
line when you press [a]

3. Take a minute to try the other arrow keys and get the feel
of moving around in your text. You'll be using these keys
again in a few minutes to help italicize your name.

The Command Area: The four lines below the text window are called the Command

Command Menu, ar
Message, and
Status Lines

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Cancel to use menu

1. Locate the command area on your screen and refer to it as
you read the following paragraphs.
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Command Menu

The two lines directly below the text window make up the
Command menu. The words on these lines show the commands
you'll be using to create, edit, save, and print your documents.
You'll learn how to use some of these commands in the tutorial.
The rest of the commands are described in Part II, Using
Microsoft Word. In addition, Chapter 12, Command Directory,
provides detailed explanations of all MS Word commands.

Message Line

Below the Command menu is the Message Line. Messages on the
Message Line tell you what to do next and alert you when
something has gone wrong. Right now the message on the
Message Line tells you to:

Edit document or press Cancel tousemenu

You'll see the message change as you activate the Command
menu and use the various commands. Chapter 13, Message
Directory, lists and explains all the possible messages.

Status Line

The Status Line which begins with the word Page, displays
information about the current document. This includes the
number of the page now shown on the screen, the contents of
the Scrap ({}), the amount of free space, and the name of the
active document. You'll be learning about some of these
concepts throughout the tutorial. For detailed information about
the Status Line, see Chapter 4, Microsoft Word Basics.

Moving Back and Forth From Text Window to
Command Menu

As you use MS Word, you'll be moving back and forth between
the text window, where you enter text and perform basic editing
operations, and the Command menu, where you issue
commands to perform many of MS Word’s other operations.



Right now there is no highlighting on the Command menu
lines — this tells you that the Command menu is inactive.
When you want to use a command, you must first stop entering
text and activate the Command menu.

To activate the Command menu:

1. Find and press , the escape key. Then look back at the
Command menu.

You escaped from the text window, and started, or
activated the Command menu. The word Alpha on the
menu is now highlighted. The Message Line has also
changed.

COMMAND:, o A% Copy Delete Format Gallery Help Insert Jump Library

coo®® ybptiéns Print Quit Replace Search Transfer Undo Window

The high/ight shows that-"' '..Select option or type command letter
the Command menu is
active.

99% F

Whenever Alpha (or any other word on the menu) is
highlighted, the Command menu is active and you can choose
commands from it. When the Command menu is active, the text
window is inactive and any characters you type are used to
choose commands.

Alpha is in itself a command — it tells MS Word to return you to
the text window for further typing and editing.

To choose a command from the menu, you type the first letter of
the command. (You'll learn another method of choosing
commands in the next chapter.)

1. Type A to choose the command Alpha and return to the
text window.

2. Notice that the Command menu is no longer active —
none of the words in it are highlighted.

MS Word has returned you to the text window, and you
can now enter or change more text.
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and Keys

When You Make a Mistake on the Command Menu

MS Word provides several features to help you out if you make a
mistake or change your mind. You'll learn about these as you
work through the tutorial chapters. The most important one to
know about when you're using the Command menu is the
Escape key, [ESC]. You can cancel any command by pressing
ESC|.

1. Press now to stop text entry and activate the
Command menu again.

2. Now forget for a moment that the Command menu is
active. Type J KL, as though you were inserting the
characters into the text of your document.

You probably heard a beep from the computer, and noticed
that the characters did not appear in your text.

3. Look down at the Command menu. Instead of the menu,
you see the Jump command line. The Jump command was
started when you typed J.

4. To cancel the command and return to the text window,
press and then type A again.

You’'ve certainly noticed the highlighted boxes across the
bottom of the screen. Take a close look at them now.

These are labels for the function keys labeled f1 through (8 across
the top of the keyboard. They tell you what will happen when
you press one of the function keys. As the labels on the screen

change, so do the actions initiated by the function keys.

The function keys let you do many special writing, editing, and
formatting tasks in MS Word. With these function keys you can
select text, format paragraphs, add special highlighting such as
bold and underlining to your text, ask for help, and cancel
commands.

Introducing Microsoft Word



Some of the function keys do something to the text on your
screen as soon as you press them. Others cause the display of a
new series of functions labels on the bottom of the screen.

If your computer has a Touchscreen, you can simply touch the
function label on the screen to choose the function. For more
information, see Appendix D, The Touchscreen.

Additional Function Keys

If you have a desktop computer, there are four additional
function keys above the numeric keypad. You can use these
keys to help select different amounts of text as you edit. The
keyboard template that came with your personal computer
shows you how much text each of these function keys selects.

Using the Function Keys
To practice using the function keys, follow these steps to select

different portions of text in your document and then italicize
your name:

1. Press SRR (-3 ).

The function labels on the screen change to display
portions of text that you can select with the function keys.

2. Look at your name and address as you typed them earlier.

3. Use the arrow keys to move the cursor to the first letter in
your last name.
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4. Press MBS ELRE (2] to select your last name.

The cursor expands to highlight your last name. Your last
name is now selected.

2% Abbot Street
R ®Hometown, CA 93004
Your last name oo =
highlights and becomes
selected when you press

(Word Right ].

5. Press [l - Bu-E8 1 to select your first name.

The expanded cursor moves to highlight the word on the
left. Now your first name is selected.

2787 Abbot Street
Hometown, CA 93004

6. Press to select your entire name — all the
characters on the current line.

s
2787 Abbot Street
Hometcwn, CA 93004
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7. Press to return to the original function key

labels.
8. Press (UL EIRNIIETL to see your typeface
choices.

9. Press to italicize the currently selected text
— your name. You'll see the typeface change right on the
screen.

o® 2787 Abbot Street
® Hometown, CA 393004
Selected text becomes*® =
italicized when you press

10. Now press again.

You've just learned one way to select text and change the
typeface. As you become more familiar with the features
available in MS Word, you'll learn other ways to do the same
thing. The method you decide to use is a matter of personal
preference. The method you just tried gives you an idea of how
the function keys work.

Getting Help Help information is available at all times while you are using
MS Word. You can choose help with a function key, or from the
Command menu. This time try it with the function key:
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1. If you don't see on the function labels, press
to return the main labels to the screen.

2. Press now.

The introduction to Help appears on the screen, and a
Help menu replaces the Command menu at the bottom of
the screen. The Help menu lists major topics you can ask
for help about.

HELP: Resume Next Previous
Introduction Commands Editing Keyboard Touchscreen Selection
Select option or type command letter

Practicing with Help

You can use Help to find out what a particular command will
do, remind you of which key to press for the result you want, or
review how to go about a particular task with MS Word.

Follow these steps to practice using Help and become familiar
with the information in the help messages.

To ask for information about the special keys on the
keyboard:

1. With the introductory help text and the Help menu on the
screen, type K for Keyboard.

Information about the keyboard appears on the screen.
2. Find the words Next and Previous on the Help menu.
3. Type N for Next.

The next page of the help text appears on the screen,
showing you more information about the keyboard. This
time, it shows you which keys to use to select text.

You can see more information about the keyboard by
continuing to type N for Next. (You can also press on
your keyboard.)
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Clearing the
Window

4. Now type C for Commands.

The help text changes again. This time you see
information about how to use commands. If you choose
Next, you can page through information about all the
commands shown on the Command menu.

5. You can continue to experiment with using Help, if you
like. When you're finished, type R for Resume to return to
the text window and resume text editing.

You'll learn more about using Help to find information
about specific commands in Chapter 3.

You've almost completed your introduction to the MS Word
screen and keyboard. In Chapter 2, you'll enter and format a
short document, and you'll want to start with an empty
window. Clearing the window also lets you practice moving to
the Command menu and choosing a command.

1. If the Command menu is inactive (none of the words on it

are highlighted), press (ESC].

OR
Press (RN (8]. ((ESC] and can be used
interchangeably.)

2. Find the word Transfer on the Command menu. This is the
command you want to choose.

Earlier, you chose the Alpha command by typing its first
letter — A. This time, you'll choose the command in a
different way:

3. Press to move the highlight across the words in the
Command menu until Transfer is highlighted.

COMMAND: Alpha Copy Delete Format Help Insert Jump Library
Options Print Quit Replace Search FESlEFg¥ Undo Window
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l TRANSFER: {&&d

l TRANSFER: Load Save {

Introducing Microsoft Word

4.

Press [Return].

The Command menu changes to show another menu of
commands that relate to transferring documents. Most of
the Transfer commands are used to tell MS Word what
documents to transfer between your disc(s) and the screen.
One of the Transfer commands is used to clear text from
the text window and from the memory of your personal
computer.

ave Clear Delete Merge Options Rename Glossary )

Find the word Clear on the new menu.
Press until Clear is highlighted.

Delete Merge Options Rename Glossary )

7.

Press .

Another set of choices appears on the menu line: All or
Window. You will Clear All.

Since All is already selected (highlighted), just press
(eturn).

The message on the Message Line tells you:
Enter Yioconfirmloss of edits

Since you haven’t saved your text to a document on disc,
clearing the window will erase the only copy of your text.
MS Word knows this, and wants to make sure you know
the text will not be saved.

Type Y to clear the window and throw away the text you
typed.
Your name and address are removed from the text

window, which now looks just as it did when you started
this chapter.



Quitting MS
Word: the Quit
Command

If you want to take a break before continuing with Chapter 2 of
the tutorial, the following steps show you how to leave MS
Word when you are finished.

If you want to continue learning more about MS Word, skip this
step and turn to Chapter 2. You will also learn how to Quit at
the end of Chapter 2.

To quit MS Word:

1. Press or to activate the Command menu.
2. Choose the Quit command. (Type Q for Quit.)

Since you have already cleared the window the screen goes
blank for a moment, and then the P.A.M. main Menu
appears.
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Overview

Creating a New Document

When you want to create a new document with MS Word, you
simply type in the text window. When you finish typing the
document, you save it on a disc so that you can edit and/or print
it later.

In this chapter you will type and format a notice so that it looks
like the one below. Then you'll save your work.

Do not begin typing yet.

NOTICE

During the last month we have been evaluating new word
processing programs for use in department. Qur first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Feb. 8.

One of the most important criteria was that we reduce our
anticipated training overhead. Furthermore, we must be abie
to use our present HP Personal Computer hardware with little
or no moaification ana produce documents on our existing
printers.

The results of our evaluation will be presented Friday, March
11 at 10 AM in the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.

If you quit MS Word and took a break at the end of Chapter 1,
you'll have to start MS Word again before you can continue. If
you need help starting MS Word, see the beginning of
Chapter 1.
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Entering Text

Press to start a
new line and a new
paragraph.

2-2 Creating a New Document

When you type with M5 Word, you don’t need to think about
margins or other formats. MS Word has some basic formats
already set for your use. Later in this chapter you will learn how
to change some of these formats to make the notice look more
attractive.

1. Type NOTICE and press [Return].

As you type, the new characters are inserted in front of the
cursor, and the cursor moves to the right.

When you press [Return], you start a new paragraph, and
the cursor moves to the left margin of the next line. An
invisible paragraph mark is placed at the end of the
paragraph (you'll learn how to make it visible later on).
MS Word initially formats your text with single spacing
between paragraphs — you’ll learn how to change the
spacing later in this chapter.

(3

NOTICE

Type the following text, without pressing [Return .

During the last month we have been evaluating new word
processing programs for use in our department. Our first priority
was to meet, wherever possible, the criteria established at our
staff meeting on Feb 8.



As you type, MS Word automatically starts a new line for you
each time the text passes the right margin.

(] T)
‘!7NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Qur first
priority was to meet, wherever pessible, the criteria
established at our staff meeting on Feb 8.%

Computer

Museum

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

Page ! {7 99% Free Microsoft Wor

J

This is called Wordwrap. Wordwrap lets you concentrate on
creating and typing your document without having to
worry about where the right margin is. You only need to

press when you want to begin a new paragraph.
You'll learn how to view and change the margins later.

If you press [Return] by mistake, you can press to

remove the paragraph mark and get rid of the extra line. If you
make a typing mistake, press to erase the last
character, and continue typing. However, you needn’t worry
about making a perfect copy now — you’ll learn how to move
back into text and make editing changes later.

3. Press now to begin a new paragraph.
4. Type the next paragraph:

One of the most important criteria was that we reduce our
anticipated training overhead. Furthermore, we must be able to
use our present HP Personal Computer hardware with little or no
modification and produce documents on our existing printers.
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Correcting Typing
Mistakes: The
BACKSPACE Key

erases

characters to the left of
the cursor.

2-4 Creating a New Document

5. Press[Return] again to start the last paragraph, and type the
rest of the notice. Do NOT press at the end of this
next paragraph. Type:

The results of our evaluation will be presented at the department
staff meeting this Friday, March 11 at 10 AM in the Main
Conference room.

If you type the wrong characters, you can easily erase them and
type the correct ones. To erase mistakes, press [ Backspace].

erases the character just to the left of the cursor. Then
you can type the new characters.

Try it: erase room so that you can capitalize the R:
1. Press until you have erased room.
(m 1)

NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
priority was to meet, wherever possible, the criteria
establisred at our staff meeting on Feb 3.

One of the most important criteria was that we reduce our
anticipated iraining overhead. furthermore, we must be able
to use our present HP Personal Computer hardware with little
or no modification and produce documents on our existing
printers.

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in
the Main Conference ¥

& )

2. Type Room.

If you discover that you made errors earlier, don’t worry
about correcting them now. The next thing you will learn
is how to select and delete characters or words without
disturbing text that you want to keep.



Making
Changes to Text
in a Document

Selecting Text:
Extending The
Cursor

Editing Text

You can make all kinds of changes to a document with MS
Word. As you create your own documents, you'll find that you
want to make some changes as you write, and others after
you've entered the main bulk of your text. In this example, you
make changes after you've entered the main text.

When you make changes to a document, you follow two basic
steps:

1. Select what you want to change.

2. Make the change.

In Chapter 1 you learned to use the arrow keys to move the
cursor around in text, and the function keys to select different
amounts of text. As you make editing and formatting changes to
your new document in this chapter, you'll use the arrow keys
again, and learn to extend the cursor with to include all
the text you want to select and change.

Let’s say that after reading your notice again, you decide to
make some changes. In the first paragraph, you typed the word
priority. To be more precise, you decide to use the word
consideration instead.

First, you select the word you want to change. MS Word
provides several ways to select text. As you become familiar
with them, you can use whichever method is most convenient.
In Chapter 1, you used the function keys to select text. Now
you'll learn another way.
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1. The cursor is on the End Mark. Use the arrow keys to
move the cursor until the p in priority is highlighted.

i» NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
griority was to meet, wherever possible, the criteria

o® established at our staff meeting on Feb 8.
One of the most important criteria was that we reduce our

«* anticipated training overhead. Furthermore, we must be able
* to use our present HP Personal Computer hardware with little
..‘ or no modification and produce documents on our existing
New cursor position * printers. ) )
. The results of our evaluation will be presented at the
marks the first character department staff meeting this Friday, March 11 at 10 AM in
you want to change, the Main Conference Room. =

\ )

2. Look at the arrow keys on your keyboard and find the

nearby key.
3. When you find it, press [Select].

Notice the EX that appears on the Status Line at the
bottom of the screen. EX stands for extend the cursor.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Cancel to use menu
L] L]

EX shows that extend eessoe LY ERRER T * 000y Kras e Microsoft Word
selection is turned on.

4. Now press and hold down [»] until all of priority is
highlighted.

If you go too far, you can press («] to reduce the size of the
highlight.
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+ [»] extends*’

the selection to inciude
priority.

If you have a desktop computer, you can also use the four extra
function keys above the numeric keypad to select text. For more
information, see Chapter 11, Special Keys Directory.

T  NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
B PtEiwas to meet, wherever possible, the criteria

o® established at our staff meeting on Feb 8.

p One of the most important criteria was that we reduce our
anticipated training overhead. Furthermore, we must be able
to use our present HP Personal Computer hardware with little
or no modification and produce documents on our existing
printers,

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in

the Main Conference Room. =

\! J,

Deleting Text

Now that priority is selected, you can delete it.

1. Press to delete priority.

The word priority disappears, MS Word closes up the
space, and the cursor automatically moves to the first
character in the next word. deletes the text that
is currently selected, whether it is one character, or three

pages. You can use the key in exactly the same
way. It’s up to you which key to use.
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2. Examine the Status Line now. The EX has disappeared —
extend selection was turned off automatically when you

pressed (Delete Line ]. The word priority is now shown
between the braces (} }) to the right of the Page number.

\
qq NOTICE

During the last month we have been evaluating new word
rocessing programs for use in our department. Our first
was to meet, wherever possible, the criteria

® established at our staff meeting on Feb 8.

o] One of the most important criteria was that we reduce our
anticipated training overhead. Furthermeore, we must be able

.’ to use our present HP Personal Computer hardware with little
K or no medification and produce documents on ocur existing
0 printers.
o The results of our evaluation will be presented at the
o department staff meeting this Friday, March 11 at 10 AM in
priority is deleted from the Main Conference Room. =
the document
and placed in the Scrap.
.
L]
..'J

2a
COMMAND: Alpha Copy Delete Format Gallery Help lnsert Jump Library
",p tions Print Quit Replace Search Transfer Undo Window
Edit documentgor press Cancel to use menu
{priority} 99% Fr

\ Mo ’

The braces on the Status Line show you the contents of the
Scrap. The Scrap is a temporary storage area where text is
normally placed when you delete or copy it. You can then insert
text from the Scrap to another location in your document
without having to retype it. You can also delete text so that it is
not placed in the Scrap. You’'ll learn more about the Scrap in
Chapter 3, and find detailed information about it in Chapter 5,
Creating and Working with Documents.

Inserting New Text
Now you can insert consideration in place of priority:

1. Type consideration plus a space.
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New text is inserted at *
the cursor, which moves
to the right.

The new word is inserted in front of the cursor, moving
the rest of the text to the right. MS Word uses Wordwrap to
automatically reformat the paragraph as needed.

™~
[~ NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideratimé%uas to meet, wherever possible, the
criteria.cs.tablished at our staff meeting on Feb B.
One of gfhe most important criteria was that we reduce our
ant.iofpated training overhead. Furthermore, we must be able
tg®use our present HP Personal Computer hardware with little
e%r no modification and produce documents on our existing
printers.
The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in

the Main Conference Room. =

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

Page 1 {priority} - 99% Free Microsoft Word:

. )

Undoing Editing Changes: The Undo Command

Suppose you are not sure you really want to change priority to
consideration. How do you change it back? You could select,
delete, and type again, but there’s an easier way — you can undo
your last change. The Undo command is on the Command
menu

1. Press[EsC) or [(ERYI (F8).
The word Alpha in the Command menu highlights. When

a word in the Command menu is highlighted, you can
choose one of the MS Word commands shown on the
menu.

2. Type U (for Undo).

The word consideration is replaced by the word priority.
Undo reversed the effect of the last editing change you
made. You can even undo “undo”.

3. Press again.
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Position the cursor on
the character you want **°
to insert text in front of.

2-10 Creating a New Document

4. Type U (for Undo).

Consideration appears in the text again, and you are
automatically returned to the text window to continue

editing.

Undo reverses only the last change you made.

.

Typing More Text

Looking over the notice now, you decide to insert a few more
words into the second paragraph.

When you want to insert words into something you are writing
by hand, you naturally pick the place you want the words to go.
The same is true when you are using MS Word; you choose the
place to insert text by positioning the cursor there.

1. Position the cursor on the period after overhead in the first

sentence of the second paragraph. Use the arrow keys to

move the cursor to the new location.

8 NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Feb 8.

One of the most important criteria was that we reduce our
anticipated training ovgw.d Furthermore, we must

be able to use %v.prﬁ%ent HP Personal Computer hardware
with Ll.tgk.'dr.no modification and produce documents on our
.ix'mh.ng printers.

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in

the Main lcnference Room. =

~




You place the cursor on the period because you will insert
the new text in front of it. Text is always inserted in front
of the cursor.

2. Press the spacebar, then type:

without compromising on features

‘F NOTICE
During the last month we have been evaluating new word

processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Feb 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features Furthermore, we must be able to use our

present HP Personal Computer hardware with little or no
modification and produce documents on our existing printers.
The results of our evaluation will be presented at the
department staff meeting this Friday, March 1! at 10 AM in

the Main Conference Room. =

The text appears in front of the cursor, and the period
moves to the right. The cursor is still on the period.

To finish off the notice with a little more flair, you decide to add
a one-sentence paragraph at the end of the text.

4. Place the cursor on the end mark and press [(Return].
5. Type:

Free coffee and donuts to the first ten people who arrive.
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8. Press[Return].

N

(i
¥ norice

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Febp 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features. Furthermore, we must be able to use our present HP
Parsonal Computer hardware with little or no modification
and produce documents on our existing printers.

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in
the Main Conference Room.

Free coffee and donuts to the first ten people who

arrive.

Looking over your last sentence, you decide that you want to
give people an incentive to arrive on time. Instead of serving
ee coffee and donuts to the first ten people, you only want to

fr

eplacing Text

serve the first fwo.

To replace a few characters, you can turn on overtype and simply
type the new characters over the existing ones. Use overtype to

change ten to two.
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1. Position the cursor on the ¢ in fen.

2. Press to turn on overtyping.




Notice the OT appear on the Status Line. This tells you that
overtyping is turned on.

@ NOTICE j

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criterja
established at our staff meeting on fFeb 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features. furthermore, we must be able to use our present HP
Personal Computer hardware with little or no modification
and produce documents on our existing printers.

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in

Position cursor on the the Main Conference Room.

first character you want Seecqolrornps tenra Bung oMM e otoe PheeBirets dfn people who

to replace. armive

OT appears when you

press | Insert Char | to «.,,,,

turn on overtyping. oCmHRNOo.AJgh.a Copy Delete Format Help Insert Jump Library

Optw?\{ ?'N.Qu"\s Replace Search Transfer Undo Window
Edit document or press Cance 18 ame mqu...
99% Fre ft Word

3. Type wo.

wo replaces en and your notice now says that only the first
two people to arrive will have free coffee and donuts.

Perhaps this is a little extreme. You decide that you'll serve free
coffee and donuts to the first ten people after all.

4. Position the cursor on w and type en

en replaces wo and your notice is as it was before you
turned on overtype.

5. Press again to turn off overtyping.
The OT disappears from the Status Line.
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Formatting Text

The editing changes — that is, the changes to the content of the
notice, are now complete. Your next step is to change the
appearance of the text by formatting it.

When you use MS Word, there are three main types of formats
that you can change: character formats, paragraph formats, and
division formats.

Character formats determine how individual characters appear
on the screen and in your printed documents. Character formats
let you add emphasis to particular words or phrases with
different type fonts and faces. For example, you can bold,
underline, and italicize characters.

Paragraph formats determine how the lines in each paragraph
look in the document. With paragraph formats you specify
whether text is single-spaced, double-spaced, or triple-spaced;
how many blank lines to leave between paragraphs; and
whether or not the paragraph should have special indents from
the left and right margins.

Division formats determine how text is placed on paper when
you print your document. You use division formats to set top
and bottom, left and right margins; specify placement of any
header and footer information; and specify how you want page
numbers and footnotes to be printed. You can have more than
one division in a document, in case you want to change these
settings for different parts of a document.

In the following examples, you’ll change a few paragraph and
character formats. When you format existing text with MS
Word, you follow the same two steps you do when editing text:

1. First, you select the text you want to format.

2. Then, you choose the new format settings.

You can also set formats before you type. For more information,
see Chapter 6, Formatting Documents.
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Formatting Paragraphs

In the following examples, you'll use the function keys to
change paragraph formats. This is one way to change paragraph
formats. You can also use the Format command on the
Command menu, and some special control key combinations. All
three methods give you the same results, although some
methods give you more choices than others. The three methods
for changing paragraph formats are described in Chapter 6,
Formatting Documents.

Adding Space Between Paragraphs
The first formatting change you’ll make to the notice is to add
blank space between paragraphs. This is sometimes called

opening space between paragraphs.

Since this change will apply to all the paragraphs in the
document, you begin by selecting the entire document.

To select the entire document:

1. Press BEE QAT (3 ). The function key labels change,

to these:
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2. When the function labels for selecting text appear across

the bottom of the screen, press [ EE LTI (76).

The entire text of the notice highlights.
= >

\= 2
3. Return to the main function labels by pressing [r8].

To specify the format you want:

4. Press [RTETNRTE 5]

New labels appear for the function keys, this time
showing available paragraph formats.
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A blank line separates »%
paragraphs when you
open space.

.
ees

5. Press EPTNERIR (75 .

MS Word rearranges the paragraphs on the screen so that
there is now one blank line between the paragraphs.

Notice that the top lines of the notice have been pushed
out of sight below the bottom of the text window. You will
learn how to bring text from above and below into view in
the window by scrolling in Chapter 3.

~

\L

Centering Text

The document is beginning to look more like an official meeting
notice. It would look better, however, if the word NOTICE was
centered over the text. Centering is another paragraph format.

1. Press to deselect the entire document and bring the

top of the notice into view. The highlighting disappears.
Move your cursor to the first character of the document
which is the N of the heading NOTICE.

When you format paragraphs, you don’t have to select
(highlight) the whole paragraph. You just place the cursor
anywhere in the paragraph to tell MS Word which
paragraph you want to format. So leave the cursor on the
N in NOTICE.
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2. Since the function labels for formatting paragraphs are
already on the screen, press {ra].

The title centers over the body of the notice.

4

Centered paragraph o

L]
During the last.wn%nth we have been evaluating new word
processing Qlc?grams for use in our department. Our first
considerai¥on was to meet, wherever possible, the criteria
estab.).lﬁ?!ed at our staff meeting on Feb B.

.
.OHe of the most important criteria was that we reduce our
e ® anticipated training overhead without compremising on
o features. Furthermore, we must be able to use our present HP
. Personal Computer hardware with little or no modification
. and produce documents on our existing printers.

The results of our evaluation will be presented at the
department staff meeting this Friday, March 11 at 10 AM in

the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.

[

-

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Cancel to use menu

)

99% Fre Mi ft Word:

J

3. Press to return the main function labels to the

Screen.

Formatting Characters

Now you will add some special emphasis to characters in the
document. You want people who read the notice to be able to see
the date of the meeting at a glance. If you print Friday, March 11
in boldface type, the date will be more obvious.

You could make Friday bold, then March, then 11, but that
would be tedious. You can do it all at once by selecting all three

words, Friday, March 11.
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To select several words to format:

1. Move the cursor to the F in Friday.

2. Press [Select].

Notice the EX that appears on the Status line. This tells
you that extended selection is turned on.

RGNS lect Text and then press Jl-{@sE:S¥:1:57

four times, until the phrase is highlighted.
( 3
E!

NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
established at our staff meeting on Feb 8.

One of the most important criteria was that we reduce our
anticipated training overhead without compromising on
features. Furthermore, we must be able to use our present HP
Personal Computer hardware with little or no modification
and produce documents on our existing printers.

.
Select the text you want **+fdecasesssn. wreaagialstion
to make boldface. department staff meet’igd Lhoee
AM in the Main Conference Rool

Free coffee and donuts to the first ten people who arrive.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

Page 1 {priority} 99% Free EX Microsoft Word:

_

The highlighted words are now selected and you can bold
the date of your meeting.

To make the selection bold:

1. Press to return the main function labels to the
screen.,

2. Press [(ILEINELGETLS (£6 ). A new set of labels

appears at the bottom of the screen.
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3. Press ELYEI (1.

The date of your meeting is bolded.

@ )

NOTICE

During the last month we have been evaluating new word
processing programs for use in our department. Our first
consideration was to meet, wherever possible, the criteria
establisned at our staff meeting on Feb 8.

One of the most important criteria was that we reduce our
Selected text bolds on.. anticipated training overhead without compromising on
thescreen "...b features. Furthermore, we must be able to use our present HP

. 'qun’al Computer hardware with little or no modification
and proaacs.Qo.c.uments on our existing printers.

*ee,

The results of our evaluwiop wi
department staff meeting this.
AM in the Main Conference Room.

Free coffee and donuts to the first ten people who arrive.

o /

4. Press to return the main function labels to the
screen.

More Paragraph Formats: indenting Paragraphs

Since the notice you typed is fairly short, it might look better if
it were longer and narrower. To achieve this effect, you can
either change the left and right margin settings in the Division
Formats, or you can indent all the paragraphs from the margins
that are already set. Indenting is a paragraph format. In this
example, you will indent the left margin of all the paragraphs in
the notice one-half inch. For information on changing Division
Formats, see Chapter 6, Formatting Documents.

Viewing Margins: Turning on the Ruler

You can see the current left and right margin settings by turning
on the Ruler.
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To turn on the Ruler:

1. DPress or to activate the Command menu.
2. Type W for Window.

A new menu of Window commands appears.
3. Type O for Options.

Command fields appear that let you change the window
options.

style bar: Yes (\No) ruler: Yes (No)

( WINDOW OPTIONS window number: i background color: 0 )

4. Press three times, until the highlight appears on No
in the Ruler command field.

WINDOW OPTIONS window number: 1 background color: 0
style bar: Yes (No) ruler: Yes N&

5. Press the spacebar once to move the highlight to Yes.

WINDOW OPTIONS window number: 1 backgrounqt golor: 0
style bar: Yes (No) ruler: @& No

6. Press to tell MS Word you have made all the
changes you want to make with this command and to go
ahead with the new choices.

The Ruler appears at the top of the window. Notice the
bracket symbols on it — they mark the current left and
right margins. The left margin is at zero, and the right
margin is at six.
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This tells you that the current length of your lines is six inches.

L] p
. ..‘ NOTICE
. (4 During the las* month we have been evaluatiag new word
. . processing programs for use in our deparfment. Our first
. 0 consideration was to meet, wherevgs®possible, the criteria
o’ - established at our staff mee.t‘ym;. on Feb 8.
. CJ .’
. . One of the most impgrﬁ.ﬁ?\t criteria was that we reduce our
. . anticipated traipdiflg overhead without compromising on
features. chfh.er‘more, we must be able to use our present HP
o* . Person.aJOComputer hardware with little or no modification
Ru/er . 0 '.ardoﬂroduce documents on our existing printers.
. P The results of our evaluation wi be ed at the
Left margin‘ o’ department staff meeting this e  at 10
® AM in the Main Conference Room

. . L
nght margin o* Free coffee and donuts to the first ten people who arrive.

COMMAND: Alpha Copy Delete Format Callery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit documert or press Cancel to use menu

Pa 1 iority) 99% Fre

.

Now that the Ruler is turned on, you can see the change you're
going to make to paragraph indentation.

To indent all the paragraphs in your document:

1. Select the entire document with {3 E:L-E SR F-P31 and
Entire Document{fY

2. Press to return the main function labels to the
screen.

3. Press see the format function key
labels.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Format paragraph Edit document or press Cancel to use menu
f:nctionpkeyglabpels e, Page 1 {priority} . 99% Free » Microsoft Word:
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4. Press to see a new set of format function labels.

)

The function key labels you see on your screen change the
way paragraphs are indented. JRalsEEh B S-S 8# and

move the left margin one half
inch in the specified direction.
indents the first line of a paragraph one-half inch.
leaves the first line at the left
margin and indents all other lines in the paragraph
one inch; outlines are one type of document where
you might want to use hanging indents.

LISy [ ndent Righ t{ AR

The left margin of all paragraphs indents to the right one-
half inch.

Notice the brackets on the Ruler now — the left bracket
has also moved to one-half inch.

More format paragraph .
function key labeis «s+**** (L

R R R RNy L R R RN TR N RN RN SR
NOTICE

. —During the last month we have been evaluating new word
ol processing programs for use in our department. Our

- first consideration was to meet, wherever possible, the
. criteria established at our staff meeting on Feb 8.

* One of the most important criteria was that we reduce
. our anticipated training overhead without compromising
. on features. Furthermore, we must be able to use our
. . N
; PR present HP Personal Computer hardware with little or no
Newmargm sett/ng o*| modification and produce documents on our existing
shows on ruler.

printers.

., . The results of our evaluation will be presented at the
-
Left margin indents one- department staff meeting this Friday, March 11 at

half inch when you press | 10 AM in the Main Conference Room.
Indent Right}

COMMAND: Alpha Copy Delete Format Gallery Help lnsert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

Page 1 {priority} 99% Free Microsoft Word:
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Saving Your Take a look at your notice. It looks good. You typed it, corrected
Work: The your mistakes, made some editing changes and reformatted it.

Now you're going to save your work.
Transfer Save

Command So far, all the work you have done on your document has taken
place in the memory of your computer. In order to have a
permanent copy of the text, so that you can edit or print it later,
you must save it to a file on disc.

When you want to save documents, you use the Transfer Save
command.

To save your document on disc:

1. Press or to activate the Command

menu.

The word Alpha highlights on the Command menu and
the message changes.

COMMAND: Copy Delete Format Gallery Help Insert Jump Library
ptions Print Quit Replace Search Transfer Undo Window

2. TypeT (for Transfer) to choose the Transfer command.
OR

Press until Transfer is highlighted on the Command
menu and then press (Return .

The list of Transfer commands appears at the bottom of the

screen.
| Save Clear Delete Merge Options Rename Glossary l

' TRANSFER: &
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3. Type S (for Save).
OR

Press once to move the highlight to Save and then
press (Feturn).

Now, the bottom of the screen looks like this:

TRANSFER SAVE filename:j formatted: (Yes) No
Enter filepame

MS Word is asking you to enter a name for this document.

4. Type a name for the document. Filenames can be up to
eight characters long.

Type NOTICE

The characters are inserted into the filename command
field. You'll learn more about command fields in Chapter
3, and find complete information about them in Chapter 4,
Microsoft Word Basics.

Enter filename

[TRANSFER SAVE filename: NOTICIE;*;;ZE formatted: (Yes) No j

5. Press to tell MS Word you have finished entering
the name and to go ahead and save the document.

MS Word now saves your document on the disc with the
filename Notice.

This saves the document on the program disc. If you want to
save a document on a disc in a different drive, first type the
drive letter and a colon and then the filename. Example:
B:NOTICE
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After the document has been saved, MS Word displays a
count on the Message Line of the number of characters in
the file. At the end of the Status Line, MS Word displays
the name of the file. You'll see this same information
when a document is loaded.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library

Options Print Quit Replace Search Transfer Undo Window
Number of characters ins+ m 9B%Free  M;

the file displays on the
message line after you
save.

When To Save Your  While you are working on longer documents, you'll want to use
Documents the Transfer Save command intermittently. This will protect
your documents in the event of a power loss. It is a good idea to
save your work:

= After a major amount of typing or editing, about every 15 to
30 minutes.

s When the % Free indicated on the Status Line is less than
55%. This means that the space MS Word has in memory to
save your text and changes is getting low.

Quitting MS Word: the Quit Command

You have almost completed the tasks in Chapter 2. Follow these
steps to practice leaving MS Word.

To quit MS Word:

1. Press or to activate the Command

menu.
2. Choose the Quit command. (Type Q for Quit.)
Since you have already saved your document with
Transfer Save, the screen goes blank, and the P.A.M. Main
Menu appears. If you do not save your document with
Transfer Save before choosing Quit, MS Word will ask if
you want to save the current version of the document
before quitting.
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Working with an Existing
Document

Overview In Chapter 2, you typed, edited, and formatted text. You saved
your document and learned how to choose, fill in, and carry out
commands. In this chapter, you will practice those skills and
develop others. These new skills include:

# Getting an existing document from a disc.
% Moving around in long documents.
« Moving and copying blocks of text.

# Replacing text throughout a document by typing the change
only once.

« Working with tabs and tab stops to edit a table.

# Printing your document.

For this session, we have provided a sample document on the
program disc so that you can concentrate on editing with MS
Word instead of typing.

Getting an 1. Start MS Word. If you need help, see the beginning of
Existing Chapter 1.

Document From 2. When MS Word is ready, press [ESC] or to
- activate the Command menu.
a File: The

Transfer Load
Command

3. Choose the Transfer Load command:

a. Type T for Transfer.
b. Type L for Load.
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4. When the Transfer Load command fields appear, type the
name of the document you want to work on. In this case,

type: EXAMPLE
read only:(Yes)No J

As you start to work with your own documents, you may
need to precede the filename with a drive designation if
they are not stored on the program disc. For more
information, see Chapter 10, Working with Documents on
Discs.

5. DPress(Return].
Notice that the steps you follow for the Transfer Load
command are very similar to those you followed for the
Transfer Save command in Chapter 2.

[ TRANSFER LOAD filename: EXAMPLE.DOC:

Also notice that when Transfer Load is complete, MS Word
displays a character count just as it does after Transfer
Save.

MS Word loads the EXAMPLE.DOC document, and you
see the first windowful of text.

(i om 1)

T flord Processing Software
Evaluation Criteria

At our Department Staff Meeting on Tuesday, February 8, we
discussed our requirements for new word processing software
and developed the following Evaluation Criteria.

1. Ease of learning/Ease of use

We have no training budget for word processing. The
word processor must be easy for all personnel to learn
on their own. Especially avoid software that operates
with hard-to-remember code sequences or computeresé-
style commands. An on-line Help facililty would aid
start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

COMMAND:  Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Unde Window
3469 characters
Page 1 {} 99% Free Microsoft Word: EXAMPLE.DOC
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Moving Around
in a Document:
Scrolling

Using the Scroll
Keys

As you can see from the title of the document on the screen, the
text that follows gives the evaluation criteria referred to by the
notice you wrote in Chapter 2. The criteria cover about three
printed pages, so much of the document is not visible in the
window at the moment. To see more of the document, you must
scroll the text.

MS Word provides you with a number of scroll keys to help you
move around in long documents. You've already learned to use
the arrow keys to move the cursor. Now you'll learn to use the
arrow keys with the key to scroll, and to use the and

keys.

To move up and down in a document, use the and
keys:

1. Press [Next].

This scrolls the next windowful of text into the window,
from below.

2. Press(Prev].

This scrolls the previous windowful of text into the
window, from above,

To scroll more text into the window, a line at a time, use
plus the arrow keys:

1. Hold down and press (4] to scroll text into the
window from below, one line at a time.

2. Hold down and press [v] to scroll text into the
window from above, one line at a time.
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Going Directly to the
Top or Bottom of a
Document

You might also want to go to the beginning or end of a
document. There are two special key combinations for doing
this.

1. Hold down and press ([ ].

The end of the document appears in the window and the

End Mark is selected.
@ )
T Rite-Good yes yes no 0.1
Doc-U-All no yes ? A
g

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

3469 characters
99% Free Microsoft Word: EXAMPLE.DOC

e

If you have an HP Portable Computer, your keyboard has an
END key [4]. You can use it instead of + [ ] togo
directly to the end of your document.

2. Press(V ].

The beginning of the document appears in the window,
and the first character in the document is selected.

Other ways to scroll through a document are described in
Chapter 5, Creating and Working with Documents.
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Moving Blocks
of Text: The
Delete and
Insert
Commands

Now that you are able to move around easily in a document, you
can start editing this report.

Remember, you select the text you want to edit before you
change it with commands or keys.

In the document now on your screen, two topics are out of order.
The group of paragraphs beginning 2. Hardware should be
moved towards the end of the document. You can correct this by
moving the text. You select the text, delete it into the Scrap, then
insert it from the Scrap at the new spot.

To select the text you want to move:

1. Select any character or word in the line, 2. Hardware, by
using the arrow keys.

?

start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

é Hardware

We will be using our HP Touchscreen computers and our
HP Portables to run the word processing software. The
wp we gelect should run on both computers without
requiring any hardware or operating system
modifications.

The wp must be able to output to our current printers.
Keep in mind that we may be adding HP LaserJet printers
(and a phototypesetter) later in the year, and these
devices require a high precision of character
positioning.
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2. Press TIEXRBBRR 73], and then press Y IO A £ 5 )-

You have just selected a paragraph. (Although it is only
one line, the heading is also a paragraph.)

start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

.o. We will be using our HP Touchscreen computers and our

»* HP Portables to run the word processing software. The

.-. wp we select should run on both computers without

Selected paragraph requiring any hardware or operating system
highlights. modifications.

The wp must be able to output to our current printers.
Keep in mind that we may be adding HP LaserJet printers
(and a phototypesetter) later in the year, and these
devices require a high precision of character
pogitioning.

\ —/
3. Now press [Select].
4, Press[v].
5. Select the next paragraph by pressing
again.

Now two paragraphs are selected.
6. Repeat steps four and five to select a third paragraph.

Now the heading and the two paragraphs of text that
belong with it are selected.

start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

All text to be moved is .,
first selected. S )

L J
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Using the Delete In Chapter 2 you deleted selected text with the key.
Command  You can also delete selected text using the Delete command from
the Command menu.

1. Press[ESC) or BR8] (r8].
2. Type D (for Delete) and press [Return].

Pressing places the text from the document into
the Scrap, just as does.

The text disappears from the document, and the cursor is
now on the 3 in the next paragraph.

(F 1)

T start-up learning time considerably. Remember, several
of our word processing staff will be first-time
computer users.

.
.
® Types of Documents
.
o A quick, informal evaluation of all our word processing
J* output showed that our documents can be divided into
* three major types.
.
.
.o. - Correspondence: Letters and memos, usually 1 or 2
. pages in length, with standard formats for the
Selected text .'. heading, body, and closing.
was deleted here, * leaal
i - Contracts: Six to ten pages on legal-size paper.
and plaCed in the Scrap. ®e, lots of "boilerplate” text, with some specifics
'n. dropped in. Exhibits (unique to each contract)
'o. usually attached at the end.
.
s

COMMAND:-.Alpha Copy Delete Format Gallery Help Insert Jump Library
o Dpt.ions Print Quit Replace Search Transfer Undo Window
Edit document % press Cancel to use menu
{2, ->Hardwa...itioning. 99% Free

\. J

The advantage to using the Delete command is that you can
choose to place selected text in a special file called the Glossary
instead of into the Scrap. The Glossary lets you store a number
of text items, whereas the Scrap can only hold one. The message
that appears
on the Message Line when you choose the Delete command is a
prompt for Glossary names. You don’t need to pay attention to it
when you are deleting to the Scrap. To learn how to use the
Glossary, see Chapter 5, Creating and Working with Documents,
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Using the Insert  Now you can insert the paragraphs in a new place. To insert text

Command from the Scrap, you first move the cursor to where you want the
text to appear in your document.

1. Move the cursor to highlight T in To get our evaluation

started..., at the beginning of the last paragraph before the
table.

To do this, you must scroll down in the document. Use one
of the methods you learned about in the beginning of this
chapter. For example, you can use to page through
the document until the text you are looking for appears on
the screen. Your screen should look approximately like the
one below when you are through scrolling.

i3 1)

Tab flexibility

Variable page width/length
Footnotes

Running heads

Page numbering

Superscripts and subscripts
Indents (and hanging indents)

Position the cursor + %..?ffto get our evaluation started, we quickly pooled some
L] . .
. *® data on some well-known word processors. It is incomplete,
where you want to insert but a chart of the results follows:
the text.
Live Character Split Position
Screen Emphasis Screen Precision
Microsoft Word yes yes yes 00.00069
TextFun no 7 no .008
Rite-Good yes yes no 0.1
N J

2. When the cursor is on the T at the beginning of the
sentence, press or (F8].
3. Type I (for Insert) and press [Return].

Pressing places the text from the Scrap into the
document. If you notice the message when you choose
Insert, you'll see that it also allows you to work with
Glossary names.
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The paragraphs you deleted and inserted appear in front
of the cursor. Inserting text always places the text in front
of the cursor, just as though you had typed it there.

The cursor remains in the same place as when you started
the Insert command. You see the end of the inserted text
on the screen. If you want to see the beginning of it, you

can scroll with [Prev].

m —)

devices require a high precision of character
. positioning.

L]
o o get our evaluation started, we quickly pooled some
data on some well-known word processors. It is incomplete,
F but a chart of the results follows:

. Live Character Split Position
Screen Emphasis Screen Precision

You see the bottom of .‘.

the inserted text above Microsoft Word yes yes yes 00.00069
the cursor. TextFun no ? no .008
Rite-Good yes yes no 0.1
Doc~U-All no yes ? al
B

\ )

The order of topics is now correct.

In this example, you inserted text from the Scrap with the Insert
command. You can also insert text from the Scrap by positioning
the cursor and pressing [Insert Line . Use whichever method you
prefer.
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Copying Blocks Suppose you decide to repeat one of the sentences in the

of Text: The paragraph describing proposals and use it in the paragraph that

follows. To copy text, you select it, copy it to the Scrap, and then
c°py and Insert insert it in the new paragraph.

Commands
1. Select the following sentence under Proposals in item 3:
When extensive research is involved, may require integrating

data from the engineering department, in the form of charts and
tabular material.

a. Position the cursor on any character or word in the
sentence.

b. Press IR and then press E TS
23

The selection should now look like this:

i N

+

- Correspondence: Letters and memos, usually 1 or 2
pages in length, with standard formats for the
heading, body, and closing.

- Contracts: Six to ten pages on legal-size paper.
Lots of "boilerplate” text, with some specifics
dropped in. Exhibits {unique to each contract)

usually attached at the end.
Select the sentence to
be copied.

- Proposals: Our biggest anywhere
from a few pages to boo 8 sl

Aside from the specifics of editing functiomality,
these document types pocint out the need for certain

\ g,
2. Press or to activate the Command

menu.

3. Type C to choose the Copy command.
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Copied text appears in
the SCrap, cesessscssccegee

4. Press .

A copy of the selected sentence is placed in the Scrap.

5. Look at the Scrap. Between the braces ¢ h you see the first
and last few words of the copied sentence.

COMMAND:  Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

o Bagee® *(({When extens...material,} 99% Free

Microsoft Word: EXAMPLE.DOC

6. Scroll to the next paragraph and select I in the sentence It
should be easy to copy text. This is where you want to insert
the copy of the sentence from the Scrap.

7. This time, press to place the text from the Scrap
into your document.

As you can see, the result is the same as if you used the
Insert command.

8. Press the spacebar twice to insert the necessary spaces
between the two sentences.
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The text now appears where you inserted it, as well as in its
original location.

0 y
pa Lots of “boilerplate” text; with some specifics

dropped in. Exhibits (unique to each contract)
ugually attached at the end.

- Proposals: Our biggest wp task. Can be anywhere
from a few pages to book-length. When extensive
research is involved, may require integrating data
from the engineering department, in the form of
charts and tabular material.

Aside from the specifics of editing functionallty,
these document types point out the need for certain

A copy of the text is overall requirements. The wp should be able to read

inserted from the Scrap data from other programs. fWhen extensive research is
N involved, may require integrating data from the

and placed in front of .o 4.... engineering department, in the form of charts and

the cursor. essssssceec? tabular material. %t should be easy to copy

text from one contract to another and, if possible, to
view

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

P 1 {wh t terial.} 99% Free Mi

ft Word: EXAMPLE.DOC

N

A copy of the text is still in the Scrap. You could insert it in
another location if you wanted. Text remains in the Scrap until
you delete or copy more text.

Automatic As the report was being typed, it became tedious to type word
R eplacement of processor each time, so word processor was abbreviated as wp.

Now you want to replace wp with the full words. You could
Text: The select and delete each occurrence of wp in the text and type word
Replace processor, but that would be inefficient. Use the Replace
Command command instead.

1. First, move the cursor to the beginning of the document
with (©_J. You move to the beginning because you want all
occurrences of wp replaced. (You can replace text only from
where the cursor is to the end of the document.)
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2. Press or and then type R to choose the

Replace command.

REPLACE text: & with text:
confirm: (Yes)No case: Yes(No) whole word: Yes{No)
Enter text

What you see are the command fields of the Replace command. In
command fields, you give MS Word additional information, as
you did for the Transfer Save and Transfer Load commands by
typing document names. The information in command fields
(the responses) tells MS Word how to perform the command. In
this case, you will tell MS Word what text to replace and what to
replace it with.

3. You know you want to replace wp with word processor, so
after REPLACE text: type wp

This is the text MS Word will search for and replace.

REPLACE text: wpi with text:
confirm:(Yes)No case: Yes(No) whole word: Yes(No)
Enter text

4, DPress to move to the with text command field.

5. Type word processor
REPLACE text: wp with text: word processor
confirm: (Yes)No case: Yes(No) whole word: Yes(No)

6. Press again to move to the confirm command field.

REPLACE text: wp . with text: word processor
confirngiiNo case: Yes(No) whole word: Yes(No)
Select option

Yes is the proposed resonse. Yes means MS Word will ask
you if you want to replace each occurrence. This is the
response you want, so don’t change it.
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7. Move to the case command field.

What does case mean? You can ask MS Word to show you
some information about case by using the
function key. In Chapter 1 you experimented with Help;
now you will use it to find specific information about the
command field case.

Using Help to Find  When you ask for help in the middle of a command, or when a
Out What A specific command field is highlighted, MS Word shows you
Command Does information about that particular function.

1. Press :
(If doesn’t appear on the function labels, press
first.)

MS Word fills the screen with information about the
Replace command, specifically about the case command
field.

As you see from the Help text, case refers to whether or not
the characters in the search text are uppercase, lowercase, or
a combination of both. Because you want to replace all
instances of wp with word processor, regardless of whether
wp is capitalized or not, you should choose No. Note that
the Help text says that case is ignored if you choose No; if
matching text has initial or all uppercase letters, the
replacement will match them. You'll see how this works as
soon as you carry out the command.

Resuming Your Work From Help: The Resume
Command

1. Look down at the Command area. The Replace command
has been replaced with a new menu, the Help menu. You
could use this menu if you wanted more help information.
But for now, resume where you left off.

2. Type R (for Resume).

The document reappears in the window, and the Replace
command fields reappear in the command area.

3-14 Working with an Existing Document



The first occurrence of «+*°"
the search text is
highlighted.

3. The proposed response in the case command field is No.
This is what you want, so press to move to the next
field.

4. The proposed response in the whole word command field is
also No. Because you want to replace wp only when it
appears as a word, and not when it appears within
surrounding text, change the response to Yes.

REPLACE text: wp with text: word processor
confirm: (Yes)No case: Yes(No) whole word: Y@E(No)
Select option

When you want to change the response in a command
field, you press the spacebar to move to the next response,
or type the first letter of the response.

Press the spacebar now to move the highlight to Yes. This
changes the response.

All the command field responses are now correct.
5. Press to tell MS Word to carry out the command.
6. MS Word stops at the first occurrence of wp in the text.

& —

usually attached at the end.

- Proposals: Our biggest..ﬁ{[ task. Can be
anywhere from af%\.‘-ﬁages to book-length. When
extensive reiat!h is involved, may require
integrat{rﬂaata from the engineering department,
in'gfu"om of charts and tabular material.

..
_.I'si.de from the specifics of editing functionality,
o’ these document types point out the need for certain

q° overall requirements. The wp should be able to read
data from other programs. When extensive research is
involved, may require integrating data from the
engineering department, in the form of charts and
tabular material. It should be easy to copy text
from one contract to another and, if possible, to view
both at the same time. Charts abound in proposals and
must be handled with ease. Because most of our
REPLACE text: wp with text: word processor

confirm:(Yes)No case: Yes{No) whole uerd’:(Yes)No
Enter Y to replace, N to ignore, or press Cancel .
1 {When extens...material 99% Free Microsoft Word: EXAMPLE.DOC
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7. The Message Line shows you what to do next:

Typing N leaves the highlighted text unchanged and
starts a search for the next occurrence of the “search
text”.

Pressing or stops the searching and
replacing altogether.

Typing Y replaces the highlighted text with the
“replacement text” and starts a search for the next
occurrence of the “search text”.

8. Type Y for Yes.

MS Word changes wp to word processor then finds the next
occurrence of wp, which is in the next paragraph.

r 1)

usually attached at the end.

- Proposals: Our biggest word processing task. Can
be anywhere from a few pages to book-length. When
extensive research is involved, may require
integrating data from the engineering department,
in the form of charts and tabular material.

Aside from the specifics of editing functionality,
these document 1iypes point out the need for certain
overall requirements,,,dbe ¥ should be able to
The next occurrence of read. gataesron e programs. When extensive research
the search text is Y .-n-"i!'involved, may require integrating data from the
. . ....---" engineering department, in the form of charts and
hlgh/lghtEd. oo tabular material. It should be easy to copy text
from one contract to another and, if possible, to view
both at the same time. Charts abound in proposals and
must be handled with ease. Because most of our

REPLACE text: wp with text: word processor
confirm:(Yes)No case: Yes(No) whole word:(Yes)No

Enter Y to replace, N to ignore, or press Cancel

i % Free i

. J

9. Type Y (for Yes) to replace this occurrence. Continue

responding by typing Y as MS Word finds each occurrence
of wp.

When all occurrences of wp have been replaced, a message
on the Message Line tells you how many replacements
were made. Then just press any arrow key and MS Word
returns you to the location that was selected before you
carried out the command.
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Finding Text: The
Search Command

The next change you want to make to the example document is
in the table. You can go directly to the table by searching to it,
instead of scrolling. The Search command can help you locate
words, phrases, or any occurrences of text up to 40 characters
long. If you had a printed copy on which changes were marked,
you would be able to pick out a unique word to search for. The
paragraph before the table refers to the table as a “chart”, so you
can search for chart.

1. Choose the Search command. wp still appears in the
command field.

SEARCH text: 5
direction: Up(Down) case: Yes{(No) whole word: Yes(No)
Enter text

2. Type chart right over wp in the highlighted command
field.

3. DPress to move to the direction command field.

If at any time you tab past the command field you want, hold
down and press to move to the previous command
field.

The proposed direction (the one the highlight moves to in
the command field) is Down to search toward the end of
the document. This is the setting you want.

4. Press to move to the case command field and choose
No because you want case ignored. Chart might be at the
beginning of a sentence with an initial capital letter.

5. Tab to the whole word command field and choose Yes.

SEARCH text: chart
direction: Up(Down) case: Yes{No) whole word:
Enter text
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6. Press to tell MS Word to begin the search.

The document scrolls in the window, and the first
occurrence of chart is highlighted.

™~
+ To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
EWWEL of the results follows:
.
.
o Live Character Split Position
& Screen Emphasis Screen Precision
.
..' Mlcrosoft Word yes yes yes 00.00069
* TextFun no ? no .008
The text you searched® Rite-Good yes  yes no 0.1
. . . Doc-U-All ] e ? 1
for is highlighted. " ves
N /

You just used the Search command to find one particular place
in your document. If you wanted to, you could search for more
occurrences of chart. However, now that you've found the chart,
you can learn about working with tables.

Adding Text to a When you look over the table at the end of the document, you'll

Table see that it has been entered in columns. These columns were
formatted using tab stops. In MS Word, tab stops are preset
every one-half inch. You can insert or delete tab stops by using
the Format Tab Command. You will do this to make changes to
the table.

You want to add a software package named Quill to the list. Its
features include “Live Screen” and “Character Emphasis”, but
you don’t know if it has “Split Screen”. “Position Precision” is
not available (which you will show with the abbreviation n/a).
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Showing Invisible Symbols On The Screen

As you make changes to the table, you'll be working with some
characters that are normally invisible in your document. So
before you begin, make them visible.

1. Press or and type O to choose the

Options command.

You see the Options Command fields.

OPTIONS mute: YesN& measure: (In)Cm P10 P12 Pt
overtype: Yes{No) display mode:(Normal)Printer visible: Yes(No)

Select option

2. Press four times until No in the command field next
to visible is highlighted.

3. Press the spacebar to move the highlight to yes.

OPTIONS mute: Yes{No) measure: (In)Cm P10 P12 Pt o
overtype: Yes(No) display mode: (Normal)Printer visible: ¥g& No

Select option

4. Press[Return].

Special characters now appear at the end of some lines.

The 9 marks show where was pressed to begin a new
paragraph, and the § appears where + was
used to begin a new line without beginning a new
paragraph. Now when you add information to the table,
you'll be able to see which lines begin a new paragraph

and which do not.

‘; To get our evaluation started, we quickly pooled some data
e well-known word processors. It is incomplete, but a
BR&FE of the results follou;.ﬂ

e®

.
kh’e Character Split Pos}‘.wl{
.-" Screen Emphasxs Q:coem'?recxsmrlﬂ
ee®?® L X R4 o0
*e;.'ot’ygs .,pqmom

-O"ﬂ
e

Migeadort Wordes -m' °*
o

.ie.so--¥‘&o--omo-o [ X ¥

; 1Y
New line and paragraph ‘ -QQ'--U“uoo-oool-.-dﬂ

marks are now visible.

\. ~/
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To add new information to the table:

To add a new line to the
chart, place the cursor
on the paragraph mark.e+***

1. Position the cursor on the end mark.

2. Press <] to position the cursor on the paragraph mark at

the end of the table.

The table was entered as one paragraph to make

formatting easier. So when you add a new entry, you want
to begin a new line without beginning a new paragraph.

Pressin, +
inserts a new

line character. sve***°**]

\

=\
| To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: ﬂ
Live Character Split Position}
Screen Emphasis Screen Precision 1‘[
Microsoft Word yes yes yes 00.00069
TextFun no ? no .008 §
Rite-Good yes yes no 0.}
Doc-U-All no es Teto00 0.
-+SOO.n.o.oooooo-ofc!"“""

3. Hold down and press [Return].

This starts a new line in the table without starting a new

paragraph. The paragraph mark moves to the next line

and is replaced by ¢.

3

To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: ﬂ

Live Character Split Position$
Screen Emphasis Screen Precision 1'[

Microsoft Word yes yes yes 00.00069‘
TextFun no ? no 008+
Rite-Good yes yes no 0.1}
Doc-U-All no )/.es.....;...o.‘ll

ssscsssocccnecd
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4. Type Quill
5. Press[Tab].

The cursor jumps to the next tab stop.

(]
1!To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: 1‘[
Live Character Split Position<nl>
Screen Emphasis Screen Precision(ep>
Microsoft Word yes yes yes 00.00069 4
TextFun no ? no 0084
Rite-Good yes yes no 0.14
Doc-U-All no yes ? 1
Quill
\.
6. Type yes and press [Tab].
7. Typeyes and press again.
8. Type ? and press {Tab].
9. Typen/a
The new entry lines up with the existing columns. You
have now added “Quill” to your table.
| To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: 1’[
Live Character Split Position ¢
Screen Emphasis Screen Precislonﬂ
Microsoft Word  yes  yes yes  00.00069 4
TextFun no ? no
Rite-Good yes yes no
Doc-U-All no yes ?
Quill yes yes ?
\.

Working
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Adjusting Table let's say that while checking the table for accuracy, you notice
Formats: The that the Position Precision column is evenly spaced with the
Format Tabs  Others, and that the decimal points don’t align. Because this
topic is important for your presentation, you want to set it off
Commands from the other columns. You decide to m}(;ve the Position
Precision column to the right. To accomplish this, you will
delete and reset that tab stop using the Format Tabs Set
command.

1. Select the paragraph of column headings.

~
[ To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: ﬂ
Microsoft Word  yes  yes yes 00.00069 §
TextFun no ? no o008}
Rite-Good yes yes no 0.14
Doc-U-All no yes ? .1
Quill yes yes ? n/aﬂ
\ &= /
2. Choose the Format Tabs Set command. (Type F, then T,
then S.)
FORMAT TABS SET position:i
alignment:{Left)Center Right Decimal leader char:(Blank). - _
Enter measurement

A ruler showing margins and tab stops appears across the
top of the window.

3. Press (v] to move the cursor onto the ruler. Then press [v]
again to move from tab stop to tab stop on the ruler. Each
time the cursor moves to a tab stop, the tab setting appears
in the position field. In this case, press [v] five times until
the position field displays 4.2”.
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The tab position shows 4° :
on the ruler and in the "°.,
command field.

M;;:os'o'rt Word yes yes yes 00.00069 }
o TextFun no ? no .008-§
+o*'] Rite-Good yes yes no 0.1}
s’ Doc-U-All no yes ? RN}
Tab stop has been «+** Quill ves  yes ? n/aq
cleared. “rea, =
®e

Notice that the measurement in the position field is shown in
inches. Unlike on a typewriter, tab stops are not measured in
number of characters.

sili2iilse silse 1151
To get our evaluation started, we quickly pooled some data
on some well-known word processogs’ It is incomplete, but a

chart of the results follou;n‘]’

%

.
,eMicrosoft Word yes yes yes 00.00069 §
b1 TextFun no ? no 008 ¢
Rite-Good yes yes no 0.1
Doc-U-All no yes ? ad
Quill yes yes ? n/a ﬂ

FORMAT TABS SET position?
alignment: (Left)Cent ght Decimal leader char:(8lank). - _
Enter measurement

\.

4. Press{Delete Line].

4.2 disappers from the command field and the tab stop
marker disappears from the ruler. You have just cleared a
tab stop. Now you will set a new tab stop.

(
u [EEEEEREE RS ERE SRR EIR VISR RESES FRRSI REREY-CF EEEERI- TEREES S|

To get our evaluation started, we guicRIy ‘poaled some data
on some well-known word procesgor8. It is incomplete, but a
chart of the results follo.ua!'ﬂ

Te

FORMAT TABS SET position: &
alignment:(Left)Center Right Decimal leader char:(Blank). -

Enter measurement -

soft h
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5. Press»] until you see 4.5” in the position field. As you

press [»], the cursor moves incrementally across the ruler.

(s N
[:: :::l:::::::L:2::::L::::3::::L::::4:.
T To get our evaluation started, we quighly
on some well-known word processors..!i is incomplete, but a
chart of the results follows: %"
Microsof® ‘\fo'rd yes yes yes 00. 00069‘
Textfuh no ? no 008 ¢
, Rle-Good yes yes no 0.1}
. Doc-U-All no yes ? -1
Cursor position shows ,+** Quill ves  yes ? n/aq
on the ruler and in the **., =
command field. ke,
. .,
..'..
®e
‘e,
FORMAT TA8S SET position
alignment:{Left)C ight Decimal leader char:(Blank). - _
Enter measurement
ial.} 98% Fr Microsoft Word: EXAMPLE.DOC
. J
6. Press to tell MS Word to set the new tab stop at this
position and return you to the text window for further
editing.
The heading Position Precision moves to the right, aligning
with the new tab setting of 4.5”.
m A\

To get our evaluation started, we quickly pooled some data

It is incomplete, but a

on some well-known word processors.
chart of the results follows: ﬂ

Microsoft Word yes yes yes 00.00069‘
TextFun no ? no 008}
Rite-Good yes yes no 0.1}
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Changing Tab Stop
Alignment

Cursor is in the .**"
paragraph you are
changing tabs for.

«*Microsoft Word yes yes yes 00.00069 ¢
off| TextFun no ? no .008 ¢
Rite-Good yes yes no 0.1}
Doc-U-All no yes ? NS
Quill yes yes ? n/aﬂ

The heading has been shifted, but the table entries are still
aligned with a different tab stop. The readability of the Position
Precision entries suffers because the decimal points don’t line
up. You can easily align decimal points by changing the
response in the alignment command field in the Format Tabs Set
command to Decimal.

To change the tab stop alignment, select the data part of the
table (but not the column headings). Since the lines of the table
were entered as one paragraph, you can change the alignment
for all the lines in the table at once.

1. Position the cursor on the M of Microsoft.

2. Choose the Format Tabs Set command.

~
@ [EEE R EEE SRR R Ry IR R Ry FE I SRSy I R P SR RS R T EE SRS SRS SRR R

To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: ﬂ

Live Character Split Position ¢
Screen Emphasis Screen Precisionﬂ

FORMAT TABS SET position: &
alignment:(Left)Center Right Decimal

Enter measurement

When extens...material.

leader char:(Blank). - _

Microsoft Word: EXAMPLE.DOC

98% F ree

=)

3. Press[v] until 4.2" appears in the position command field,

4. Press .

5. Press[»] until 4.7” appears in the position command field.
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6. Tab to the alignment command field and press the spacebar
three times to choose Decimal. When it highlights, you
know you have chosen the new setting you want.

FORMAT TABS SET position: 4.7"

Highlight the tab alignment: Left CpptesreRight leader char:(Blank). - _
alignngent tt vesosfee Entorsautdhen "

g/ you want to Page 1 {When extens...material.} 98% Free Mlcrosoft Word: EXAMPLE.DOC
use.

7. Press[Return].

The Position Precision entries now align at their decimal
points under the heading.

7 N

To get our evaluation started, we quickly pooled some data
on some well-known word processors. It is incomplete, but a
chart of the results follows: ﬂ

Live Character Split Position §
Screen Emphasis Screen Precision ﬂ
Microsoft Word yes yes
TextFun no ?
Rite-Good yes yes
Doc-U-All no "'ygg,.o
; : : Quill .y es
Decimal points now align L veeerety 2
in the column. ARSI

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

Edit document or press Cancel to use menu

i 98% Fre
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Finishing Up:
Saving and
Printing the
Document

Printing Your
Document: The
Print Command

The “Evaluation Criteria” document is now complete, and it’s
time to save the document.

1. Press or and choose the Transfer Save
command. (Type T and then S.)

TRANSFER SAVE filename: EXAl formatted:(Yes)No
Enter filename

2. Type REPORT

This changes the document name, so that your new copy
will be saved with a different name from the original. You
will have both the original and the revised documents
saved on disc.

TRANSFER SAVE filename: REPORT: formatted:{Yes)No
Enter filename

3. Press[Return]. MS Word takes a few seconds to save your
document.

The document is saved on disc. Now you want to print and
distribute your Evaluation Criteria.

Before you print, make sure that your printer is set up and ready
to go. If you're not certain that your printer is set up correctly,
see Chapter 8, Printing Documents.

When your printer is ready:

1. Choose the Print command by typing P.

( PRINT: W Direct File Options Queue Repaginate )

Select option or type command letter
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2. Choose the Printer command by typing P or by pressing
[Return).
MS Word starts printing your document. If you want to

stop printing, press or (r8].

For more specific information on printing, see Chapter 8,
Printing Documents, and the Print commands in Chapter
12, Command Directory.
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Using Microsoft Word

In Part I, Learning Microsoft Word, you learned many of MS
Word’s features by following specific instructions and working
with very specific examples.

The next 6 chapters make up Part II, Using Microsoft Word. This
part of the manual tells you how to use MS Word in your day-to-
day work. It provides detailed information about the features
introduced in Part I, Learning Microsoft Word, and describes
some more advanced features that you will find invaluable as
you become a more expert MS Word user. You can read the
chapters either straight through, or section by section as you
need particular information.

Chapter 4. Microsoft Word Basics

Turn to Chapter 4 for a detailed discussion of the MS Word
screen and keyboard, and instructions for working with the
Command menu. Chapter 4 repeats the material that was
presented in Chapter 1, but gives more detailed information.

Chapter 5. Creating and Working with Documents
Turn to Chapter 5 to find out how to create new documents,
retrieve existing documents, and make editing changes to a
document. You'l]l also find information on saving your work on
disc, and renaming and deleting files.

Chapter 6. Formatting Documents

Turn to Chapter 6 to learn how to change the appearance of
your documents by formatting them. You'll find information
about the types of formats available from the format menu:
character, paragraph, division, tabs, footnotes, and running
heads.

Chapter 7. Formatting with Style Sheets

Turn to Chapter 7 when you want to define and create your own
special document formats, which are entered and stored in Style
sheets. This advanced way of formatting lets you reformat an
entire document by assigning a different Style sheet to it.



Chapter 8. Printing Documents

Turn to Chapter 8 when you want to learn how to print your
documents. You'll find information about basic printing,
printing rough drafts, printing one document while you work
on another, and printing parts of a document.

Chapter 9. Strategies for Writing with Microsoft Word
Turn to Chapter 9 when you have become familiar with MS
Word’s basic features, and are ready to create more complex
documents. You'll find helpful hints for using MS Word’s
features to your best advantage in different situations.

Chapter 10. Working with Documents on Discs
Turn to Chapter 10 when you need specific information about
working with discs.



Overview

This chapter gives you basic information about the MS Word
screen and keyboard, and tells you how to use commands from
the main Command menu. Some of the information from
Chapter 1 is repeated, but it is explained here in more detail.

Look here when you need information about:

# The parts of the screen.

# Symbols that appear on the screen.
% Special keys on the keyboard.

# How to use the Command menu.

# How to respond to commands.

If you are ready to enter and edit text in a document, see
Chapter 5, Creating and Working with Documents.
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The MS Word
Screen

Ruler
Window number +*°

Cursor on End Mark **

Text WiINdOW seeeveacscscee

Command menu.,

Command area-. .

Message Ling ¢eese.,,

StatusLine..............[

Function keys +**

The Text Window

4.2 Microsoft Word Basics

When you start MS Word, you see the basic MS Word screen, as
it appears below.

There are three parts to the screen, the window at the top of the
screen, the Command area below it and the panel of function
labels at the bottom of the screen.

=
[.q:-.'.:'.:-.::1:::-.:::::2:::::::::3:::::::::4:::::::::S:::::::::]:::::::::?:::::
-

!

eeessesvocese

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Llbrary_

Options Print Quit Replace Search Transfer Undo Window

f

¢ Edit document or press Cancel to use menu

%

100% Free

Microsoft Word:

o Page 1

The text window is your work area, where the text you enter
and edit appears. It fills the major portion of the screen, and is
bordered by a highlighted line. When you first start MS Word,
you'll see one window. You can also open more windows — up
to eight at one time — so that you can look at different parts of a
long document or work with multiple documents at the same
time. For information on how to open and work with more than
one window, see Chapter 5, Creating and Working with
Documents.

o o

J

A window can show you only part of your document at one
time. If your document is longer than the window, you can
scroll to see the rest of it. For information on scrolling, see
Chapter 5, Creating and Working with Documents.



Symbols in the Text Window
A number of different symbols can appear in the text window:

# The Window Number

The Scroll Line

The Cursor

The End Mark

The Ruler

# The Paragraph and New Line Marks

You see some of these symbols whenever you use MS Word and
others only at particular times. The following descriptions tell
you what the symbols mean and when you’ll see them.

Window Number. The number 1 at the top left corner of the
window is the Window Number. In the illustration above there is
only one window on the screen. However, MS Word lets you
split the work area into multiple windows to view different
parts of the same document, or of different documents, at the
same time. Each window has its own Window Number. Chapter
5, Creating and Working with Documents, tells you how to
work with more than one window at a time.

Scroll Line. The small horizontal line on the left window
border is the Scroll Line. When you work with documents that
are larger than the window, the Scroll Line moves down the side
of the window to show you how far into the document you are.

Cursor. One or more characters in the window is highlighted.
The highlighted characters in your document represent the
cursor. The cursor shows the position in your document where
text will be inserted when you type. You can also extend the
cursor to highlight or select text that you want to edit or format.
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End Mark. If you see the last page of your document in the
window, you'll also see an End Mark (=). The End Mark indicates
the end of your document.

The Ruler. The Ruler appears on the top border of the window
when you choose the Format Tabs or Format Paragraph
command, or when you request a Ruler with the Window
Options command. The Ruler shows the margins and tab stops
of the paragraph you’re working on.

Paragraph and New Line Marks. Paragraph Marks and New
Line Marks appear on the screen when you choose Visible with
the Options command. Paragraph Marks (1) show you where
you have created a new paragraph by pressing [Return]. New
Line Marks () show you where you started a new line by

pressing + (Return].

The Style Bar. The Style Bar is an area to the left of the text in
the window. It displays symbols that represent paragraph styles
if you assign them with a Style sheet, and symbols showing the
placement of running heads. See the Window Options
command in Chapter 12, Command Directory, for details.

Command Area The Command area includes the four lines below the text
window. The Command area has the following three parts
which are also shown in the illustration below:

# The Command menu
# The Message Line
# The Status Line

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
.e

Command menu-+****"*" Options Print Quit Replace Search Tranefer Undo Window

. wdeeeeEdit document or press Cancel to uge menu
eeso®®
g‘e;lsl:gﬁnl.éne.::-:”“". oo (Page 1 @ 100% Free @Hicrosoft Hord
TN . L) . ry .
L] (]

.
.
-—

Page number «* K .
Scrap % Free memory

Document name

Locking key status

4.4 Microsoft Word Basics



Command Menu

The top two lines of the Command area show the Command
menu. The Command menu is a list of commands that let you
tell MS Word what to do to your document.

Later in this chapter you'll learn how to use the commands on
the Command menu. All of the commands and what they do are
described in detail in Chapter 12, Command Directory.

Message Line

Below the Command menu is the Message Line. The Message
Line tells you what to do next, or alerts you that something has
gone wrong. When the text window is active, the message on
the Message Line tells you to:

Edit document or press Cancel to use menu

You'll see the text on this line change as you activate the
Command menu and use the various commands. Chapter 13,
Message Directory, lists and explains all the messages that can
appear on the Message Line.

Status Line

The fourth and last line of the Command area is the Status Line.
It shows a page number, a division number if the document has
more than one division, the contents of the Scrap, the amount of
free space left in the memory of your personal computer, the
status of the keyboard, and the name of the active document.

Page Numbers are shown on the far left of the Status Line. If
the document has not been printed or paginated, the Status Line
shows Page 1. If the document has been printed or previously
paginated with the Print Repaginate command, the Status Line
shows the page number of the text where the cursor is now.

If the document has more than one division, the division
number appears before the page number.
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The Scrap is shown in braces ({ }) to the right of the page
number. This is where MS Word shows you the contents of the
Scrap (a temporary storage place for deleted or copied text). If
the Scrap contains more characters than can be shown, the
additional characters are represented by an ellipsis (...). The
Scrap represents invisible characters with these symbols:

9 for a paragraph mark

for a tab

for a line feed

for a nonrequired hyphen
for page marks

for automatic page numbers

—+®cm<<—l

for automatic footnote numbers

Free Space is shown in the center of the Status Line. This is
where MS Word tells you how much Free Space remains in the
memory of your personal computer. For example, 100% Free
means that all of working memory is available for use.

As you work on a document, MS Word stores the text and
changes in the computer’s memory. As this happens, you'll see
the % Free decrease. You can use the Transfer Save command to
increase the amount of available memory by copying the
changes into a file on disc. You should always save your
document when the % Free reaches 55%.

The Transfer Clear All command clears the memory as well as
the contents of the window, and resets the percentage to 100%.
See Chapter 12, Command Directory, and Chapter 10, Working
With Documents on Discs, for more information about the
Transfer Command.

Locking Key Status. To the right of Free, you may see a set of
initials. This is where MS Word shows you the Locking Keys
Status. MS Word uses locking keys on the keyboard to control
overtyping and extended selections.



Function Labels

The status of the locking keys is shown by one of these two-
letter codes:

# EX (EXTEND) indicates that has been pressed to
extend the selection. For more information on extended
selections, see Chapter 5, Creating and Working with
Documents.

@ OT (OVERTYPE) indicates that has been pressed
to turn on overtyping. What you type replaces existing
characters instead of inserting new characters in front of the
existing characters.

The Active Document Name is the last piece of information
MS Word gives you on the Status Line. This is the name of the
document you are currently editing (the document in the active
window). If you don’t specify a name when you start MS Word,
you are creating a new, unnamed document.

The function labels are a row of eight boxes at the bottom of the
screen. The function labels correspond to the function keys (f1
through £8) on the top row of the keyboard. Some of the
function keys start a function as soon as you press them. Others
show you a new set of functions on the function labels. As the
function labels change, so do the actions initiated by the
function keys. The main menu of function labels looks like this:
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The MS Word  The main keyboard of your personal computer looks much like
Keyboard the keyboard on a typewriter. The keys for letters and numbers
are in the same locations and look the same. There are also a
number of special keys that may be new to you. Your keyboard
looks much like one of the keyboards shown below.

Function keys Edit.keys

Tab key*s.,
el ]

Capskey-..,,"”.

FOOODOO000N000C]E
CTAL keyse++*"" DO0NO00 RO

|
L

L™

.
at

Return a.nd Entér keys ) Shift keys Movement keys

Function keys Edit. keys Movement keys

Back
space

~ 1 lefjs#
Tabkeyss.,,,. ¢ 1 2|3
e lE

CTRLKeys sesu,, .. =

Ca.p.s .CTRL
Capskey'o..o...uo--- .

A
ot
o>
~e
o
©-~
O-
t
I+

o

Return and Enter keys Shift keys Cancel keys
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Function Keys

The keys labeled through across the top of your
keyboard are called function keys. These keys let you do many
special writing, editing, and formatting tasks. You can use the
function keys to select text, scroll through the document, format
paragraphs, and add special highlighting such as bold, italics
and underlining to your text.

The labels for the function keys are shown on the bottom line of
the screen, as a row of eight boxes. Some of the function keys
start a function as soon as you press them. Others display a new
menu of functions on the labels. You'll find a chart of function
key menus in Chapter 11, Special Keys Directory.

If you have a desktop computer, you have four additional
function keys above the numeric keypad. You can use these
keys to help select different amounts of text as you edit. You
received a template for these four keys in your MS Word
package. If you haven't already done so, place the template on
t~e keyboard so you can easily see what these keys do.

Return and Enter Keys

The [Return] and [Enter] keys are used to end paragraphs, and to
tell MS Word when you are finished entering a command.

Shift and CTRL Keys

The and keys are used in combination with other
keys to activate special functions. They are held down while you
press another key or series of keys, just as the shift key is held
down to type a capital letter. You'll find a listing of all +
and + keys in Chapter 11, Special Keys Directory.
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Movement Keys

The four arrow keys at the right of the keyboard move the
cursor through the text in a document in the direction of the
arrow.

+ («] moves the cursor to the beginning of the current
line.

+ (»] moves the cursor to the end of the current line.

and bring the next “windowful” of text into view
from below or above the current text on the screen, respectively.

+ + (4] brings text of a wide document into view
from the left.

+ + [»] brings text of a wide document into view
from the right.

The (& ] key brings the beginning of your document into view
on the screen. + [©] brings the end of your document
into view.

The key turns on extended selection. It is used in
conjunction with the movement keys. For more information see
Selecting Text in Chapter 5, Creating and Working with
Documents.

Editing Keys

The keys labeled (Insert Line ], [Delete Line ], [Delete Char] and
are used to make changes and corrections to your
document.

[Delete Line ] and [Delete Char ] delete the current selection and place
it in the Scrap.

inserts the contents of the Scrap into the document.

turns on and off overtyping.



Using the
Command Menu

The Cancel Keys

Four keys on the keyboard let you cancel a function: The
key; the key; the key; and the key.
When the text window is active, these keys cancel text entry and
activate the Command menu. When you have started a
command and want to stop it, you can use any of these keys.

Throughout this manual, you are told to press WiCance |
(£8]. However, these four keys are interchangeable: use
whichever you find most convenient.

The Caps Key

Pressing lets you enter all characters as capitals.
Everything you type appears on the screen in uppercase until

you press a second time. When you press [Caps], you'll see
CAPS below the function key labels.

The Tab Key

The key inserts a tab character and moves the cursor to the
next tab stop on a line. is also used to move from command
to command in the Command menu and to move between
command fields. Pressing moves the highlight forward to
the next command or command field. Holding down and
pressing moves the highlight back to the previous
command or command field.

As you use MS Word, you’ll be moving back and forth between
the text window, where you enter text and perform basic editing
operations, and the Command menu, where you issue
commands to use many of MS Word’s special features.

This section tells you how to use the commands on the
Command menu. Detailed information about entering and
editing text in the text window is found in Chapter 5, Creating
and Working with Documents.
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Activating the
Command Menu

The Command
Menus
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When you want to use a command, you must first stop text
entry and activate the Command menu. Here’s how:

1. Press{ESC].

The word Alpha on the Command menu highlights,
indicating that the Command menu is active.

COMMAND: Blghs Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

The message on the Message Line also changes. It tells you
to:

Select optionor type command letter

Anything you type now tells MS Word to choose
commands. If you want to leave the Command menu and
enter text again, type A for Alpha to deactivate the
Command menu and return to the text window.

There are two major menus in MS Word: The main Command
menu, and the Gallery menu.

The main Command menu is what you see on the first two lines
of the Command area when you start MS Word. The main
Command menu, shown below, lists the commands that you use
as you work with the text of your documents.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window

The Gallery menu appears in the Command area when you
choose the Gallery command from the main Command menu.
The Gallery menu, shown below, is only used to create and
change Style sheets.

COMMAND: Copy Delete Edit Format Help Insert
Library Name Print Transfer Undo




Basic Steps For
Using Commands

Choosing a
Command

You can return to the main Command menu from the Gallery
menu by choosing Edit from the Gallery menu.

Chapter 12, Command Directory, describes each of the

commands in both menus. Turn to Chapter 12 when you want
information about a specific command.

When you use any command, you follow these same basic steps:

1. Select text, if the command will act on specific text.

Although you cannot enter new text while the Command menu
is active, you can select and/or scroll text while the Command
menu is active.

2. Choose a command.
3. Fill in the command fields.
4. Press to tell MS Word to act on the command.

You can choose a command in either of two ways. You can:

1. Press until the command you want is highlighted
and then press [Return]. ((Shift] + [Tab] moves the highlight
backward, to the previous command.)

OR

2. Type the first letter of the command you want to choose.
For example, type A for Alpha, C for Copy, and so forth.
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What Happens When You Choose a Command

When you choose a command from a Command menu, one of
two things happens:

1. The command takes effect immediately. For example:

. Choosing Alpha cancels the Command menu and
returns you to the text window for further editing.

: Choosing Help displays help text on the screen.

u Choosing Undo restores the last editing or formatting
change you made in your document.

OR

2. The command displays another menu of subcommands.
The following commands show you submenus:

- Format
« Gallery
# Print

- Transfer
« Window

For example, when you choose the Transfer command,
you'll see the following submenu:

( TRANSFER: Wﬁiﬁ Save Clear Delete Merge Options Rename Glossary I

Choose a subcommand just as you choose the main
commands: Press to move the highlight to the
subcommand and then press or type the first letter
of the subcommand.

When you choose a subcommand, you'll see one or more
command fields. The next section tells you how to fill in
command fields.
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Filling in Command
Fields

Command fields :

In some command fields you type a response, such as a
filename. Other command fields show you possible responses
and you choose the one you want.

For example, these are the command fields you see when you
choose the Transfer Load command:

79 . ---............
® TRANSFER LOAD filename: read only:Yes(No)
Message Ling essecoser®® sweesfnter filename or select from list

The lowercase words followed by colons label the command
fields. In the Transfer Load command, the first field, filename
does not show you possible responses. Instead a message on the
Message Line tells you to type a response.

The second field read only shows two possible responses, Yes and
No. The parentheses around No mean that No is the proposed
response, that is, it is the response MS Word will use unless you
change it. The proposed response is usually the last response
that was used in a command.

Some commands have more command fields than others. For
example, these are the command fields you see when you choose
the Format Character command:

FORMAT CHARACTER bold: YesK& italic: Yes(No) underline: Yes(No)
strikethrough: Yes{No) uppercase: Yes(No) small caps: Yes(No)
double underline: Yes(No) position:{(Normal)Superscript Subscript
font name: Pica font size: 12

Notice that No is highlighted in the bold field. When the
highlight is in a command field, it highlights the proposed
response. The proposed responses in the other fields are
enclosed by parentheses. In the fields where there are no
parentheses, font name and font size, you type a response instead
of choosing one.
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To fill in command fields:

1.

Use [Tab] and [Shift] + (Tab] to move from command field
to command field. Pressing moves the highlight
forward to the next field. Pressing + moves
the highlight back to the previous field.

If there is a proposed response in a field, you don’t have to
change it. If you want MS Word to use the proposed
Tesponse, just press to move the highlight to the next
field.

If there is no proposed response in a field, you must give a
response. MS Word will not let you move the highlight to
the next field until you have given a response. For

example, in the Transfer Load command, you cannot move
the highlight to read only until you have given a filename.

If the command field requires that you type a response,
such as a filename, type the necessary characters. The
Message Line tells you what kind of response to type.

If the command field shows the possible responses, choose
the one you want. Here’s how:

a. Type the first letter of the response you want.
The new response highlights.
OR

b. Press the spacebar or to highlight the

response you want.

When you press to move to the next field, the
response you chose will be enclosed by parentheses.



Correcting Mistakes While Filling in Command Fields

If you make a mistake while typing a response, you can use

(above the numeric key pad), Jfelgfe-@%efoln (<2 |,
Blaigs] - &0 1], [Backspace ], and [Delete Line] to edit the

proposed response in a typed-in command field.

s [NIHl TR @R (1] and Jlelglal B telglld [ -2 ] move the highlight

to the next word (left or right) in the proposed response.

moves the highlight to the right, and +
moves the highlight to the left.

deletes the character to the left of the highlight.

deletes the character(s) under the highlight. (It
does not copy the deleted characters to the Scrap.)

You can also cancel a command at any time by pressing [ESC].
Viewing a List of Responses

Some command fields that require you to type a response will
show you a list of possible responses. For example, when the
highlight is in the filename field of the Transfer Load command,
you see the message:

Enter filename or select fromlist

To display and choose from a list of responses once you are in
the command field:

1. Press an arrow key to display the list of possible responses.

2. When the list appears, use the arrow keys to move the
highlight to the response you want. As you highlight each
item in the list, the item also appears in the command field
as the response.

3. When the correct response is highlighted and appears in
the command field, press to move to the next
command field or press if you are finished
entering information in the command.
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Carrying Out a
Command

Confirming a
Command

Cancelling a
Command

4-18 Microsoft Word Basics

After you have filled in the command fields, you must tell MS
Word to carry out the command.

To tell MS Word to carry out a command:

1. Press[Return].

If there are any errors, MS Word displays a message. See Chapter
13, Message Directory, for causes of errors and actions you
should take.

Some commands ask you to confirm your choice. You can either
confirm an action (allow it to be carried out) or cancel it.

To confirm your choice:

1. TypeY

To cancel your choice:

1. Type N

If you do not want to answer the confirm message, you can
cancel the command by pressing [ESC].

If you cancel a command, the Command menu remains active,
and you can continue to choose commands (including Alpha to
return to the text window).



Creating and Working with
Documents

Overview In Part 1, Learning Microsoft Word, you learned some basic
editing techniques as you worked through the tutorial. This
chapter reviews those techniques and goes on to show you some
advanced editing features.

Editing involves entering and changing the content of a
document. If you want to change the appearance of text, see
Chapter 6, Formatting Documents.

In this chapter, you'll find information about how to:

= Begin working with new and existing documents.
Enter text.

@ Make basic editing changes to text, such as inserting,
deleting, moving, copying and replacing.

# Use the Glossary for text you repeat often in your documents.

= Use multiple windows to help when you edit long
documents or multiple documents.

Creating New Each time you start MS Word, an empty text window appears,
Documents and refidc)lf for. you totbegir;l typ.ing gaxt foF a new dogufmen}: Thektext
- - window is empty, and active. Sometimes, you'll finish working
work"‘g W|th with one document and want to start a new one. To do this, you
Existing save the first document, and then clear the text window. At
other times you'll start by editing a document that is already
Documents stored on disc.
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Creating and
Working with a New
Document

The steps below show you the general stages you'll go through
when you create new documents and change existing
documents.

As you create and work with a new document, you’ll normally
go through these basic steps:

When you start MS Word:

1. The text window will be clear, so you can begin by typing
your basic text. For specific information, see Entering Text,
below.

2. Make changes to the content of the text by editing it. For
information about specific editing techniques, see Basic
Editing Changes, later in this chapter.

3. Make changes to the appearance of the text by formatting
it. You can also format text as you enter and edit it, as well
as afterwards. For information about how to format your
document, see Chapter 6, Formatting Documents.

For some editing and formatting changes, you'll want to use
commands from the Command menu. If you're not familiar
with the Command menu and how to use it, see Chapter 4,

Microsoft Word Basics.

4. As you work on your document, periodically save your
text to a file on disc. Here’s how:

a. If the Command menu is not active (no words are

highlighted), press or to activate
it.

b. Choose the Transfer Save command. (Type T for
Transfer, and then S for Save.)
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¢. Type a name for the document, and press [Return].

The document now in the window is saved in a file
on your disc. The text of the document still appears
in the text window.

For more information on saving documents and document
names, see Chapter 10, Working With Documents on Discs.

8. Print your document. For information on printing your
documents, see Chapter 8, Printing Documents.

When you have finished working with one document and
want to begin a new one:

1. Save your finished document. Follow the instructions in
step 4, above.

2. Press or to activate the Command

menu.

3. Choose the Transfer Clear Window command. (Type for
Transfer, C for Clear, W for Window, and press )

You can also use the Transfer Clear All command. For detailed
information on the difference in Transfer Clear commands, see
Chapter 12, Command Directory.

This clears the text of the previous document from the text
window.

You can also begin a new document in a second window if you
want to keep the first document in view. For more information,
see Using Windows, later in this chapter.

4. Begin typing your new document.
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Working with an  When you want to work with a document that already exists on
Existing Document a disc, follow these steps:

1. If the Command menu is not active, (no words are
highlighted) press or to activate it.
2. Choose the Transfer Load command. (Type T, and then L.)

3. Type the name of the document you want to work with
and press [Return].

If you need more help finding the document on disc or
using the Transfer Load command, see Chapter 10,
Working With Documents On Discs.

MS Word loads the text of the document into the memory
of the computer and displays the beginning of the
document on the screen.

Entering Text When you want to enter new text in a document:

1. Be sure the text window is active, and the Command menu
is inactive. Here’s how:

a. Look at the Command menu. If any of the words on
the menu are highlighted, the menu is active. If no
words on the menu are highlighted, the text window
is active.

b. If the Command menu is active, type A for Alpha to
leave the menu and return control to the text
window.
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Correcting Mistakes
as You Type

Wordwrap and New
Paragraphs: When
to Use the RETURN
Key

2. When the text window is active, use the arrow keys to
move the cursor to the position in the text where you want
to type new text. All new characters you type will be
inserted in front of the cursor.

If the text window is empty, the cursor is on the End Mark.
You don’t need to move the cursor. Simply begin typing.
If you are working on a long document, see Locating Text
You Want to Change, below, for help in scrolling or
searching for specific text.

3. Type your text, using the main keyboard, just as you would

a typewriter. Each letter, number, symbol, or punctuation
character that you type is inserted in front of the cursor.

If you make a mistake as you're typing, it’s easy to correct it with

the key.

The key lets you erase characters backwards — that
is, to the left of the cursor.

If you hold down [Backspace], it repeats and you can erase as
many characters as you like.

On a typewriter, you press at the end of each line to
move the carriage back to the left margin. With MS Word, you
don’t need to worry about the end of the line — MS Word
automatically “wraps” text to the next line when you type past
the right margin. This is called wordwrap.
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important

RETURN | was pressed

here to start a new

paragraph. I

As you enter text in your document, press only when
you want to begin a new paragraph. Later, when you format the
text, this will allow you to make the fullest use of the special
formats that work on a paragraph by paragraph basis.

(R 1

MS Word has a special feature called wordwrap. When

you type with MS Word, you don’t need to press RETURN

L at the end of every line. MS Word automatically “wraps”
o.t;):t to the next line when you type past the right
mardine ﬂ

*e

N Y.o°u'cr;1)/ need to press RETURN when you start a new
'pe(ggraphn 1’[

LI

You can ;r!dtc.R.ETURN at the end of every line if you
want to, but thi's'nq}(.es it harder to use MS Word’s
special features to edlw apd format your document. So
it’s better to forget about'ﬂwe.r;ight margin when you're
typing and let “wordwrap" do the w'o?‘h,![

B

\

)

If you haven’t changed any format settings, you won't see any
extra spaces between paragraphs when you press — but
you will see the cursor move to the left margin of the next line.

For information on adding space between paragraphs, see
Chapter 6, Formatting Documents.

Special paragraph markers are placed in your text each time you
press [Return]. If you don’t see them on the screen, you can make

them appear by turning on the visible command field of the
Options command. For more information, see the Options
command in Chapter 12, Command Directory.
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Some Other Keys to
Use as You Enter
Text

New lines begin new
lines without beginning a 3%+
new paragraph.

In addition to [Backspace ] and {Return], there are some other keys
and key combinations that you'll find useful as you enter text.

When You Want a New Line, but Not a New Paragraph:

(Shift] + [Return]

Sometimes you'll want to begin a new line without beginning a
new paragraph. For example, if you type a name and address on
three consecutive lines, it may be helpful later when selecting or
changing information to have the entire address be part of one
paragraph.

Jane Smbm"
.oy ﬁtgine.swea il
$ 2 BINCInnal i §boridas *94880¢]

To start a new line without starting a new paragraph:

1. Hold down while you press [Return].

Throughout this manual, this is represented as + (Return].
Typing Tables: The Key

The key works just as it does on a typewriter — it moves
the cursor to the next tab stop. Tab stops are initially set every
one-half inch. You can change tab settings with the Format Tabs
command. For more information, see Chapter 6, Formatting

-Documents.

Use tabs when you want to align information in columns.
Although you can use tabs to indent paragraphs, as you do on a
typewriter, later format changes will be easier if you indent
paragraphs with the special indent setting available through the
Format Paragraph command.
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When You Want to Start a New Page: + +

Most of the time you don’t need to think about when your text
has filled up one page and must continue on the next. MS Word
automatically inserts page breaks for you when your documents
are longer than one page. Sometimes, however, you will want

your text to start on a new page.

A page break shows

when you press [ Shift)
+[CTRL] + [Return].«s***

i

MS Word automatically breaks your document into pages
when you print. But sometimes you’ll want to make sure
that a particular part of your document starts on a new
page.

To insert a page break in your document, hold down
SHIFT and CTRL while you press RETURN. MS Word
shows the page break with a line of dots like this:

The line of dots shows you the end of a printed page
and the beginning of a new one.

=~

o

To start a new page:

You can also start a new Division when the Division format
changes within your document. See Division Formats in
Chapter 6 for information on when and how to start a new

1. Hold down and while you press [Return].

Throughout this manual, this is represented as +

[CTRL] + (Return].

Division.
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Editing Text:
Making
Changes to the
Content of Your
Document

Locating Text You
Want to Change

When you make changes to text, you always:

1. Locate the text.
2. Select the text.
3. Then make the change.

If you are working on a long document, you may need to scroll
the document to find the text you want to change.

If you can already see the text you want to change on the screen,
read Selecting Text, below, for information on how to select text.

Scrolling A Document

Often the entire text of a document is larger than the screen. You
can move more of a document into view by scrolling the
document.

When you want to bring text from above or below into view on
the screen, you scroll vertically. If you have a wide document
and want to bring text from the side into view, you scroll
horizontally.

You can scroll text while either the text window or the
Command menu is active.

The Scroll Line. When you scroll vertically in a document, a
small horizontal line in the left window border moves up and
down to indicate the approximate location of the lines you are
viewing in relation to the length of the entire document.

Creating and Working with Documents 5-9



To scroll up or down a windowful:

1. Press or [Next].
brings text into the window from above.

brings text into the window from below.

To scroll up or down a line at a time:

1. Hold down and press (4] to bring another line of
text into the window from below. Hold down and
press [¥] to bring another line of text into the window

from above.

In addition, if you press (a] when the cursor is in the top

line of the window, or [v] when the cursor is in the bottom
line of the window, the text automatically scrolls to bring
the next line into view.

If you try to scroll above the first line of the document or
below the end mark, MS Word cancels the request and you
may hear a beep.

To bring the top of the document into view:

1. Press® J.

To bring the bottom of the document into view:

1. Hold down and press v _].

To bring text into the window from the left or right:

1. Hold down and press (] or [»].

You can scroll beyond the left or right window border only
when at least one line in the window is wider than the
window.
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Selecting Text

Before you can tell MS Word to change something in your
document, you must specify which part of the document you
want changed. You do this by selecting text. Selecting means
expanding the cursor so that a portion of text is highlighted; a
word, a sentence, a paragraph or an entire document.

If you try to select anything before the beginning or after the
end of the document, MS Word cancels the selection and you
may hear a beep.

You can select text while either the text window or the
Command menu is active.

To select a character:

1. Use the arrow keys to move the cursor and select any
character.

To select the next character to the left, to the right, up, or
down, press the appropriate arrow key. The cursor moves
in the direction of the arrow key and selects the next
character. Spaces, tabs, paragraph marks, new line
characters, division breaks, and page breaks are treated as
single characters.

Each of the arrow keys is a repeating key: if you press and
hold down the arrow keys, they continue to move the
cursor in the indicated direction.

To select a word:

1. Press HARFAMRESSE (3] and then JREEIRERE (1] or
Word Right|EFIR

OR

If you have a desktop computer, press to select the

word to the right of the cursor or + to select
the word to the left of the cursor.
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To select the current line:

LEgESSelect - Text and then R (73].
OR

If you have a desktop computer, press [Line].

To select the current (or next) sentence:

PRt Se lect Text|EIENERNSNSent ence[EZIR

OR
If you have a desktop computer, press [Sentence |.

To select the previous sentence

1. Press[CTRL] + [4].
OR

If you have a desktop computer, press [Shift] + [Sentence].

To select a paragraph:

LIPS Select Text and then YT IRTaR (5.

OR
If you have a desktop computer, press {Paragraph].

To select the entire document:

PR ESelect Text[FENENGEENEntire Document
[r6].
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Extending a Selection

Once you've made a selection, you can extend it to include

additional text or exclude some text with [Select].

“toggles” — that is, pressing it once turns on the extended
selection, and pressing it again turns off the extended selection.
You'll see EX appear on the Status Line when you first press

(Select .

To change the size of the selection:

1. Press [Select].
Notice the characters EX appear on the Status Line.

2. Press the arrow keys to extend or reduce the selection in
the desired direction.

Press or to extend the selection a screenful and
scroll the text.

g Word Lef tifBEglord Right to extend or

reduce the selection by a word.

If you have a desktop computer, press (Word] or [Sentence ]
to extend the selection by a word or sentence.

8. When you use a menu command or press one of the edit
keys to change the selected text, or when you press
asecond time, extend is turned off and EX disappears from
the Status Line.

Computer’.

— . . Museum .

Basic Editin The basic types of changes you can make to the content of your
yP ges y ¥
Ch anges document are presented on the following pages, in this order:

z Inserting New Text

= Replacing Characters by Overtyping

z Deleting Text
= Moving and Copying Text
= Searching for and Replacing Text
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Inserting New Text  You can insert new text in a document at any time, from a few
characters, to multiple paragraphs. Here’s how:

1. Move the cursor to the position where you want to insert
the new text.

2. Be sure the text window is active. If any words on the
Command menu are highlighted, type A for Alpha to
return to the text window.

3. Type the new text.

The text that’s already there automatically moves forward
to make room for the new text.

If you insert new text in front of selected text, for example,
if a whole word or paragraph is highlighted, the new text
is inserted before the first character of selected text, just as
it is inserted in front of the cursor.

Replacing a Few When you want to replace a few characters, you can turn on
Characters by overtype and type over them. Here’s how:
Overtyping

» Move the cursor to the first character that you want to
replace.

2. Press to turn on overtyping.

Notice the OT appear on the Status Line. This tells you that
overtyping has been turned on.

3. Type the character that you want to replace the selected
character.

4. Continue to type, replacing all characters that you want to,
up to the end of the paragraph.

If you continue typing at the end of the paragraph, the
characters are inserted before the paragraph mark, but do
not replace it.

8. Press again to turn off overtyping.
The OT disappears from the Status Line.
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Deleting Text

You can delete text from a document in two ways. You can use:

# The [Delete Line] or [Delete Char ] keys.

# The Delete command.

The method you decide to use depends in part on what you
want to do with the deleted text.

If you do not want to reuse the text you are deleting, use one of
the delete keys on the keyboard.

If you want to move the text to another location in a document,
use either method to place the text temporarily in the Scrap. Use
the Scrap when you will reinsert the text into a document soon.
For more information on moving text and using the Scrap, see
Moving and Copying, below.

If you want to use the text over and over again in different
places in this and other documents, use the Delete command.
The Delete command lets you place deleted text in the Glossary.
For more information on the Glossary, see Storing and Reusing
Text, later in this chapter.

To delete text from a document:

1. Select the text you want to delete.

2. Press [Delete Line ] or [Delete Char] to place the text
temporarily in the Scrap.

OR

Press [Shift] + [Delete Line] to remove the text without
placing it in the Scrap. (This leaves any existing text in the
Scrap unchanged.)

OR
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a. Press or to activate the

Command menu.

b. Type D for Delete. The following command field
appears:

DELETE to:

€. Press to place the text temporarily into the
Scrap.

OR

Type a name to be placed with the text in the
Glossary, and press [Return].

Moving and Copying You can move or copy text from one part of a document to
Text another, and to a different document. Whether you move or
copy text, the text is placed temporarily in a special storage area
called the Scrap.

The Scrap

The Scrap is a temporary storage location for text that you delete
or copy from a document. The braces (1) on the Status Line
show you the current contents of the Scrap. When the text you
have deleted or copied to the Scrap is too long to display on the
Status Line, MS Word shows you the first few words and the last
word, separated by ellipses. The contents of the Scrap might
look like this:

{Any amount ... text.}

Any amount of text can be placed in the Scrap. However, since
any new text you delete or copy to the Scrap replaces the
previous contents, you can only store one piece of text in the
Scrap at a time.
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Only [Delete Line ] and [Delete Char }, and the Copy, Delete, Transfer
Clear, and Undo commands change the contents of the Scrap.
All other commands and keys leave the Scrap as it was. This
means you can place selected text in the Scrap and then perform
other tasks before you insert it in a new location.

To move text in a document:

1. Delete the text so that it is placed in the Scrap.

2. Select the location in the document where you want to
insert the text. Scroll if you need to bring the text into
view. If you want to replace some text with the inserted
text, select the text to be replaced.

You can also insert the text into another window. For more
information, see Windows, below.

3. Press to insert the contents of the Scrap into the
document in front of the cursor.

OR

Press [Shift] + [Insert Line] to delete the selected text
(without copying it to the Scrap) and insert the contents of
the Scrap into the document in its place.

To copy text in a document:

1. Select the text you want to copy.

2. Press or to activate the Command

menu.

3. Type C for Copy.

4. DPress to place the text temporarily into the Scrap.
OR

Type a name to be placed with the text in the Glossary, and
press (Return).
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8. Select the location where you want to insert the text. The
destination may be in the same window or in a different
window. This makes it easy to copy text both within a
document and between documents.

6. Press to insert the contents of the Scrap at the
new location.

If you have placed the text in the Glossary with the Copy
command, see Glossary, below, for more information on
how to use it.

Searching and  Another way to edit text in a document is to use the Search and
Replacing Text Replace commands.

Use the Search command to tell MS Word to search for the next
occurence of a specific portion of text in your document. MS
Word stops when it finds the word or phrase and highlights it.
Then, if you want to, you can change the text or delete it. If you
want, you can tell MS Word to repeat the search and find the
next occurence of the text.

Use the Replace command if you want to replace specific text in
your document with other specific text. You can either tell MS
Word to find all occurences of the text and automatically replace
it with the new text or you can tell MS Word to stop each time
and let you confirm or ignore the replacement.

To search for text in a document:

1. Press or to activate the Command

menu.

2. Choose the Search command. (Type S for Search.) You'll
see the following command fields:

SEARCH text: i
direction: Up(Down) case:(Yes)No whole word: Yes(No)
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3. Fill in the command fields.

b.

In the text field, type the text you want MS Word to
search for.

In the direction field, tell MS Word to search either up
or down in the document.

MS Word begins searching from the location of the
cursor in the document. So if you want to search
through the entire document, place the cursor at the
beginning of the document and tell MS Word to
search down.

In the case field, tell MS Word to find either every
case of the text or only the text that appears exactly as
you typed it.

For example, if you tell MS Word to search for
INTRODUCTION, and you choose Yes in the case
field, MS Word will only search for cases of the word
introduction that are in all capital letters.

In the whole word field, tell MS Word to search for the
text either when it occurs as a whole word (by
choosing Yes) or when it occurs as a part of another
word (by choosing No).

For example, if you tell MS Word to search for
compute, and you choose no in the whole word field,
MS Word will search for computes, computer and
computers, as well as compute.

4. Press(Return]. You'll see the message:

searching...

When MS Word finds the first occurence of the search text,
it will stop and highlight the text. You can change the text
or not.

When you're ready to go on to the next occurence of the

search text, press el L RERERTRIN (72 .
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To replace text in a document:

1. Press or to activate the Command

menu.

2. Choose the Replace command. (Type R for Replace.) You'll
see the following command fields:

REPLACE text: & with text:
confirm: (Yes)No case: Yes(No) whole word:(Yesa)No

3. Fill in the command fields.

a. In the text field, type the text you want MS Word to
find and replace. In the with text field, type the new
text you want MS Word to insert in place of the
existing text.

b. In the confirm field, tell MS Word if you want to
confirm replacements before they’re made.

If you choose Yes, MS Word stops each time it finds
the text and asks you if you want to replace it or not.

If you choose No, MS Word automatically makes all
the replacements.

€. In the case field, tell MS Word to find and replace
either every case of the text or only the text that
appears exactly as you typed it.

For example, if you tell MS Word to change every
occurence of INTRODUCTION to OVERVIEW and
you choose No in the case field, MS Word only
replaces INTRODUCTION with OVERVIEW when it
finds INTRODUCTION in all capital letters.

d. In the whole word field, tell MS Word to replace text
either when it occurs as a whole word (by choosing
Yes) or when it occurs as a part of another word (by
choosing No).

5.20 Creating and Working with Documents



For example, suppose you tell MS Word to replace
Anderson with Mr. Anderson. If you choose Yes in the
whole word field, MS Word will not replace
Andersonville, Ohio with Mr. Andersonville, Ohio.

4. Press [Return].

If you choose No in the confirm field, MS Word makes the
replacements and when the replacements are complete,
you see a message telling you how many replacements
were made.

If you choose Yes in the confirm field, MS Word stops and
highlights the first occurence of the search text and asks
you to confirm or ignore replacement.

Storing and
Reusing Text:
The Glossary

Using the Glossary

Like the Scrap, the Glossary is a place to store text that you want
to reuse. But, unlike the Scrap, the Glossary can hold many
pieces of text at the same time. When you copy or delete text into
the Glossary, you label the text with a glossary name. You can
then use the glossary name to recall text from the Glossary and
insert it anywhere in any document. The text will appear in the
document exactly as you entered it in the Glossary.

When you add text to the Glossary, it is placed in your personal
computer’s memory. It is not stored in a disc file until you
explicitly save it. You can store glossary text in the Glossary
provided by MS Word, NORMAL.GLY, or you can specify a new
glossary file name. Unless you specifically save the Glossary
with a different name, MS Word automatically stores glossary
items in a Glossary named NORMAL.GLY.

The Copy command and the Delete command can both place
text into a Glossary. Which one you use depends on whether you
want the text to remain in your document as well as in the
Glossary (use Copy) or you want to delete the text from your
document and place it in the Glossary (use Delete).
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To store text in the Glossary:

1.
2.

3.

Select the text you want to store in the Glossary.

Press or to activate the Command

menu.

If you want the text to remain in the document as well as
in the Glossary, choose the Copy command. (Type C for
Copy.)

If you want to delete the text from the document when
you place it in the Glossary, choose the Delete command.
(Type D for Delete.)

Type a glossary name in the command field. A glossary
name can be from 1 to 32 characters long. It must be all
alpha-numeric characters, with no spaces or dashes or
other punctuation marks. When you assign a glossary
name to the selected text, keep in mind that you'll use this
name whenever you want to insert the text from the
Glossary.

When you assign glossary names to selected text, do not use the
names “page” and “footnote”. These words are reserved by MS

Word for page numbers and footnotes. For information about
using page numbers and footnotes, see Chapter 6, Formatting
Documents.

Press .

The text and the glossary name are placed in the Glossary.
If you want a permanent copy of items you place in the
Glossary, you must save the Glossary. See Saving a
Glossary, below.
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Saving a Glossary

Merging a Glossary

To insert text from a Glossary into a document:

1. Press or to activate the Command

menu.
2, Choose the Insert command. (Type I for Insert.)

3. Type the glossary name in the command field or press any
arrow key to see a list of glossary names and select from
the list.

OR

Type the glossary name in your document in the location
you want the glossary text to appear. Then hold down

and press [Sekect).

The glossary text automatically replaces the glossary name
in your document.

You can save changes to a Glossary on disc for use in a later
session if you wish. To save a Glossary, use the Transfer Glossary
Save command.

If you do not save a Glossary, it is lost when you quit MS Word
or when you use the Transfer Clear All command. If you use
either the Quit or the Transfer Clear All command without
saving a Glossary, MS Word asks whether you want to save or
delete the changes to the Glossary. If you tell MS Word to save
the changes, they are automatically saved in NORMAL.GLY,
unless you previously saved them to another file during the
current session.

When you start MS Word, entries in NORMAL.GLY are
automatically available. If you have entries in another Glossary
file that you want to use, you must use the Transfer Glossary
Merge command to merge the new Glossary file.

Merging combines the entries from the new file with the entries
in NORMAL.GLY. If any name in the new Glossary file is
identical to a name in NORMAL.GLY, the new entry replaces
the entry in NORMAL.GLY. If you then save the Glossary file,
all the entries in the Glossary, including those from
NORMAL.GLY and other meged files, are saved in the new
Glossary file.
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Glossary Example Asan example of how you might use a Glossary, suppose you
have saved text with the following glossary names:

“RADRS” Contains your return address.

"RSVP” Contains an invitation form letter.

“GM” Contains the closing for the general manager’s
signature.

Then, a letter to Mr. Jones could be created as follows:

1. Type RADRS. Press + [Select].
2. Type Dear Mr. Jones:

3. Type RSVP. Press + [Select].
4. Type GM. Press [Shift] + [Select].

The text of the letter is finished. You can now format,
print, or save it.

Windows When you start MS Word, only one window is open. You can
open up to eight windows. Window numbers are displayed in
the upper left corner of each window.

Each window can contain different parts of a single document,
or of several documents. When you close a window, the contents
are discarded, so if you make changes to the text in a window
that you want to keep, save the document before you close the
window.

When to Use More  Here are four possible uses for multiple windows:

than One Window
# When you want to move text from one part of a long

document to another.
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Using Multiple
Windows

# When you want to move or copy text from one document to a
different document.

i When you want to use a second window as a scratch pad for
notes to yourself while creating or editing a document.

# When you want to view the text of a footnote you have

previously entered.

The information that follows tells you how to use the basic
Window commands to open and close windows. For more
detailed information, see the Window Command, in Chapter 12,
Command Directory.

Splitting Windows

When you want to open a window, you split the current
window. When the new window appears, you see another copy
of the same text that is in your original window.

To open a window, use the Window Split command:

1. TypeW for Window, and S for Split. A subcommand menu

appears:
. Vertical Footnote )

( WINDOW SPLIT:

2. Choose Horizontal, Vertical, or Footnote, depending on the
type of window you want.

For example, if you choose Vertical, you’ll see the following
field:

( WINDOW SPLIT VERTICAL at <:<':lumn:§§§{§I )

3. The line or column number where the cursor is currently
located appears in the command field. If this is where you

want the window to split, press (Return].
OR
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Type the line or column number where you want the new
window to begin.

4. Press .

The current window splits into two windows, with the
same document shown in each one. The illustration below
shows a window split vertically.

Window number

//\ \

r<— Text area

Borders contain

/ scroll bars

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window Command

Edit document or press Cancel to use menu - area

Page 1 | 99% Free Microsoft Word: EXAMPLE.DOC

7

Clearing Windows

If you want a new blank window to enter text into, or to load
another document into, you must clear it.

To clear a window, use the Transfer Clear command:

1. Type T for Transfer, C for Clear, and W for Window.

If you have made changes that you haven’t saved yet, MS
Word asks you to confirm that you want to discard the
changes.

The active window (the one with the selection in it), is
cleared.
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Moving Between Windows

Only one window on the screen is active at one time. The active
window is the one in which you can see the highlighted
selection. To work with text in another open window, you must
move to it first.

To move to another text window:

1. Press GEFSRINBRTEEI™ (4],

Footnote Windows

When the footnote window is open, you can scroll to see the text
of all the footnotes whose reference marks appear in the text
window.

Unlike other split windows, footnote windows are shown only
by a dotted line and a window number. There is no line space
between a footnote window and the window it was split from.
This slight difference in the appearance of the footnote
windows lets you distinguish them from other horizontally-
split windows.

Any text window can have a footnote window, but footnote
windows count toward the total of eight windows that can be
open at a time. Once a text window has a footnote window split
from it, the text window cannot be split again. See the Format
Footnote and Window Split Footnote commands in Chapter 12,
Command Directory. For detailed information on creating and
changing footnotes, see Chapter 6, Formatting Documents.

To move to an open footnote window:

1. Choose the Jump Footnote command.
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Changing Window Size

When you have more than one window, you may need to
change their sizes so that you can display more text in one of
them. You do this by moving the window borders. You always
change window size by moving the border of the upper
window — you cannot move the border of the bottom or
rightmost window.

To move a window border, use the Window Move command.
For detailed information, see the Window Move command in
Chapter 12, Command Directory.

Closing Windows

When you are finished with a window and want to retrieve the
space for the remaining windows, close the window. When you
close a window, the contents are discarded. If you made changes
to a document that you want to keep, save the document before
you close the window. If you try to close a window containing
unsaved changes, MS Word will ask you to confirm the
command.

To close a window:

1. Choose the Window Close command.

2. In the command field, type the number of the window
you want to close and press [Return].

Working with  When you want to move text from one part of a long
Windows: Some  document to another:

Examples _ ) . )
1. Open a second window with the Window Split command.

The new window contains the same document as the
original window.

2. Scroll the windows separately to bring the desired
portions of the document into view.
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Select the text you want to move and press to
remove it from the original location and place it in the
Scrap.

I INe x t Window to deactivate the first window

and place the selection in the second window.

Move the cursor to the position where you want to insert
the text.

Press to insert the contents of the Scrap in the
new location.

When you want to move or copy text from one document to
another document:

1.
2.

Open a second window with the Window Split command.

Load one document into window number 1. (For detailed
information on loading documents, see Chapter 10,
Working with Documents on Discs.)

I Next Window to move to window number 2.

Load the second document into window number 2.

Scroll the windows separately so that you see the text you
want to move or copy in one window, and the destination
for the text in the other.

Use the Delete or Copy commands to place a copy of the
desired text in the Scrap.

I INext Window to move to the window

containing the destination document.

Move the cursor to the position where you want to insert
the text.

Press to insert the contents of the Scrap in the
new location in the second document.
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When you want to use a second window as a scratch pad for
notes to yourself while creating or editing a document:

1. Open a second window.

2. Use the Transfer Clear Window command to give yourself
a clean, blank document in which to make notes.
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Overview

Formatting Documents

Formatting lets you change the appearance of text in a
document. Although you see most of the formats you set on the
screen, formatting is used primarily to control the visual
presentation of how the document will print. For example, you
can add emphasis to characters by bolding or underlining them,
set spacing and indents for paragraphs, and specify how much
space to leave blank as margins on each page.

You can format text as you type it, or you can type a document
and then change format settings for all or part of the document.

MS Word provides many format settings for you to choose from,
and several ways to change the settings. This chapter tells you
how to format your document directly on the screen by using
the Format command, the Function keys, and a number of
control key combinations.

As you create and format documents with MS Word, you will
find some combinations of formats that you use over and over
again. You can store these combinations of formats in a special
document called a Style sheet. Style sheets let you apply multiple
formats to text with one or two keystrokes. In addition, by
assigning a different Style sheet to a document, you can change
all the formats of a document at once. Once you are familar with
how to format your documents in the ways discussed in this
chapter, and are ready to create your own Style sheets, turn to
Chapter 7, Formatting With Styles.
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What You Can
Format

Characters

Tabs

Footinotes

Divisions

6-2 Formatting Documents

You can assign formats to six different parts of your document.

Character formats let you specify how the characters themselves
look — from adding special emphasis, such as underlining or
italics, to changing the type font and size used for characters
when your document is printed.

Paragraph formats let you specify how each paragraph of text
appears in your document. For example, you can indent from
the left and/or right margins, specify spacing between lines and
and between paragraphs, and choose whether a paragraph will
be flush with the left margin, flush with the right margin or
centered on the page.

Tab formats let you set, reset and clear tabs. You can create
different tab stops for each paragraph. You can also fill the space
between tabs with dots, dashes or underlines.

Footnote formats let you create footnotes and choose how they
will appear in your document. You can choose whether
footnotes will be numbered or indicated with a special reference
mark, such as an asterisk, and you can also indicate whether
footnotes will appear at the bottom of the page or together at the
end of the document.

Division formats let you specify how text is laid out on a page.
You can specify page size, margins, the positions of headers and
footers, and other settings that affect how the text fits on a piece
of paper when it is printed. Often your documents may have
only one set of division formats. However, when you have
different types of text together in a document (for example, a
cover letter and a proposal, or a table of contents and the main
text of a report), you may want more than one division in a
document so that each type of text will print correctly.



Running Head formats let you specify text that you want to
print at the top and bottom of each page, and designate where in
the top and bottom margins the text will print. Text that prints
continuously at the top of each page is often called a header. Text
that prints continuously at the bottom of each page is often
called a footer.

Character
Formats

Character Formats
on the Screen and
on Paper

When you write on paper, you probably pay little attention to
the appearance of characters, except perhaps to emphasize a
word or phrase by underlining or using all capital letters. With
MS Word, you can modify the appearance of characters in many
more ways than you can with a pencil or a typewriter.

Most character formats appear on the screen. The way that
character formats appear on the screen depends on your
computer. For example, subscripts appear as half-bright
characters on the HP Touchscreen Personal Computer, while
they appear slightly below the main line of text on the HP
Portable Computer. Strikethrough and double-underline both
appear as underlined text on the HP Touchscreen Personal
Computer. However, they will print correctly if your printer has
that capability.

How character formats appear in the printed document depends
on the capabilities of your printer. If your printer cannot
reproduce a particular character format, MS Word makes an
appropriate substitution or if necessary, omits the format
entirely. For example, if a printer cannot print italicized text, but
can print underlines, text that is italicized on the screen may be
underlined when it is printed.
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Ways to Assign  There are three ways to assign character formats. The method
Character Formats you decide to use is largely a matter of personal preference, but
there are a few differences. You can use:

The Format Character command. Use this command when
you want to change more than one format at once, or when

you want to see all character formats that are currently set. In
addition, font name and font size can only be set through the
menu.

The function keys that appear when you press
T A (76 ). Use these function keys when you
don’t want to leave the text window, and when you want to
see a listing of the main character formats available.

The control key combinations. Use the control key
combinations if you are a touch typist and find that moving
your fingers from their “home” position on the keyboard is
disruptive.
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Two possib

le character

formats are italics and

underlining.

Table 6-1 below lists the available character formats and tells you
which of the three methods you can use for each format.
Instructions on using each method follow the table. “N/A”
means that the format is not available with a method.

Table 6-1. Character Formats

Character Format Function +
Format Command Key Key
Bold yes Bold
Italic yes Italic (1
Underline yes Undrline
Strikethrough yes Strike Through
Uppercase yes N/A N/A
Small Caps yes Small Capitals
Double yes Double (0]
Underline Undrline

Subscript yes Sub Script B
Superscript yes Super Script
Font name yes N/A N/A
Font size yes N/A N/A
Remove Format yes None

------ Ther ehangess sappeareon dhesscnreon

Although capital letters are shown in the + key column
in Table 6-1, you can type upper or lower case letters.

It’s easy to format characters using various combinations of

keys.

First, select the characters you want to

format, then simply press the appropriate key combination.

ke magic.

Document

titles,.syc.h.as Quick Refeérence Guide,)may be
* anlicrfined or evén —ynderit T~ And to show

intended deletions, use strikethrough characters.
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Assigning Character Formats

You can set character formats either before you type the text, or
after, as you edit the text.

To format characters before you type them:

1. Choose the format you want with one of the methods
discussed in this section.

2. Type the text you want to have the new format.

3. Return to normal character format to continue entering
text without the special format. The easiest way to return
to normal format is to hold down while you press
the spacebar.

A common technique for determining how much time is consumed
on various tasks throughout the work day is to keep a

ol ¢time log. This procedure consists of maintaining a

o «cPidry in which every 15-20 minutes you record what you have
done.

Italics turned on here+ * * ~
and turned off here.- * * * *

To change the format of existing characters:

1. Select the characters you want to format.

2. Choose the format you want.

If you select a single character only, you must press the
key combination twice or press the function key twice.

6-6 Formatting Documents



Using the Format Character Command

To assign a character format with the Format Character
command:

1. Press or to activate the Command

menu.
2. Type F for Format.

A new menu, listing the types of format commands,
replaces the main Command menu on the screen.

1 FORMAT :

3. Type C for Character.

¥ Paragraph Tabs Footnote Division Running-head Style )

The Format Character command fields appear. These
command fields show all the available format settings you
can use with characters.

FORMAT CHARACTER bold: Yesiﬁ italic: Yes(No) underline: Yes(No) ]
strikethrough: Yes(No) uppercase: Yes(No) small caps: Yes(No)
double underline: Yes(No) position: (Normal)Superscript Subscript
font name: modern a font size: 12

4. Press until the highlight is in the command field to
the right of the format you want to change.

8. Press the spacebar to move the highlight to the setting you
want to use.

When a character format can only be on or off, yes turns it
on, and no turns it off.

The last two character format choices, font name and font
size, require that you type in a response. To see the font
names and sizes available for the printer, highlight the
command field and press an arrow key. It is helpful to use
the Print Options command to designate your printer and
to see which fonts it has available before changing this
setting.
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6. Repeat steps 4 and 5 for each character format you want to
use. For example, you might want characters to be both
bold and underlined.

7. When you have changed all of the character format
settings that you want to change, press [Return].
The new format settings take effect in your document.

8. If you make a mistake, or don’t like the effect of the
resulting format, choose Undo from the Command menu
and try again.

Using the Function Keys

To assign a character format with the Function Keys

LAY Choose TypeFace[lTAB

New function labels appear at the bottom of the screen.
These show you the character formats that you can apply
with the function keys.

Notice the new label for — . This tells you that more
character formats are available when you press [£7].

(

Not all of the character formats available with the Format
Command are available on the function keys. See Table 6-1
above for details.
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2, Press the function key for the character format you want
to use.

The new format takes effect in your document.

3. Repeat step 2 to add additional character formats with
function keys.

4. Press to return the main function key labels to the
screen.

5. If you want to remove all special character formats from

the selected text, press ((r4))

Using Control Key Combinations

To assign a character format with the control key
combinations:

1. Hold down the key while you type the first letter of
the character format you want to use.

Not all of the character formats available with the Format
Command are available with control key combinations. See
Table 6-1 above for details.

2. If you want to remove all special character formats from
text, press + spacebar.

If the computer beeps and displays the message Key code not
defined when you use a control key combination, you either
pressed the wrong character, or the document may have a Style
sheet other than the empty NORMAL.STY attached to it. Try
pressing + [x] + the letter. For more information, see
Chapter 7, Formatting with Style Sheets.
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Paragraph
Formats

Initial Paragraph
Formats

6-10 Formatting Documents

In any document, it’s likely that you won't want all your
paragraphs to look the same. You might want some paragraphs
to be flush with the left margin, others to be indented and still
others to be centered. With MS Word you can create a different
format for each paragraph.

A paragraph’s format is stored with the paragraph mark at the
end of the paragraph. The paragraph mark can be selected and
deleted, or copied just like a character. If you don’t see paragraph
marks at the end of each paragraph, you can bring them into
view by turning on Visible with the Options command.

OPTIONS mute: Yes{No) measure: (In) Cm P10 P12 Pt
overtype: Yes{No) display mode: (Normal)Printer visible:
Select option

When you start MS Word, the following paragraph formats are
in effect:

# Lines are aligned flush left.

[

Lines are not indented from the left and right margins.
# Lines are single-spaced.

% There is no blank space between paragraphs.

Page breaks are allowed within a paragraph.

You can change all of these initial settings. For information on
what each specific paragraph format does, see Understanding
Paragraph Formats, below.



Paragraph Formats
on the Screen and
on Paper

When to Begin a
New Paragraph

If your printer is 10- or 12-pitch, your paragraphs look the same
on the screen as they will when they’re printed. If your printer
is not 10- or 12-pitch, the line lengths of paragraphs may look
somewhat differently on the screen than when you print them.
In this case, you can see how paragraphs will look when your
document is printed by choosing the Options command and
then choosing Printer in the Display command field. For more
information on the Options command, see Chapter 12,
Command Directory.

Normally, you begin new paragraphs in your text when you
want blank lines to separate parts of your text. When you are
formatting text with MS Word, you may sometimes want to
break text up into paragraphs even when you don’t want blank
lines above and below it.

Begin a new paragraph when you want to:

# Start a new paragraph normally in the course of your
writing.

2 Create a heading for a section of a document (the heading is
considered a paragraph for formatting purposes).

# Indent text from either or both margins.

# Change the length of lines temporarily.

# Change line spacing (for example, double-spacing or triple-
spacing).

# Change alignment of text within lines (for example, flush
left, centered, justified, or flush right).

To begin a new paragraph while you are typing text:

1. Press[Return].

The new paragraph will have the same formats as the
previous paragraph.
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To split one paragraph into two:

1. Select the character that will be the first character of the
second paragraph.

2. Press[Return).

The two new paragraphs each have the same paragraph
formatting as the original paragraph. The new paragraph
mark is a duplicate of the original paragraph’s mark.

To join two paragraphs you delete the paragraph mark
separating them:

1. Select the first character of the second paragraph.
2. DPress [Backspace].

3. Press the spacebar to insert space between the two
sentences where the paragraphs are joined.

The new, single paragraph will have the paragraph
formats of what was formerly the lower paragraph.

Ways to AsSign  There are three ways to assign paragraph formats. The method
Paragraph Formats you decide to use is largely a matter of personal preference, but
there are a few differences. You can use:

% The Format Paragraph command. Use this command when
you want to set multiple paragraph formats at the same time.
In addition, the Format Paragraph command shows you all
possible paragraph settings.

The function keys that appear when you press

. Use these function keys when you want

to use one of the special paragraph formats that are preset on
the keys. (See below for details.)

The control key combinations. Use the control key
combinations if moving your hands from their “home”
position on the keyboard is distracting.
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Table 6-2 below lists the available paragraph formats and tells
you which of the three methods you can use for each format.
Instructions on using each method follow the table. “N/A”
means that the format is not available with a method. An
asterisk next to an item means that it has special settings that are
discussed below.

Table 6-2. Paragraph Formats

Paragraph Format Function +
Format Command Key Key
Alignment
Left Flush Yes Left Flush
Centered Yes Center
Right Flush Yes Right Flush (R]
Justified Yes Justify
Keep Yes N/A N/A
Left Indent Yes Indent Left* (m]*
Indent Right* *
First Line Yes Indent 1st Line* F*
Right Indent Yes N/A N/A
Line Spacing Yes Double (numeric) [2]**
(for double)
Space Before Yes Open Space (o]
Space After Yes N/A N/A
Hanging Indent Yes Hanging Indent* m*
Normal Paragraph Yes Remove Format

Although capital letters are shown in the + key column
in Table 6-2, you can type upper or lower case letters.
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Flush left paragraph with
no indent. .

Indent Right
indents the left margin , .
one-half inch. .

Indent 1st

IR jndents first line
one-halfinch.» » »+ v s o v 0.

sets the right indent to+ « « «
one inch and the 1st line
indent to minus one

inch.
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* -[That means that each line of this paragraph begins at the

*$pecial Function Keys for Format Paragraph

The function keys and control key combinations listed with
asterisks next to them in the table above provide you with some
commonly used indent settings:

- B EEIRE R4t and [CTRL] + [M] indents the paragraph one-

half inch from the current left margin. That is, it moves the
left margin to the right one-half inch. Pressing it a second
time indents the paragraph another half inch.

S S NRER AN BRE- and(CTRL | + (F] indents the first line of
the paragraph one-half inch.

¢ (R ESRRE and (CTRL] + (L] moves the left margin one-

half inch to the left.

GER-ER-RB TR and (CTRL] + (T] leaves the first line of

the paragraph where it is, and indents all additional lines one
inch. You'll find this setting useful if you create outlines.

**If you have a desktop computer with the numeric keypad, you
must use + the number two [2] on the numeric keypad
for double spaced paragraphs.

s ™

PARAGRAPH INDENTS

This paragraph has no indent, but is a aligned flush left.
left margin of the page.

A one-half inch paragraph indent from the left margin

* ] of the page looks like this. Each llne of this
paragraph is flush on the left with the others, and is
indented one-half inch from the left margin.

indented one inch, but the rest of the lines are flush with

L This paragraph begins with the first line
the margin.

further to the left than all subsequent lines of
the paragraph, which are indented one inch.

L J

[In a hanging indent, the first line of a paragraph begins




Assigning Paragraph Formats

You can set paragraph formats either as you type the text, or
after, as you edit the text.

To format a paragraph as you type it:

1. After you start the paragraph, choose the format you want
using one of the methods discussed in this section.

2. Continue typing the paragraph. The paragraph and each
succeeding paragraph will have the format you assigned
until you change the setting again.

To change the format of existing paragraphs:

1. Select any text within the paragraph (or adjoining
paragraphs) that you want to format.

2. Choose the format you want.

You do not need to select the entire paragraph. MS Word
assigns paragraph formats to each paragraph that contains
any selected characters. If the selection spans more than
one paragraph, MS Word assigns the formats to all
paragraphs containing selected text.

Using the Format Paragraph Command

To assign a paragraph format with the Format Character
command:

1. Press or to activate the Command

menu.
2. Type F for Format.

A new menu, listing the types of format commands,
replaces the main Command menu on the screen.

[ FORMAT:

aragraph Tabs Footnote Division Running-head Style j
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3.

Type P for Paragraph.

The format paragraph command fields appear. These
command fields show all the available format settings you
can use with paragraphs.

left indent: 0 first line: 0 right indent: 0
line spacing: 0 1i space before: 0 li space after: 0 li

ORMAT PARAGRAPH alignment: L8#% Centered Right Justified keep: Yes No j

C

If multiple paragraphs are selected and they do not all currently
have the same paragraph formats, the command fields cannot
accurately display the current settings. Instead they appear
blank. You may still enter settings that will apply to all selected
paragraphs.

4.

7.

Press to move the highlight to the first paragraph
format setting you want to use.

If you are changing the alignment or keep formats, press
the spacebar to move the highlight to the setting you
want.

If you are changing any of the indent or line settings on
the bottom two lines of the command, type in the
measurement you want to use. Indents can be entered in
inches, centimeters, or points. Lines and spaces are entered
in number of lines.

For more detailed information on how to enter

measurements, see Measurements, in the Division Formats
section of this chapter.

Repeat steps 4 and 5 for each paragraph format you want
to apply. For example, you might want paragraphs to be
both indented and justified.

When you are finished changing paragraph format

settings, press [Return ].



Using the Function Keys

To assign a paragraph format with the Function Keys:

1. Press [RCRETHETE 7S],

New function labels appear at the bottom of the screen.

These show you the paragraph formats that you can apply
with the function keys.

Notice the new label for — EBI8 More paragraph formats
are available when you press [£7].

Not all of the paragraph formats available with the Format
Command are available on the function keys.

2. Press the function key for the paragraph format you want
to use.

3. Repeat step 2 for each additional format you want to add.

4. Press to return the main function key labels to
the screen.
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Using the Control Key Combinations

To assign a paragraph format with the control key
combinations:

1. Hold down while you type the first letter of the
character format you want to use.

Not all of the paragraph formats available with the Format
Command are available with control key combinations.
See Table 6-2 above for details.

Understanding The information on the following pages discusses each of the
Paragraph Formats paragraph formats available with MS Word, and how they will
affect your text.

Aligning Paragraphs
Paragraph alignment determines how paragraphs are placed

between the left and right margins. The illustration below
shows the types of alignment that are available.

s ™
PARAGRAPH ALIGNMENTS
r-This paragraph is aligned left. All lines begin at the left

. margin. The line endings at the right margin are not
.l Jjustified.
L

. * This paragraph is centered. The midpoints of the lines are
.® .f flush with each other, but the left and right margins are
," " not even.
Left flush\* e -
.’ This paragraph is aligned right. All lines are flush with
o’ o each other on the right margin, but uneven on the left
Centered * R s margin.

-Here is an example of a justified paragraph: the spaces
*§ between words are adjusted so that both the left and right
. Lmargins are flush and even.

L J

Right flush** "

Justified (right and left * *
flush)
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To change paragraph alignment in your documents:

1. Select the paragraph(s).

2. Choose the Format Paragraph command, or use the

A EREY T -t (75 ) function key or the [CTRL] key

combination.

Indenting Paragraphs

Sometimes you will want to indent one or more lines of a
paragraph. MS Word initially sets the indents (measured from
the margins) at 0 inches. With this initial setting, text is
automatically entered in block paragraphs. You can use the
Format Paragraph Indent command to change this setting.

Indents are measured from the current margins. All margins —
left, right, top, and bottom — are set through the Format
Division command. Setting an indent temporarily changes the
margins. If you want to change the left and right margins for an
entire document, use the Division Formats discussed below and
change the margins before changing indents for individual
paragraphs.

Each paragraph has three indents: left, right, and first line:

# The left indent is the distance from the left margin to the
beginning of each line in the paragraph.

# The right indent is the distance from the right margin to the
end of the line. If you enter a positive number, such as one-
half inch (.5”), each line will end one-half inch before the
right margin. If you enter a negative number, such as minus
one-half inch (-.5”), each line will extend one-half inch past
the right margin.
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% The first line indent is either negative or positive. If it is
negative, it is indented less than succeeding lines. If it is
positive, it is indented more.

This example shows you a paragraph indent
format that was set by using the Format Paragraph
command menu choices. This method gives you a bit

. more flexibility than the key combination method,
. because you can enter very specific measurements
. for the format.

. Different formats and visual dynamics can be used to
M aid the impact of your information. You can use a

Left indent of one inch,* : R hang.ing inc'ient par?graph like this one for
st line indent of .7" o outlining information,

Left indent of .57 1st ,*
indent of —.5".

\ J

You can review the indents for a paragraph by selecting text
within that paragraph and then examining the responses in the
Indent command fields of the Format Paragraph command, or
by examining the Ruler. The Ruler appears automatically at the
top of the window when you choose Format Paragraph. You can
also turn it on through the Window Options command.

t4rritrirziBeriariszaBiirinzane]
paragraph rmatg shown in the command
fields at the bottom of this screen, choose Format from the main
. command menu, and then Paragraph from the Format menu. This

* paragraph was formatted with the measurements shown in the
command fields below,

Ruler appears with the .-.
Format Paragraph .
command. *

* FORMAT- PARAGRAPH alignment: (Left) Centered Right Justified keep: Yes(No)
left indent: 0.5" first line: 1" right indent: -1

line spacing: 1 1i space before: 0 li space after: 0 li
Select option

99% Fre
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One space after .
paragraphs leaves a~ =" " "
blank line.

Paragraph Spacing and Line Spacing

Paragraph spacing is the spacing between paragraphs; line
spacing is the spacing between lines in a paragraph.

Spacing Between Paragraphs

When you enter text in a document, don’t press to begin
new lines and to insert blank lines between paragraphs as you
would on a typewriter. Although this method of adding space
may be useful for quick preparation of documents you do not
plan to format extensively, if you make frequent use of the
formats described in this chapter, it is best to tell MS Word to
add extra space between lines and paragraphs as described
below. By doing so, you will avoid unexpected and undesired
extra space when you use or change formats or styles.

You can indicate that you want to “open” (that is, leave a blank

line between paragraphs) paragraph spacing with

Gpacel

” 2
You can use the Format Paragraph command to change or

determine the appearance of vertical space between paragraphe in
your documents.
.

.
«® * The command fields allow you to set the space

béfore {above) and after (below) each paragraph. The
» * spaces above and below paragraphs in a document are added to-
.l® gether. If a paragraph such as this one is set up with no space
above it, but the format for the paragraph above it uses one line
space after it, the two paragraphs will be separated by one line
space (0+1=1).
Ll Spacing paragraphs with no line spaces above or below
them will allow you to fit text more densely on a page.

FORMAT PARAGRAPH alignment:(Left)Centered Right Justified keep: Yes No
ieft indent: 0.5" first line: " right indent: -1
line spacing: 1 1li space before: 0 li space after: 1 li
Select option

99% Fr

- Cancel

\_ J

The space before and space after command fields let you control
paragraph spacing. You can specify line and paragraph spacing
in these fields in either points (pt) or lines (li).
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Entering 11i in either of these fields adds one blank line between
paragraphs. Entering 1 i in both of these fields adds two blank
lines between paragraphs. The amount of blank space between
any two paragraphs is the sum of the space after the first
paragraph and the space before the second.

Spacing Between Lines in a Paragraph

You can indicate that you want double line spacing with the
function keys that are available when you press
(¥5]. You can leave as many blank spaces as you want between
lines in a paragraph by changing the line spacing command field
in the Format Paragraph command. For example, if you want
text to be double spaced, you can enter 2 li in this field. Line
spacing can be entered in either lines or points.

When you first use MS Word, the initial format settings that
display in the Format Paragraph command fields are shown in
lines. When you change these settings and want to enter the
measurement in lines, you only need to type the number — MS
Word will assume that the measurement is in lines. If you want
to enter the measurement in points, you must indicate that you
are using points. For example, if line spacing is to be twelve (12)
points, you would type 12 pt. If you use points regularly as a
measurement, you may want to change the default. You can do
so by changing the Measure command field of the Options
command.




Single space *°
paragraphs.

Double space” )
paragraphs.

—
(You can use the Format Paragraph options for choosing line
spacing within paragraphs. Line spacing is how far apart the

] lines in a paragraph are. This paragraph is single spaced.

rVou may want to use double-spacing between lines in your
paragraphs for a less dense format. To do so, type in 2 1i

{which means 2 lines) after the line spacing option on the

| Format Paragraph options menu.

\_ y

Starting New Lines without Starting a New
Paragraph

MS Word automatically starts a new line whenever you type

more characters than will fit on the current line. This feature is
called wordwrap. The number of characters that will fit on a line
is determined by the margins, indents, and font size of the text.

Sometimes you may want text to begin on a new line in the
same paragraph without adding the paragraph spacing which is
inserted when you press [Return ]. For example, you may want a
new line in the same paragraph when you are making a block
address or a table.
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Newline marks « ™

Paragraph marks® "\ . . . .
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To begin a new line without starting a new paragraph:

1. Press[Sni) + (Fetum).

The cursor returns to the left margin or left indent, and the
text you type remains part of the same paragraph. If you
have turned on Visible in the Options command, you will
see a small arrow appear at the end of line where you

pressed (Sf) + (Retum).

Hewlett Packazd

3410 €enlral .Evﬁp,reasunyt

'. Jaota Crata’, CA 95031 ﬂ
. .

..........
.........

Live Character Spli‘t *pésttiond

Screen Emphasisa Screen Precisjon q

Keeping a Paragraph on One Page

If there is only enough room left on a printed page for the first
line of a paragraph, MS Word will begin the paragraph on the
next page. If there is room on the page for all but the last line of
a paragraph, MS Word will put the last two lines of the
paragraph on the next page. Otherwise, MS Word puts as many
lines on a page as will fit, then begins a new page.

To prevent a page break from occurring within a paragraph:

1. Select the paragraph.

2. Choose Yes in the Keep field of the Format Paragraph
command.

If there is not enough room on the page for the whole
paragraph, MS Word moves it to the next page.



Hyphens and
Spaces in
Paragraphs

There may be times when you don't like the look of the lines in
a paragraph because of hyphenation problems. You may see:

# Large blank spaces at the end of a line because the first word

on the next line is large, and when wordwrap moved it to the
next line, it left blank space on the previous one.

# Too much spacing between words in justified paragraphs,

because wordwrap moved a large word to the next line.

¢ A phone number or other word that should remain together

on a line but is split at the end of the line because it contains a
hyphen.

# A person’s name, such as Mrs. Jones, or other words which

should remain together on one line and not be separated by
wordwrap.

You can correct all of these spacing problems by using the
different types of hyphens and spaces available with MS
Word. You can tell MS Word to break or not to break words at
the end of a line by choosing different kinds of hyphens, and
you can insert special non-breaking spaces.

The Three Kinds of Hyphens

You can use three types of hyphens: Normal, non-breaking and
non-required.

# Normal hyphens are those you type as part of a word, such

i

as day-to-day. They appear on the screen and in your printed
document. If a word containing a normal hyphen appears at
the end of a line, Wordwrap will break the hyphenated word
at the hyphen.

Non-breaking hyphens also appear on the screen and in
your printed document. However, MS Word will not break a
word that’s hyphenated with a non-breaking hyphen. Use
non-breaking hyphens when you want the word to be kept
on the same line. For example, if you type a phone number
that contains a hyphen, you don’t want the first three digits
to appear on one line and the last four on the next.
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Non-breaking hyphen .

Required hyphen * **

Non-required hyphen » + *
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~~~~~ # Nonrequired hyphens can be entered to separate parts of a
word if they fall at the end of a line. For example, you might
want to insert them between syllables in long words if you
want the word to be broken at the end of a line. Nonrequired
hyphens will not normally display on the screen unless
Visible is turned on in the Options command. They do,
however, automatically appear when the word breaks at the
end of the line.

% 2

Justification using hyphens can be a Hyl@
consuming task. .

"1 a name is hypheng!‘ed such as

Smn@ones Jour don’t want a line break

at the, hyphen. You also don’t want a break
Jfor neganve numbers such as -10 degrees. Use
+ ® non-breaking hypens in these situations.

For some long words such as phot,otyp@

setter, you may uant, to-nyphenav.e only if

they fall.at #Me®end of a line. Enter non- required
. -Hyphens between syliables of long words to cause

them to break at the end of a line.

e J

Entering Hyphens

Enter Normal hyphens by pressing the hyphen key, just as you
would enter any other character.

Enter Non-breaking hyphens by pressing + .

Enter Nonrequired hyphens by pressing + + (3.
Deleting Hyphens

Delete a normal or non-breaking hyphen as you would any
other character. Because non-required hyphens may be

invisible, deleting a non-required hyphen takes some additional
steps.



To delete a non-required hyphen:

1. Choose Yes in the Visible command field of the Options
command.

All non-required hyphens appear in the text of your
document.

2. Select and delete the hyphens as you would any other
character.
Or

1. With Visible turned off in the Options command, use the
(»] or (4] keys to move the cursor through a word with
non-required hyphens.

2. When the selection highlight disappears between
characters, the non-required hyphen is selected.

3. Press [Delete Line].

Non-Breaking Spaces

Normally when you press the spacebar to insert a space between
words, the space marks the end of a word. Spaces help tell MS
Word where in text it is okay to begin a new line with
wordwrap. Sometimes, however, you may want to insert a space
which will not be broken at the end of a line. For example, in a
name such as Mr. Smith, you do not want Mr. to appear at the
end of one line and Smith to appear at the beginning of the text.
In these cases, you can enter a non-breaking space.

To insert a non-breaking space in text:

1. Press while you press the spacebar.

You can delete a non-breaking space just as you would any other
character.
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Tabs

Preset Tab Stops

Viewing Tab Stops
with the Ruler
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You can use tab stops to align text and numbers. Each paragraph
can have its own tab settings. You can use MS Word'’s preset tab
stops, or you can set your own. Use the Format Tabs command to
set your own tab stops.

Pressing inserts a tab character, and moves the cursor to
the next tab stop. The tab character may appear to be several
spaces wide, but it is always a single character.

Tab stops are preset every one-half inch across the page. When
you press Tab], the selection aligns with the next tab stop to the
right.

Preset tab stops are always left-aligned and always follow the
last tab stop you set. For example, if you set a tab stop at 5.2
inches, the preset tab stops are reset to appear every one-half
inch after that tab. The first will appear at 5.7; there will be no
preset tab stops before 5.2 inches.

You can see what tab stops have been set for the paragraph that
contains the selection by turning on a Ruler. The Ruler appears
in the top border of the window. Only tab stops which you have
specifically set appear on the Ruler. Preset tab stops are not
marked. Left and right margins or indents are also shown on the
Ruler.

To turn on the Ruler, use the Window Options command. The
Ruler also temporarily appears when you choose the Format
Tabs command.

Types of Tabs: Alignment and Leader Characters

When you set tabs, you can indicate the kind of tab stop you
want to use. You can have:

Left flush tabs. The letter L appears on the Ruler at the tab
stop.



Right flush tabs. The letter R appears on the Ruler at the tab
stop.

Centered tabs. The letter C appears on the Ruler at the tab
stop.

Decimal tabs. The letter D appears on the Ruler at the tab
stop.

Leader tabs, in which a character fills the space from where
you pressed to the tab stop. The leader character and an
alignment character appear on the Ruler at the tab stop.
Possible leader characters are periods (....), hyphens (----) and
underlines ( ).

The illustration below shows the effects of some different tab
alignments and the tab marks that appear on the Ruler.

4 )
—[:::::':®®:::::::2::::::::: :::.:®'®l:::::::::5:::::::::]:::::::::7::::: ~
. . Lt * .
. . \./iannese Npod1e Kugel
. . 1 be foodles «* : T eggs
. .° .° % ¢ suggre” 3¢ milk
. J' . 1 1b .eo\tage cheese 1 pt sour cream
P 1 1/2 tsp vanilla 1/4 1b melted butter
Right flush tab stop™. +° - Lot
. . 'W First cook the noodles. Rinse them in cold water, and drain.
P Mix the eggs and milk in a large bowl. Add vanilla, butter
Left fl, e * and sugar, then vthe cottage cheese, sour cream, and finally
ush tab StOp the raisins. Mix together with the noodles and pour into a
buttered casserole. Refrigerate at least three hours, but
preferably overnight. The next day, preheat the oven to 350
degrees. Sprinkle cinnamon over the top and bake about an
hour and a half. Remove from the oven and let sit for a
while to firm. Enjoy!
N\ /

Setting, Clearing,
and Moving Tab
Stops

Each paragraph can have its own tab settings. Once you set a tab
stop, the preset tab stops to the left of it are removed.

You can set, clear, and move tab stops with the Format Tabs
commands. To set the tabs for a paragraph, at least one character
in the paragraph must be selected.
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Setting Tab Stops

To set a tab stop, use the Format Tabs Set command and specify
the position, alignment, and any leader character of the tab stop.
Tab stop positions are measured in units, rather than in columns
or characters; for example, 4.1” means the tab stop is 4.1 inches
from the left margin.

To set a tab stop:

1. Select the paragraph(s) for which you want to set tabs.

2. Choose the Format Tabs Set command.

FORMAT TABS SET position:
alignment: Left Center Right Decimal leader char: Blank . -

3. Type the position for the first tab stop. You can use the
arrow keys to help, if you want:

a. Press any one of the arrow keys.
A cursor appears on the Ruler line, in the zero (0)
position.

b. Press[>] and [«] to move the cursor along the Ruler,
one space at a time, Press [¥] to move to the next tab
stop now on the Ruler. Press [a] to move to the
previous tab stop now on the Ruler.



As you move the cursor with the arrow keys, the position
number appears in the command field.

( [:::::::::1"5::::::2:::::::::3:::::R::L4:::::::::S

w

TTopics to Be covered in today’s meeting:
.

Cursor position on the * )
ruler shows in the
command field. . . |

FORMAT TABS SET position: H%D

alignment:(Left)Center Right Declmal leader char:(Blank). - _
fnter measurement
P 3 {} 92% Free Microsoft Word

4. When the correct position measurement is in the
command field, press to move to the alignment and
leader character command fields, if you want to change
them. Use the spacebar to choose the setting you want. For
more information on leader tabs, see Tabs in Tables, below.

8. If you are only setting one tab, press [Return].

The tab is set and the command fields disappear from the
screen.

OR

If you want to set additional tabs, press to set
the first tab. Then repeat steps 3 and 4 above to set more
tabs. When all the tabs have been set, press [Return].
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Clearing Tab Stops
To clear a tab stop:

1. Select the paragraph(s) for which you are changing the
tabs.

2. Choose the Format Tabs Clear command.

3. Type in the position of the tab you want to clear or press(v]
to move the cursor across the Ruler to the position of the
tab stop you want to clear.

4. Press to clear the tab stop and return to the text
window.

You can only clear a tab which has been set with the Format
Tabs Set command. You cannot clear pre-set tabs.

To clear all tab stops at once:

1. Choose the Format Tabs Reset-all command.

All tabs you have set are cleared, and the preset tabs every
one-half inch are reset.

Moving Tab Stops
When you want to move a tab stop, that is, clear one and set a

new one at the same time, you can do it through the Format
Tabs Set command.
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To move a tab stop:

1. Select the paragraph(s) for which you want to move the
tab stop.

2. Choose the Format Tabs Set command.

3. Use the arrow keys to move the cursor onto the Ruler and
to the position of the tab stop you want to move.

4. Press to remove the tab.

8. Use the arrow keys to move the cursor on the Ruler to the
new tab stop position.

6. Press to set the new tab stop and return to the text
window.

Tabs in Tables  Because each paragraph can have its own tab settings, you can
give each line of a table its own tab stops.

To give each line in a table its own tab stops:

1. Press at the end of each line of the table.

If all the lines in a table will have the same tabs stops, you may
want to enter the table as one paragraph. This will let you select
the entire table at once, and make any tab and paragraph
formatting changes once for all the lines of the table.

To enter a table as one paragraph:

1. Press + at the end of each line.

If Visible is turned on in the Options command, you'll see a
small down arrow symbol appear at the end of each line .

Live Character Split }
Screen Emphasis Screenﬂ

T Microsoft Word yes yes yes i
Press + [ Return TextFun no ? no §

to start a new line in a Rite-Good ., , YOS . . yose o« ¢ * A%}
table and keep it in the » + » = * Do¢-U-AL1 no  yes 7q
paragraph.
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When entering tables, you may want to use the Leader
Character field of the Format Tabs Set command to tell MS Word
to fill some tab characters with dots (.), dashes (-), or underscores
(__) instead of blanks. Each tab stop can have its own leader
character format. For example, you can connect one entry in a
column to the next entry with a row of dots, as you might in a
table of contents.

Footnotes

Creating Footnotes
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You can create footnotes when you create a document, or later
when you edit the document. In both cases, you use the Format
Footnote command.

Once you have created footnotes, you can use the Jump Footnote
command to move from the footnote reference in the body of
the text to the text of the footnote itself and back again.

Footnote text is stored at the end of the document. However, you
can print a footnote either on the same page as its reference or at
the end of the division. (If you are new to MS Word and division
is an unfamiliar term to you, see Division Formats, later in this
chapter.) Use the Format Division command to tell MS Word
where you want footnotes to be printed.

When you want to insert a footnote in your document, you first
insert the footnote mark, or reference in the main text, and then
type the actual text of the footnote.

To create a footnote:

1. Position the cursor where you want the footnote reference
to appear. As with all inserted text, the footnote reference
will be placed in front of the cursor.

2. Choose the Format Footnote command.



Editing Footnotes

3.

If you want MS Word to automatically number the
footnote for you, leave the Reference Mark command field

blank and press [Return].

If you want to use a special reference mark instead of a
number, for example, an asterisk (*), you can type the
characters you want inserted as the footnote mark and

then press [Return].

The footnote reference, whether number or another
symbol, is inserted in the text and MS Word jumps to the
footnote area at the end of the document.

Type the text of the footnote. There is no limit on the
length of a footnote, and a footnote can consist of more
than one paragraph.

Choose the Jump Footnote command to jump back to the
footnote reference in the main text area.

You can edit the text of footnotes just as you do the main text of
your document. Footnote text is located at the end of the
document. You can scroll to it, or use the Jump Footnote
command.

To edit a footnote with the help of the Jump Footnote
command:

1.

Select the reference number or mark of the footnote you
want to edit.

If the footnote reference mark is below the current cursor
position in the document, you can use the Jump Footnote
command to scroll the document and move the cursor
directly to the next footnote reference. If the reference
mark is not for the footnote you want to edit, press ] to
move the cursor past the current reference, and then use
the Jump Footnote command again to find the next
footnote reference.

When you find the footnote reference you want, use the
Jump Footnote command to jump to the footnote text.
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4. Edit the footnote as you would edit any other text.

5. Use the Jump Footnote command to return to the footnote
reference.

Deleting and Moving  You can easily delete footnotes, and move footnotes to another
Footnotes location in your document.

To delete a footnote:

1. Delete the footnote reference mark.

MS Word automatically deletes the footnote text along
with the reference to it.

To move a footnote:

1. Move the footnote reference as you would any other piece
of text.

MS Word automatically renumbers the footnotes for you.

Using the Footnote  You can open a special footnote window so that you can view the
Window  reference to a footnote and its text at the same time. When you
first open a footnote window, it shows the text of the footnotes
whose references appear in the text window. As you scroll the
text window, the footnote window scrolls to show any footnotes
referenced in the text window.

By using the footnote window, you can see and edit footnote text
without scrolling to the end of the document where footnotes
are stored. However, the footnote window is a convenience. You
don't have to open a footnote window to create and edit
footnotes.

To open a footnote window:

1. Choose the Window Split Footnote command.

The top border of the footnote window is a dashed line.
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Positioning
Footnotes in Your
Document

Division
Formats

Use the Format Division Footnotes command to tell MS Word
whether to print footnotes at the bottom of the page, or at the
end of the document. In the footnotes command field, choose
Same-page or End.

Same-page means that MS Word places each footnote on the
same page as its reference when printing the document.

End means that all the footnotes in a division are printed
together at the end of the division. If the document has only one
division, then the footnotes are printed at the end of the
document.

For more information on using the Format Division commands,
see the next section.

A division is the portion of a document which will be printed
with the same page layout — that is, the same margins, page
size, and placement of running heads and footnotes. Many of
your documents will only contain one division, however
sometimes you may find it useful to break a document into
more than one division.

Division Format settings include:

# Page size (that is, size of the paper you are printing on).
# Left, right, top and bottom margins.

# Placement and type of page number.

# Number and arrangement of columns.

# Placement of footnotes and running heads.

Because division formats affect how pages look when they are
printed, only a few of the division formats affect what you see
on the screen.
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When to Begin a
New Division
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Running head (top) Page number

o _ _
Top margin —

Left margin —_|

Right margin
\W>\‘
Text area NH\\‘

|
- |
Bottom margin
™
S

L ;?,;1 - ]

/

Running head (bottom)

Begin a new division when you want to:

+ Start a title page, table of contents, main text, bibliography,
index, and similar parts of documents.

# Change the position in which the page number prints.
@ Change the page numbering sequence.

# Change the format of the page number (for example, Arabic
to Roman).

x Change the size of the margins.

# Change the number or arrangement of columns of text on a
page.
Change the location in which running heads print on the
page.



How to Begin a New
Division

Initial Division
Formats

DO NOT begin a new division to:

# Change the margins temporarily, as for an indented
paragraph. Use the Format Paragraph command and change
the paragraph, instead.

+ Start a new page. Press [Shift] + [CTRL] + [Return] to start a
new page without starting a new division. A line of colons
appears across the screen to mark the new page break.

When you want to begin a new division, you insert a division
mark in the document.

To begin a new division:

1. Make sure the cursor is in the location where you want the
new division to begin.

2. Press[CTAL] + [Fewm).

This inserts a division mark—a line of colons extending
across the screen—which stores the formatting for the
preceding division and marks the beginning of a new
division. The division mark can be selected and deleted
like a character. The end mark can also act as a division
mark (and does when the document has only one division
with the original division formats).

A new division has the same page layout as the previous
division, excluding the text of the running heads. You can
change division formats at any time with the Format Division
command.

When you start MS Word, the following division formats are in
effect.

# DPaper length: 11 inches.
: Paper width: 8.5 inches.
% Gutter width: 0 inches.
% Margins: top and bottom, 1 inch; left and right, 1.25 inches.
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# Number of columns: 1.

Page numbers continue from the end of the previous division
(first page of document will be page 1).

Page numbers are printed one-half inch from the top of the
sheet and 7.25 inches from the left edge.

# Page numbers are Arabic numerals.
» The division begins a new page.

% Running heads are printed one-half inch from the top or
bottom of the sheet.

How to Assign  Division Formats are set only through the Format Division
Division Formats command.

To assign a format with the Format Division command:

1. Press or to activate the Command

menu.
2. Type F for Format.

A new menu, listing the types of format commands,
replaces the main Command menu on the screen.

l FORMAT: cmmaer Paragraph Tabs Footnote Division Running-head Style )

3. Type D for Division.

The Format Division command fields appear. These
command fields show all of the available format settings
that you can use for a division.

FORMAT DIVISION break: Cont Column Pafie Odd Even
page length: 11" width: 8.5" gutter width: 0"

8
pg #: Yes No from top: 0.5" from left: 7.25"
numbering: (Cont) Start at: 1 format: (1) I i A a
margin top: 1" bottom: 1" left: 1.25" right: 1.25"
# of cols: 1 space between: 0.5" footnotes: (Same-page) End
running head pos from top: 0.5" from bottom: 0.5"

4. Tab to the first division format you want to use. (For
specific information about each of the command fields, see
Understanding Division Formats, below.)
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Measurements

S. If the command field contains a list of possible responses,

press the spacebar to move the highlight to the one you
want.

If the command field is one that requires you to enter a
measurement, type in the number. For information on
different types of measurements that you can use, see
Measurements, below.

Repeat steps 4 and 5 for each division format you want to
apply.

Press when you are through setting division
formats.

This changes the format for all text in the division.

When the message line says Enter a measurement, you can
give a measurement in inches, centimeters, points, 10-pitch, 12-
pitch, or lines. Type the number followed by an abbreviation

from the list below. All measurements can be decimal fractions.

Abbreviation Measurement

in

”

cm
pl0

p12

pt
li

Inches
Inches
Centimeters

Character positions in a 10-pitch font (there are
ten pl0s per horizontal inch)

Character positions in a 12-pitch font (there are
twelve p12s per inch)

Points (there are 72 points per vertical inch)

Lines (one line is 12 points} can be used for
vertical measurements only. Specifying lines is
an easy alternative to entering point
measurements for vertical spacing. For finer
measurements, use points instead of lines.
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Understanding
Division Formats
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MS Word recognizes both 2 cm and 2cm (a space is not
required), but cannot recognize any abbreviations other than
those in the list above.

If you type a number with no abbreviation following it, MS
Word automatically assigns the type of measurement specified
in the measure command field of the Options command.
Initjally this is set to inches. However, when the message is
Type ameasurement in lines, typing a number by itself
will mean lines. Other units can still be used by following them
with an abbreviation. If you typically use measurements other
than inches, you may want to change the setting specified in the
Options command.

If you change the default measurement in the Options
command to 12pt, each increment on the ruler becomes one 12pt
character.

The information in the next few pages discusses each of the
division formats and what they do.

Page Length and Width

MS Word needs to know the size of paper the document will be
printed on to determine the amount of text that can fit on a
page. Change the measurements for page length and width only
if the paper you will print on has measurements that differ from
the measurements shown in the Page Length and Width
command fields of the Format Division Command. 8-1/2 by 11
inch paper is the initial setting.

The maximum length of a page is 22 inches; the number of lines
is determined by the paragraph and line spacing used.

The maximum width is 22 inches or 254 characters, whichever is
smaller.



Margins

UU[ [Hd[ W [0 /bottom, Jeft, right) are me;]:‘?;?ed .
anspnngeds o te pat il 991/ ‘

You can also specify a Gutter Width for documents that will be
printed on both sides of the paper. The gutter width
measurement adds extra space to the left side of odd-numbered
pages and the right side of even-numbered pages to allow for
binding. If you are printing on only one side of the paper, you
can simply add the extra space to the Left Margin measurement.

The relationship between the page length, width, and gutter
width fields and the margin fields in the Format Division
command determines the maximum possible line length and
depth of text that can fit on the page.

Page Numbers

MS Word can number pages as it prints. The numbers appear on
the printed copy but do not show on the screen. You can
number pages by choosing Yes in the pg # command field of the
Format Division command, or by including the special Glossary
entry (page) in a running head. You'll find more information on
running heads below.

You must specify the exact position of page numbers, so you
need to plan the page layout to coordinate their position with
the text. Initially page numbers are printed .5” from the top of
the page and 7.25” from the left margin. If you want page
numbers to align with your text, be sure to change the position
in the Format Division command. MS Word does not
automatically change the position page numbers will print,
even if you specify a different size paper or a gutter.

Generally page numbers should have position measurements

that are at least 1/6-inch smaller than the top or bottom margin
measurements.
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Page breaks are shown in the left window border with the
symbol >>. This symboil tells you where each new page began
when the document was last printed. These page breaks are not
previews of the next printing. To repaginate your document
before printing, use the Print Repaginate command. This
command inserts page breaks and you can view them on the
screen before you print.

Controlling How the Division Begins: The Division
Break

When you first start using MS Word, divisions are set to start a
new page with the division. There will be times when you do
not want to start a new page but you do want to change the
layout of the page and start a new division (for example, when
you change the running head for a new section of a chapter).
The new section may start in the middle of a page, but the
running head for that section need not appear until the next
page. Another example is when you print a document in
multiple columns and you want to start a new column at a
specific place. You will want the text to continue on the same
sheet,

The Break field of the Format Division command controls how
the division begins.

FORMAT DIVISION break: Cont Column Page Odd Even

# Cont (for continuous) starts the new division immediately
after the previous one.

# Column starts the new division at the top of the next
column.

% Page starts the new division at the top of the next page.

= Odd starts the new division at the top of the next odd-
numbered page.

# Even starts the new division at the top of the next even-
numbered page.



Multiple Columns of Text

MS Word can print text in as many columns as there is room for
on a page. Initially, there is one column per page. When you
specify more than one column, you will still see only one
column on the screen, but when the document prints, each page
will have the correct number of columns. In addition to
specifying how many columns you want, you also need to
specify how much space you want between them.

In general, a comfortable width for text on a page is 6 inches.
The initial division formats give you six inches of text on an 8.5-
inch wide sheet. As you break the text into multiple columns,
you will need to reduce the right and left margins to maintain 6
inches of text.

1.25" 0.5"

6” <_211 > |e 2” > le 2|| N

8.5"

Y

EE
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Creating Running
Heads
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The term running head is used in MS Word to refer to text that
prints continuously at either the top or bottom of a page. Text
that prints at the top of each page is often called a header, while
text that prints at the bottom of each page is often called a footer.

Use the Format Running Head command to create running
heads. You can create running heads when you create a
document, or later when you edit. Running head text may be
printed on any or all of the pages in a division. It will be printed
in the position you designate with the Format Running-head
command.

Each division of a document has up to six different positions
available for printing running heads:

. Top and bottom of all odd-numbered pages.
Top and bottom of all even-numbered pages.

Top and bottom of the first page as well as all other pages, or
top and bottom of all pages except the first page.

There is no limit on the length of a running head. A running
head can include more than one paragraph. However, if you
enter a long running head, be sure you leave enough space in
the margin for it by adjusting the settings in the Format
Division command.

When you type a running head into your document, it is a good
idea to place it at the top of the first page on which you want it
to print. Heads will not print on pages that begin before the
location of the heading text in your document. If you place a
running head in the middle of a page, it will begin printing on
the following page.



To create a running head:

1.

2.

3.

Type the text of the running head in the text of the
document.

Select the paragraph(s). (The entire paragraph or
paragraphs will become the running head.)

Choose the Format Running-head command.

[ FORMAT RUNNING-HEAD position: {Top) Bottom

odd pages: (Yes) No even pages: (Yes) No first page: Yes (No) ,

4-

Choose where the running head will be printed (top or
bottom).

Choose whether the running head will be printed on odd
pages, even pages, and whether the first page should be
included. If you want the running head to print on odd,
even, and the first page, set each of these command fields
to yes.

Press [Return].

Once a paragraph has been formatted with the Format
Running-head command, a caret (") appears beside it on
the left window border.

If you turn on the style bar in the Window Options
command, you see the letter b next to running heads that
will print at the bottom of the page, and the letter t next to
those that will print at the top.

The running head is printed in the document in the place you
specified with the Format Running-head command. The
running head remains in effect until the end of the division, or
until you specify a new running head in the same position. If
you want to turn off a running head within a division, create a
blank running head. You can edit or delete running heads as
you would edit document text.
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Running Heads with
Page Numbers

Positioning Running
Heads on the Page
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To change running head text to normal text:

1. Select the paragraph(s).
2. Choose the Format Running-head command.

3. Choose No in the odd page, even page, and first page
command fields.

4. Press[Return].

You can position page numbers within running heads by
including them in the running head text. To include page
numbers in running heads, use the Insert command to enter the
predefined Glossary name page as part of the running head text.
You'll see (page) appear in the text of the running head.

During printing, (page) is converted to the page numbers. You
can control the exact position of page numbers by controlling
the position of running heads.

If you include page numbers in running heads, the pg # field of
the Format Division command is automatically turned off.

When you create a running head with the Format Running-
head command, you specify the general position of the head—
top or bottom; odd, even, or first. You can specify the precise
vertical position of the running heads with the Format Division
command.

The vertical position is measured from the top and bottom of the
page. Initially, running heads are positioned 0.5 inches from the
top or bottom of the page.

Because running heads can have any number of lines, be sure to
allow a large enough top or bottom margin to accommodate the
full running head.



Generally, running heads and page numbers should have
position measurements that are at least 1/6-inch smaller than
the top or bottom margin measurements.

Horizontal positioning is controlled through paragraph formats
assigned to the running head text. Unlike regular text in a
document, indents in running head paragraphs are calculated
from the edges of the page, not from the margin. If you want
running heads to align with the text of the document, be sure to
set paragraph formats for them. See Paragraph Alignment,
earlier in this chapter, 6 for details about paragraph indents and
alignment.

Formats that
You Don’t
Always See On
The Screen

Screen and Printed
Page Differences

Although most of the formats that you set in MS Word are
clearly visible on the screen, how formats look when they are
printed depends on your printer.

The type of printer you use affects how your document looks
when it is printed. Unless you use a 10- or 12- pitch printer, the
line breaks you see on the screen will not be the same as the line
breaks in the printed copy of your document.

You can use the Options command to display text in two
different ways.

Normal Display shows you how your text would look if it were
printed on a 10- or 12- pitch printer.
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Page Layout
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Printer Display shows you where lines will be broken when
the document is printed on your printer. However, the
alignment of the right edge of text and table alignment may not
appear correctly on the screen, especially if you're using
proportional spacing or other special fonts.

MS Word prints pages from the top to the bottom, repeating the
process until the end of the text.

First, any running head and page number is printed, using the
formats you assigned to it.

Next, MS Word aligns the main body of text with the top left
margin and prints the text with the number of columns and the
spacing you defined with the division format.

Page Breaks

Pages break according to the following rules: first, if you
specified that footnotes should be on the same page as the text
they refer to, the amount of space needed for the footnote text is
calculated. Then the page breaks at the opportunity nearest to
the bottom margin, leaving the number of lines needed for
footnotes:

% For paragraphs of more than three lines, there will not be a
page break immediately after the first line or immediately
before the last line.

s If you choose yes in the Keep field of the Format Paragraph
command, the paragraph is kept together on one page. The
whole paragraph is moved to the next page if necessary.



Overview

Differences
Between MS Word’s
Usual Format
Commands and
Formatting with
Style Sheets

Formatting with Style Sheets

MS Word provides the formatting capabilities described in
Chapter 6, Formatting Documents. As you use MS Word for
more complex documents, you'll find that it can become tedious
to assign new styles continually through the Format commands.
You can avoid the redundancy of using the Format commands
by creating and using Style sheets.

This chapter gives you an example of using Style sheets by
showing you how to create a Style sheet called EXAMPLE.STY,
edit it, attach it to your document and assign styles from
EXAMPLE.STY to your text. To learn to use Style sheets, it is
recommended that you try the example in this chapter, in the
order it is presented, before creating your own Style sheets.

You can use the format commands and keys provided with MS
Word and described in Chapter 6 to format all of your
documents. They provide extensive formatting capabilities that
will meet almost all of your formatting needs. By formatting
with Style sheets, however, you can create your own control key
combinations to apply multiple formats with one key code.
Style sheets also allow you to easily change all the format styles
for a document at one time.
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What is a Style Sheet?

A Style sheet is a special document that you create with the
Gallery menu. In it you enter the format command settings you
use most frequently and assign a keycode to each one. Each of
these settings is called a style, and is given a name. Later, you
attach the Style sheet to the document you want to format, and
assign styles to specific portions of the text. The name of each
special style is stored with the text that it formats. Each time a
portion of text that has a style assigned to it is displayed or
printed, MS Word consults the currently attached Style sheet to
see how to format the text.

For example, say you have a document that contains quotations.
You like them to be indented half an inch, italicized and
justified. You can enter that information as one style in a Style
sheet. Then, as you're typing your document, you select each
quotation, hold down the key, type the key code you
assigned, and all of the settings take effect on the text
immediately. This takes much less time than changing the
Format Paragraph and Character commands for each quotation.

Advantages of  Once you have assigned styles from a Style sheet to your text, it
Formatting With is very easy to change the look of an entire document. Because
Style Sheets textnow has a style name associated with it, you can either
redefine the style on the Style sheet or attach a different Style
sheet to reformat the document.

For example, while you're writing a document, you might want
to print it in double-spaced, single-column draft form. The Style

Sh@@t you use fOI’ this format could be called “draft style”. After

the document is completed, you might want to print it single-
spaced with two columns per page. The Style sheet for this
format could be called “article style”. By assigning styles from a
Style sheet as you type, you can attach the Draft Style sheet for
your rough draft and later the Article Style sheet without
having to edit the document.
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Samples and
Examples

While direct formatting is more than adequate for many
purposes, direct formats must be set and changed one by one. If
you use a particular combination of formats repeatedly, and if
you want to ensure consistent formats within and among
documents, you will find Style sheets extremely helpful.

MS Word provides four Style sheets on the program disc for
your immediate use. You can use these Style sheets as they are,
or modify them to meet your own needs. Changing Existing
Style Sheets, later in this chapter, tells you how to edit existing
Style sheets.

The following examples show a document formatted with

DRAFT.STY and ARTICLE.STY, two Style sheets that produce
very different formats.
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A document formatted with
DRAFT.STY.

The same document formatted

with ARTICLE.STY.

7-4 Formatting with Style Sheets

Techniques of Time Management

oy H. Kent Baker

School of Business Administration, The American University

of Washington, D.C.

Get Out of the Time Trap

Despite all of the computer age's time saving machines,

you probably find yourself in a time trap being always short

of time and unable to do everything that you need to and

would like to do. You think, "If only I had more time, ['d
be able to get out from under this mess." Think & moment.
You cannot get more time. The challenge is to use your time

more effectively. The problem

have but in how you use your

is not in how much time you

time. Time is a limited

resource so don't take & haphazard approach te mamaging time.

Its effective use requires a systematic approach. improving

your use of time allows you to:

- avoid crises,

- gain a feeling of accomplishment,
- do the things of benefit to you or your business, and
- Jive your life, not just spend it.

To manage time better the first step is to gain a bet-

ter perspective of your time.

and not let time manage you.

Resolve to manage your time

Once you realize that the way

Techniques
of Time Management

by H Kent Baker

. School of Business Administration.
The American University of Washington, D.C.

Get Out of the Time Trap

Despite all of the computer age's time saving
machines, you probably find yourself in a time
trap, being always short of time and unable to do
everything that you need to and would like to do
You think. “If only 'had more time. )'d be able to
getout from under this mess.” Think a moment
You cannot get more time The challenge is to
use your time more effectively. The problem is
not in how much time you have but in how you
use your time. Time is a limited resource sodon't
take a haphazard approach to managing time
Its effective use requires a systematic approach
Improving your use of time allows you to

® avoid crises.

e gain a feeling of accomplishment

¢ do the things of benefit to you or your
business. and

e ive your life. not just spend it

To manage time better the first step isto gain
a better perspective of your time Resolve to
manage your time and nol fef time manage you
Once you realize that the way you handle time
causes some of your time problems. then you can
begin to develop a time management strategy.

In devising this strategy, keep two thoughts
inmind. First. it takes time to learn how o use
time effectivety. Second. the principles of time
use are not universally applicable. Although

This strategy of learning how to make your
time of greater benefit involves investigating
three important questions:

1 Where does my time go?
2 Where should my time go?
3 Howcan | use time better?

By systematically answering each question
you will be better able tc control your time

Where Does My Time Go?

Frequently time management problems stem
from poor work habits. so analyze how you spend
your time. Find out how you waste time. Realize
that you are the probable cause of most of your
own time problems and the painful task of chang-
ing your habits is required

Using a Time Log

Acommon technigue for determining how
much time is consumed on various tasks through-
oul the work day is to keep a time log. This
procedure consists of maintaining a diary in
which every 15-20 minutes you record what you
have done After several days of listing your
activities you will have a sufficient number of
observations for analysis. The time log should
then be summarized and analyzed to determine
whal could have been done to make beffer use
of your lime

In analyzing your time log. you should ask

yourself several guestions.

1. Whatare the major activities or events
which cause me to use my time inef-
fectively?

2 Which of these tasks can be performed




Working With
Style Sheets

MS Word
Commands That You
Use with Style
Sheets

You can work with Style sheets in four main ways. You can:

v Create, edit, and save Style sheets in the Gallery.
# Attach a Style sheet to a document.

» Assign specific format styles from the Style sheet to portions
of text in the document.

«  Assign different Style sheets to the same document to change
some or all of the document’s formats at one time.

This chapter shows you how to work with Style sheets in all of
the above ways.

When you format with Style sheets, you use the Gallery menu,
the Format Style command in the main Command menu and
the control key combinations.

There are three main commands that you use with Style sheets:

# The Gallery Command
# The Format Style Sheet Command

% The Format Style Character, Paragraph, and Division
Commands

The Gallery Command

When you choose the Gallery command from the main
Command menu, the Gallery appears, with its own window
and menu. You use the Gallery menu to look at, edit, or work
with an existing Style sheet, or create a new one. You can load a
Style sheet into the gallery and work on it without affecting
your document in any way. A Style sheet only affects formatting
after you've attached it to a document.
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The Format Style Sheet Command

You use the Format Style Sheet command in the main
Command menu to attach a Style sheet to your document.

The Format Style Character, Paragraph, and Division
Commands

Once a Style sheet is attached to your document, you can use the
Format Style Character, Paragraph and Division commands as
well as the control key combinations to assign styles from the
attached Style sheet to your text.

These commands are all discussed in detail in this chapter.

Examining a Although a Style sheet can be considered as a type of document,

Sty|e Sheet the way information appears in a Style sheet and the way you
insert new information and make changes to existing styles is

somewhat different than the way you work with text.
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Displaying a Style
Sheet on the Screen

Gallery seeeescscsscscecdofecccccane

Style sheet names..,

Gallery menu. , .

When you choose the Gallery command from the main
Command menu, you see the Style sheet that’s currently
attached to your document. The Style sheet itself is displayed in
the text window and the name of the Style sheet is shown in the
lower right corner of the screen.

P
]

~

N $eoea.
T coMmanD: ﬁ}tﬁﬁ Delete Edit Format .H;r;? tmsegy
L Library Name Print Transfer Undoc
Select option or type command letter

99% Fre.

k Ll & < y

If you haven’t attached a Style sheet to your document, MS
Word automatically uses the Style sheet called NORMAL.STY.
When you choose the Gallery command for the first time, you
see the name NORMAL.STY in the bottom right corner of the
screen, but the text window is empty. You don’t see any entries
in the normal Style sheet until you add some. When the empty
Style sheet NORMAL.STY is attached to a document, MS Word
acts as though no Style sheet is attached. The format commands
presented in Chapter 6, Formatting Documents, are unaffected
by the empty Style sheet. You can add styles that you commonly
use on most of your documents to NORMAL.STY. To find out
how to, and to understand the effect this will have on normal
formatting, see Making Additions to NORMAL.STY, at the end
of this chapter.

To see what a Style sheet looks like for the first time, you have to
look at a Style sheet other than NORMAL.STY.
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To display a Style sheet on the screen:

1. Choose the Transfer Load command from the Gallery
menu.

The Command area looks like this:

TRANSFER LOAD Style sheet name:%; read only: Yes(No)

Enter filename or select from list
GALLERY: {) 99% Free Microsoft Word:

2. Press any arrow key.

A list of the Style sheets stored on the program disc
appears.

DRAFT.STY DEFAULT.STY STORY.STY
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Style definition=**""

Style sheet name*«..., .

Parts of a Style
Sheet

3. Move the highlight to the Style sheet you want to display
and press [Return . For practice, choose DRAFT.STY now.

When DRAFTSTY is loaded into the gallery, it looks like

this:
Keygode Usage Variant Remark
. - K .
. A . .
- N o -
— : n
.
1 Lisva List,
. Bica (modern a) 12. Flush left, Left indemt 0.8" (first line indent
v t0.4'7J. Tabs at: 0.8" (left flush). .
3 E_List b Last Item in List
Pica (modern a) 12. Flush left, Left indent 0.8" (first line indent
Lo -0.4"), space after 0.5 li (keep in one column). Tabs at: 0.8" (left
N 24 flush).
4 T Title a Title
Pica (modern a) 18/20. Flush left, space before 1 1i, space after
0.5 1i.
5 A Author a 8yline
Pica (modern a) 12/24. Centered, space before 4 pt, space after 0.6
1i.
6 0 Affiliation Organization Name
. Pica (modern a) 12/24 Italic, Flush left, space after 0.5 li.
M LN .H.e.acii.ng 1 Section Heading
LY
COMMAND : Delete EJi%t* Bormat, Help Insert
Library Name Print Transfer® Yndoe s, , |
Select option or type command letter Streena,,
GALLERY () 99% Free Microsoft .STY

.

Refer to DRAFTSTY as you read the explanation below.

Each numbered item on the Style sheet is a style. The first style
in the Style sheet is highlighted. Use (a] and (¥] to move the
highlight from style to style. Use and to move from

page to page.

Style Name

The first line of a style tells you the style’s name. A style name
can have from two to four parts. Every style name includes a

Key Code and a Usage. Some style names also include a Variant
and a Remark.
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The Key Code

To the right of the style’s number one or two characters appear.
This is the key code. All styles have a key code. The key code
assigns the style to text in the same way the control key
combinations assign direct formats. In fact, a key code becomes a
new control key combination.

For example, the key code for Style 1 of DRAFT.STY is P. If
DRAFT.STY was attached to your document, you would type

+ (P) to apply the style to your text.

Usage

To the right of the key code is the style’s usage — in other words,
what the style is used for. All styles have a usage. The usage for
Style 1 in DRAFT.STY is Normal Paragraph.

To see all the available usages:

1. Choose the Insert command from the Gallery menu.
2. Press to move to the Usage field.

INSERT key code: {} usage:# variant:
remark:

3. Press any arrow key to see the list of usages.

The usage names are shown in three groups:
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. the top group lists character usages.

- the middle group lists paragraph usages.

the bottom group lists division usages.

~

ndex term Figure reference Footnote refereance
olia Superscript Subscript

Other character

Normal paragraph Nested Footnote Quotation
Table Heading List Title
Author Affiliation Copyright Running head
Other paragraph

Normal division Front matter Appendix Index
Contents Other division

. Y

4. Press or to return DRAFT.STY to the

Gallery text window.

Variant

To the right of the usage, you may see a variant. A variant is only
needed if the same usage is used more than once in a Style sheet.

For example, Style 1 of DRAFT.STY does not have a variant
because there is only one style for a normal paragraph. Styles 2
and 3, on the other hand, are both lists so they are distinguished
from each other by variants a and b.

Remark
At the far right of the first line of a style, you may see a remark.
A remark is a reminder about what the style is used for. The

reminder is only needed if a departure is made from the
standard usage.
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Creating Style
Sheets

Basic Steps in
Creating a New
Style Sheet

For example, Styles 2 and 3 both. have remarks. Style 2 is List a
and the remark tells you that this is the style to be used for lists.
Style 3 is List b and the remark tells you that this is the style to
be used for the last item in a list.

Style Definition

The first line of the style gives the style’s name. The rest of the
style is the style’s definition. The definition is a list of direct
formats that the style assigns to text. A character style has
character formatting information, a paragraph style has
paragraph formatting information and a division style has
division formatting information.

For example, the definition of Style 1, Normal Paragraph, tells
you that when Style 1 is assigned to a paragraph, the characters
in the paragraph are Pica (Modern a), with a font size of 12 on 24
(a 12pt character on a 24pt or 2 line vertical space). The
paragraph is aligned flush left and the first line indented .5".

This section gives you step-by-step instructions for creating a
Style sheet. The example creates a practice Style sheet named
EXAMPLE.STY. EXAMPLE.STY will have three styles, a
character style for footnotes, a paragraph style for extended
quotations and a division style for three-column text. If you've
never created a Style sheet, use this example to learn how. Then,
when you create your own Style sheets, you can use this
example as a model and apply it to your own situation.

When you create a new Style sheet, you go through these four
basic steps:

Clear the current Style sheet from the Gallery window.

Insert styles into the Style sheet.
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Starting a New Style
Sheet

¢+ Customize the styles to reflect the exact formatting you want
to use.

Name and save the Style sheet.

Before you create a new Style sheet, it’s a good idea to clear the
current Style sheet from the gallery, even if it is NORMAL.STY
and appears empty. If you don't clear the current Style sheet all
entries are placed into the current Style sheet. If you place new
entries into NORMAL.STY, the entries are applied to all new
documents you create unless you attach a different Style sheet.
In addition, changes to NORMAL.STY affect your normal
formatting. For more information, see Making Additions to
NORMAL.STY, at the end of this chapter.

To start a new Style sheet:

1. If you are not yet in the Gallery, choose the Gallery
command from the main Command menu.

(ra- )
T

COMMAND: Ebgy Delete Edit Format Help Insert
Library Name Print Transfer Undo

Select option or type command letter

ERY () 99% Free

t Word: NORMAL.STY
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The screen shows you the Gallery window, in which you
see the Style sheet that is currently attached to your
document. (If the attached Style sheet is NORMAL.STY, as
shown in the illustration above, only an end mark appears
in the window.) You also see the new Gallery menu and
the Style sheet’s name in the lower right corner of the
screen.

Choose the Transfer Clear command from the Gallery
Menu.

The Transfer Clear command removes the attached Style
sheet from the Gallery. This insures that you are starting
with a new Style sheet rather than changing an existing
one. Before you go to Step 3, check to make sure that there
is no Style sheet name in the lower right corner of the
screen.

You will provide a name for the new Style sheet later,
when you save it.



Creating a
Character Style

A character style assigns formats to characters. Here’s an
example of a character style that can be used to format footnote
reference marks. This style will format footnote reference marks
to be superscripted and printed with the font size of 6 points.

You name the style first (key code, usage, variant, remarks) and
then define it (assign the formats).

To name and define a character style:

1. Choose the Insert command from the Gallery menu. (If the
Gallery menu does not appear on your screen, choose the
Gallery command from the main Command menu, and
then choose Insert.)

INSERT key code: £} usage: variant:
remark:
Enter key code
GALLERY {} 99%F ree Microsoft Word:

The braces in the Key Code command field mean that you could
simply insert a style from the Scrap by pressing [Return]. Styles
are placed in the Scrap when you use the Copy command. You
can tell if there is a style in the Scrap by looking at the Scrap
marks on the Status Line.

To create a wholly new style, you enter responses in the
command fields.

4. Since you are creating a footnote reference, type fr in the
Key Code command field.
fr will be the character style’s key code. A key code should
suggest what a style does so that it will be easy to

remember and use. In this case, fr suggests footnote
reference.

5. Press to move the highlight to the Usage command
field.
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If you knew the usage you wanted to use, you could just
type it in. You can also view a list of possible usages on the
screen.

Press any arrow key to see the list of usages.

Use the arrow keys to move the highlight to Footnote
Reference. When Footnote Reference is highlighted in the
list, it also appears in the Usage command field. You can
also type Footnote Reference in the Usage command field,
but using the list saves typing and ensures accuracy.

I

Emphasis Index term Figure reference
Sequence number Folio Superscript
Other character

Normal paragraph Nested Footnote Quotation
Table Heading List Title
Author Affiliation Copyright Running head

Other paragraph

Normal division Front matter Appendix Index
Contents Other division

—

/

You now have the minimum necessary to name a style—a key
code and a usage. If you were to press now (don't press it
yet) to carry out the Insert command, MS Word would
automatically assign a as the response in the Variant command
field and leave the Remark command field blank.

7.
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Press to move the highlight to the Variant command
field. Then press any arrow key to see the list of variants.

You don't have to choose a variant unless you plan to have
more than one style for the same usage. If you do not give
a variant, MS Word selects variant a for you (or variant 1 if
there are no letter variants).

Press to move to the Remark command field. Because
the footnote reference usage name is clear, you can ignore
this field. Remarks can be entered for your convenience to
help you remember when to use a style.



9. Press to carry out the Insert command.

The style name is inserted into the gallery and appears on
the screen like this:

~

COMMAND: Copy Delete Edit Format Help Insert

Library Name Print Transfer Undo
Select option or type command letter
GALLERY () 99% Free Microsoft Word:

L _

You have inserted a new character style, and assigned a key code
and usage to it. Now you need to define the style using the
Format command in the Gallery menu.

When you work with a style in a Style sheet, the entire style is
always highlighted. Changes are made to the entire style, rather
than to individual characters. To make changes to the style
definition, you use the Format commands.
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10. Choose the Format command.

Since the Footnote Reference usage is a character usage,
MS Word immediately shows you the Format Character

menu.

FORMAT CHARACTER bold: Yes(No) italic: Yes(No) underline: Yes(No)
strikethrough: Yes(No) uppercase: Yes(No) small caps: Yes{No)
double underline: Yes(No) positidn: {Normal)Superscript Subscript
font name: Pica font size: 12

11. to the Position command field, and choose
Superscript.

This response will raise the footnote reference characters
by one-half line.

12, to the Font Size command field, and type 6

FORMAT CHARACTER bold: Yes(No) italic: Yes(No) underline: Yes(No)
strikethrough: Yes(No) uppercase: Yes(No) small caps: Yes(No)
double underline: Yes(No) position: Normal(Superscript)Subscript
font name: pica font size: E

13. Press to carry out the Format Character command.

The style now has a name and a definition, which appears
on the screen as:

The format you chose
appears as part of the
style’s definition.

The character style is now complete. It will format footnote
reference marks to be raised by one-half line and printed in 6-
point type size.

Creating a A paragraph style controls indentations, vertical spacing, and so
Paragraph Style on (see Paragraph Formats, in Chapter 6 for details). A
paragraph style can also include tab stop settings and a character
style for normal characters (characters that have no character
formats otherwise specified for them).
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Creating a paragraph style follows the same steps as creating a
character style. Here’s an example of a paragraph style that can
be used to format extended quotations that appear in a
document.

To name and define a paragraph style:

1.
2-
3.

Choose the Insert command in the Gallery menu.
In the Key Code command field, type g1

In the Usage command field, press any arrow key to
display the list of usages. Use the arrow keys to move the
highlight and select Quotation.

Since you don’t need to specify a variant now (this is the
first quotation style you have defined) past it to the
Remark command field, and type Extended Quotations

Press to carry out the command.

The name of your paragraph appears as number 1 on your
Style sheet in the window. The footnote reference
character style becomes number 2. (New styles are always
inserted above the style that is currently highlighted, and
the styles are renumbered accordingly.)

Your Style sheet now looks like this:

FR Fo
Pica (modern a) 6 Superscript.
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R - .

e fetl 1njen{ 15 tLe cilstance rom ti‘.e ut margin to the
left edge of the text. This response will indent the
paragraph 1 inch.

10. In the Right Indent command field, type 1

The right indent is the distance from the right margin to

d g Of the text. 1his response will indent the
paragraph 1 inch.
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11. In the Space Before command field, type 2

Space before leaves blank space between the end of the
previous paragraph and the paragraph you are formatting.
Choosing 2 lines here will cause extended quotations to be
set apart from the neighboring paragraphs even more than
the usual one line of space between paragraphs. One line
equals 12 points.

12. In the Space After command field, type 1

FORMAT PARAGRAPM alignment: Left Centered Right(Justified) keep: Yes(No)
left indent: 1 first line: 0 right indent: 1
line spacing: 0 1li space before: 2 space after: 1}

Space after adds blank space at the end of a paragraph. You want
to add blank space after extended quotations to make them
stand out. You want to separate the special paragraph from its
neighbors with extra space, but you do not want to alter the
normal format of paragraphs. If you decide to remove the
special paragraph later, you will not have to change the adjacent
normal paragraphs in any way.

13. Press to carry out the Format Paragraph command.
The formats appear in the style like this:

@ Vi |

2 FR fo

Pica (modern a) 6 Superscript.
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Suppose you also want the characters in your extended
quotation to be different from normal characters. You can assign
character formats to the extended quotation:

14. Choose the Format command again, then the Character
subcommand.

15. Press until the Font Size command field is
highlighted.

16. In the Font Size command field, type 9.

This response determines the point size of the printed
characters. Extended quotations usually appear in a
slightly smaller type size than the surrounding body of
text. If the printer does not have the correct size, a suitable
substitution will be made.

The actual font size MS Word will use to print the
document depends on the printer you use. See Appendix
A, Capabilities of Standard Printers, for details.

17. Press to carry out the Format Character command.

You now have a paragraph style suitable for formatting
paragraphs in extended quotations.

Notice that the font size for the quotation style now shows as
9/12 on your Style sheet. This shows you the size in points for
both the character size and vertical line measurement. 12 pts
equal one vertical line. The vertical points display in this way
when you choose a font size that is smaller than 12 or when you
change the line spacing setting.

Creating a Division A division style controls page layout—page size, margins,
Style placement of page numbers and running heads, and so on (see
Division Formats, in Chapter 6, Formatting Documents, for
details).
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Foliow the same steps to create a division style as you did to
create a character and paragraph style. The following example,
shows you how to create and define a style for a three-column
page format.

To name and define a division style:

1.
2.

Choose the Insert command.

In the Key Code command field, type c¢3, or any code that
will help you remember that this is for a three-column
format.

Press to move to the Usage command field. Select
Normal Division from the list of usages.

Normal division is a format you would probably use for
the main body of text because you might format a whole
document in three columns. So, this style is one variation
of a normal page layout.

Press to move to the Variant command field. Select 3
from the list of variants.

Although you don't have three division variants at this
point, the number 3 can suggest three-column format.

Press to move to the Remark command field.
Type Three-column page format

Here’s where a remark is extremely helpful. Even though
the key code, ¢3, can suggest.three columns, it might
suggest something else, such as a continuous division
break. The remark, Three-column page format, eliminates
ambiguity about what the style does.

C INSERT key code: c¢3 usage: Normal Division wvariant:3

remark: Three-column page format )
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6. Press to carry out the Insert command.

Your division format appears on the Style sheet in the
window as number 1. Your Style sheet now looks like this:

—)

<)

w

Q1 Quo{atxon a
Pica (modern a) 9/12. Justified, Left indent 1", right indent 1",
space before 2 1i, space after 1 li.

FR Footnote reference a
Pica (modern a) & Superscript.

Extended quotations

\&

You'll notice that the Normal division style has a lengthy
definition already. These are all of the initial division formats
for Normal division styles. You can easily change these Division
Formats when you define the division style.

7. Choose the Format command.

MS Word shows you the Format Division command fields.

FORMAT DIVISION break: Cont Column }

page length: 11" width:
pg #: (Yes)No from top:
numbering: {(Cont)Start at:
margin top: 1" bottom:
# of cols: 1 space between:
running head pos from top:

Odd Even

gutter width:0"

from left: 7.25"

format: (1)L i A a

left: 1.25" right: 1.25"
footnotes: (Same-page)End
from bottom: 0.5"

8. Edit the following command fields so that the responses
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left: 0.75%
right: 0.75"



Your Completed
Style Sheet

Reducing the margins gives more space for text; the
columns will not be so narrow. These left and right
margins together give as much horizontal space for text as
1.25” gives for one column page layout.

# of cols: 3
Note that the space between all columns will be the same.

9. Press to carry out the Format Division command.

You now have a division style suitable for printing a document
in three columns.

(— —)

2 Q! Quotati: a xte quotati

Pica (modern a) 9/12. Justified, Left indent 1", right indent 1",
space before 2 1i, space after 1 1i.

3 FR Footnote reference a
Pica (modern a) 6 Superscript.

COMMAND: Delete Edit Format Help Insert

Library Name Print Transfer Undo
Select option or type command letter

99% Free Microsoft Word:

Your Style sheet is now complete. A Style sheet can contain
from one to 124 styles. Any formatting information you do not

specify on your Style sheet is automatically supplied by MS
Word.

Formatting with Style Sheets 7-25



MS Word automatically assigns the following styles to any Style
sheet that doesn’t define them otherwise:

& Normal Paragraph: Assigned to all paragraphs.

# Normal Division a: Assigned to all divisions.
# Running Head 1: Assigned to all running heads.

= Footnote a: Assigned to the text of all footnotes.

Saving Your Style When you have finished inserting and defining styles in a new
Sheet Style sheet, you must save it.

To save a Style sheet:

1. Choose the Transfer Save command. MS Word asks you for
the Style sheet name.

TRANSFER SAVE Style sheet name: formatted: l

(Yes)No J

2. Type the name you want to give to the Style sheet and
press [Return . In this case, type Example (MS Word
automatically assigns the extension ”.STY” to the name
you enter.)

The new Style sheet is saved on the disc, and the name you
entered appears in the bottom right corner of the screen.
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Suggestions for
Creating Useful
Style Sheets

Plan Ahead

Suggestions About
Key Codes

If you leave the Gallery menu with the Edit command on the
Gallery menu, EXAMPLE.STY will not be loaded when you
return to the Gallery menu. This is because the Gallery menu
automatically displays the Style sheet that is attached to the
active document. The attached Style sheet may not necessarily
be the last Style sheet you worked on. If you want to work on a
Style sheet other than the one that is attached to the document,
you have to load it into the Gallery with the Gallery Transfer
Load command. If you want to use the new Style sheet with the
current document, you must attach it to the document. See
Using Style Sheets, below.

When you are ready to create your own Style sheets from
scratch, you will find the following information helpful.

Before you create a Style sheet, decide how you want your
document to look. Plan the whole design of your document
first—what kind of page layouts you will need, what kinds of
paragraphs, tables, headings, and so forth. Planning your
document style ahead of time will make it easier for you to set
up a Style sheet.

You can use a single character as a key code. However, it’s better
to use two-character key codes, because:

% Any two-character key codes that start with the same letter as
a single-character code will be inaccessible.

: With single-character codes you can create only a limited
number of styles, far fewer than the maximum of 124,
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Also avoid key codes that begin with x because + [x] is
the way to use the direct formats after you attach a Style sheet to
a document. Character formats like bold and italic and
paragraph formats like justified and indented are still available
as two-character codes. For example, + (b] (for bold)
becomes + + (b] after you attach a Style sheet. If you
create a style with x as the first character of the key code, you
can’t use the direct formatting keys with a document that has
that Style sheet.

Suggestions About  Within each group of usages, there is one Normal usage and one
Usages  Other usage. Use the Normal usage to define the styles you will
use most often for characters, paragraphs, and divisions. The
Other usages are extras that you can use in any way. You might
use them for usages that are not suggested by the defined
usages.

Some of the usages have very obvious connotations for their use.
Among these usages are:

Appendix Author Contents  Copyright
Footnote Footnote reference  Index Subscript
Superscript  Title

The following usages are, perhaps, less obvious without some
suggestions about how they might be applied:

Affiliation Company, group, or organization.

Emphasis Adding emphasis to text in formats such
as bold, italic, or underline.

Figure reference References in text to figures.

Folio Page numbers.

Front matter Prefaces, Introductions,

Acknowledgements, Dedications.
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Suggestions About
Variants

Index term A word or phrase that should appear in
the index.

List Numbered or unnumbered lists of steps
in procedures or lists of items. The
number variants could represent how far
the steps are indented, as in nested usage,

below.

Nested Indented paragraphs. The number
variants could suggest the level of
indentation.

Quotation Presenting quotations in body text.

Sequence number  Format of numbers used in heading
numbers, numbered lists, figure
numbers, table numbers, or any other
parts of a document that may be
numbered sequentially.

Table Tabular listings. The number variants
could represent the number of columns
and/or rows in the table.

The names of usages and variants can be used to promote
consistency among Style sheets created by different authors.
There are two types of variants: numbers and letters. Letter
variants are not meant to suggest any specific application of a
style. Letter variants simply distinguish between different kinds
of styles for the same usage. For example, Heading a might be
used for the highest level heading, or as an extra heading level
when you have more than six levels of numbered headings, or
for any other use.

On the other hand, number variants can be used to show how a
style should be applied to a document.
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For example, Running Head is a likely name to use for styles
that format the text of running heads. The variants are
numbered 1-6. The numbers are meant to suggest the six
positions where a running head can be printed.

Heading is also a likely name to use for a style; in this case, for
the headings of chapters and sections of a document. Heading
has six number variants (1-6) and four letter variants (a-d). The
numbers could suggest the levels of headings used in a
document.

Suggestions About Character styles are most useful when you want to include more
Character Styles than one character format in the definition. For example, the
footnote reference style you defined includes two character
formats: superscript and font size.

You could also define a style for the trademark TM that formats
the characters as small capital letters and superscript. After you
assign the style, you can use the key to assign both
formats at once. If you used direct formatting keys, you would
have to assign one format, then the other.

Note that for trademarks there is no usage that fits precisely.
One good alternative would be to use superscript variant 2, with
the appropriate remark.

As you saw in Chapter 6, many character formats are already
available individually as direct formats. However, there is an
advantage to defining styles for individual character formats,
like bold or italic, under the Emphasis character usage. The
advantage of this is that you can later redefine what you want an
emphasis style to be (from underline to italic, for example)
without having to change the document in any way. The benefit
of this increases as the number of documents using the style
increases. See Suggestions About Usages and Variants above, for
more information.
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Changing You can change any part of a Style sheet by adding new styles,

Existing Style deleting existing styles or changing any part of a style’s name
and definition.

Sheets
Basic Editing Steps 1.

Choose the Gallery command from the main Command
menu.

If the Style sheet that appears in the Gallery is not the one
you want to change, choose the Transfer Load command
from the Gallery menu and load the Style sheet.

When the Style sheet appears on the screen, use (4] and [v]
to move the highlight to the style you want to change.

Use the following Gallery commands to change the
highlighted style.

To change any part of a style name (key code, usage,
variant or remark), use the Name command.

To change any part of a style definition (the formatting for
a style) use the Format command.

To delete a style, use the Delete command or press
(Delete Line .

To insert a new style, use the Insert command.

To copy a style, use the Copy and Insert commands. Then
use the Name and Format commands to make the changes
you want.

To delete an entire Style sheet, use the Transfer Delete
command.

Use the Transfer Save command to save your new version
of the Style sheet.
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Example: Editing a Style Sheet

This example shows you how to make changes to
EXAMPLE.STY.
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Load EXAMPLESTY into the Gallery with the Transfer
Load command.

Press [v] to move the highlight to Style 2, Quotation a.

To change the key code for Quotation a, choose the Name
command. Type QQ in the Key Code command field and

press (Reurn).

You see Quotation a on the Style sheet with the new key
code, QQ.

Press [v] to move the highlight to Style 3, Footnote
Reference a.

To add to Footnote Reference a’s definition by including
another formatting instruction, choose the Format
command.

MS Word displays the Format Character command fields.
Choose Yes in the Bold command field and press (Return].

You see Footnote Reference a on the Style sheet with bold
included in it’s definition.

Press [a] twice to move the highlight to Style 1, Normal
Division 3.

To delete Normal Division 3 from the Style sheet, choose
the Delete command and press [Return].

Normal Division 3 disappears from EXAMPLE.STY and
MS Word renumbers the other two styles.



Using Style
Sheets

8. Choose the Transfer Save command and save your
changes.

Your new Style sheet looks like this:

2 FR Footnote reference a
Pica (modern a} 6 Bold Superscript.

COMMAND : ¥ Delete Edit Format Help Insert
brary Name Print Transfer Undo
Select option or type command letter

GALLERY

99% Free

.

9. Choose Edit to leave the Gallery and return to your
document.

MS Word has provided four Style sheets for your immediate use.
Examples of two of them can be seen at the beginning of this
chapter. You can also create your own Style sheets, as discussed
in Creating Style Sheets, above. This section tells you how to
attach a Style sheet to your document and assign the formats
from the Style sheet to the text in your document.
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Attaching a Style To attach a Style sheet to a document:
Sheet to a
Document 1. If you are in the Gallery, type E for Edit to return to the text
window and main Command menu. (If you have just
created or edited a Style sheet, it’s a good idea to save it
before choosing Edit.)

2, Choose the Format Style Sheet command from the main
Command menu.

The name of the Style sheet that’s currently attached to
your document appears in the command field like this:

3. Press an arrow key to see the list of available Style sheets.
Move the highlight to your choice and press to
attach that Style sheet to the current document.

If the document already has a Style sheet attached to it, the new
Style sheet replaces the current Style sheet. You can detach a
Style sheet from a document without attaching a new one, by
leaving the command field of the Format Style Sheet command
blank.

When you attach a Style sheet to a document for the first time,
certain formats will alter the appearance of the text
immediately. For example, if you have changed the normal
paragraph formats on the Style sheet, all paragraphs in the
document which have not been formatted directly in any of the
ways discussed in Chapter 6 will be assigned the new “normal”
settings. Similarly, if you have not already changed division
settings in your text, MS Word assumes this division is
“normal”, and assigns any new settings in normal division from
the Style sheet.
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Attaching The Style
Sheet You Created
in This Chapter

Assigning Styles to
Your Text

Formats other than normal paragraph and normal division from
the Style sheet must be assigned specifically to the text you want
to format. See Assigning Styles to Your Text, below, for more
information.

Practice attaching a Style sheet to a document using
EXAMPLE.STY.

To attach EXAMPLE.STY to a document:

1. Choose the Format Style Sheet command from the main
Command menu.

You see the name of the Style sheet that’s currently
attached to your document.

2. Press an arrow key to see the list of Style sheets. If you
followed the steps to create a new Style sheet earlier in this
chapter, EXAMPLE.STY is on the list.

3. Move the highlight to EXAMPLE.STY and press [Return).

EXAMPLE.STY is now attached to your document. You can
use it to assign styles to footnote references and extended
quotations in your document.

Once you have attached a Style sheet to a document, you can
refer to the Style sheet and then assign styles to specific text in
your document. Simply attaching a Style sheet does not by itself
change the format of your text unless the document was
previously formatted with a Style sheet using the same key
codes. You must assign formats to specific text using +
Key code or the Format Style commands.
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EXCEPTION: As mentioned above, the normal paragraph and
normal division styles automatically format the text of a
document, even if it has not previously been formatted with a
Style sheet. This is because, unless formatted directly, all
paragraphs in a document are considered “normal paragraphs”,
and all divisions in a document are considered “normal
divisions”. So if you have changed the normal paragraph style
in a Style sheet, the new style is automatically assigned to all
normal paragraphs.

If you have previously formatted parts of a document with the
Format commands, function keys, or control key combinations,
those formats are not changed by attaching a Style sheet. If you
want them to conform to the formats now listed on the Style
sheet, you must assign the appropriate format from the Style
sheet. To remove previous character formats, select the text and

use (CTRL] + [X] + (Spacebar].

It's helpful when you're assigning styles to text to turn on the
Style Bar (use the Window Options command). When the Style
Bar is on, you see the key codes for the styles you assign in the
left margin of the text window.

To assign styles to text:

1. Select the text you want to format; the character,
paragraph or division.

2. Hold down and type the key code for the style you
want to assign to your text.

If the key code is two characters, hold down while
you type the first character, then release while you
type the second letter.

If you don’t remember the key code you assigned, you can
use the Format Style Character, Format Style Paragraph, or
Format Style Division command and select a style from the
list.
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Example: Assigning
a Paragraph Style

You see the new format on the screen. If the Style Bar is
turned on, you'll also see the key code you used to assign
the style in the left margin of the text window.

If you want to use MS Word’s normal formatting keys in a
document with an attached Style sheet, hold down and
type [x] followed by the character of the normal format key

code. For example, to bold text, press + + [b].

To request help information after a Style sheet is attached to the

document, hold down and type (x] + [h].

If EXAMPLE.STY isn't attached to your document, attach it now
following the instructions in Attaching a Style Sheet, above. In
this example, you choose a paragraph in your document to be an
extended quotation and use Style 1 of EXAMPLE.STY to format
the paragraph. The illustrations shown here use the document
called EXAMPLE.DOC that you worked with in Chapter 3.

1. Choose the Window Options command and turn on the
Style Bar.

WINDOW OPTIONS window number: 1 background color: 0
style bar: J&§ No ruler: Yes(No)

2. Decide which paragraph in your document you want to
format as an extended quotation and move the selection to
that paragraph.

3. Hold down and type QQ, the key code for extended
quotations.
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The paragraph format changes. The format now includes
all the formatting information you defined for extended

quotations. You see QQ in the Style Bar to the left of the
paragraph.

(3

\=

QQ

N

Word Processing Software

Evaluation Criteria

#t our Department Staff Meeting

on Tuesday, February 8, we discussed
our requirements for new word
processing software and developed the
following Evaluation Criteria.

1. Ease of learning/Ease of use

We have
The word

no training budget for word processing.
processor must be easy for all
personnel to learn on their own. Especially
avoid software that operates with hard-to-
remember code segquences or computerese-siyle
commands. An on-line Help facility would aid

~/

4. Now leave the selection in the paragraph and choose the

Format Style Paragraph command. You see that Quotation
a is the paragraph style.

FORMAT STYLE PARAGRAPH: Quotationa
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Press an arrow key to see a list of the other paragraph
styles that are available on EXAMPLE.STY.

Yau see that EXAMPLE.STY also has a Normal Paragraph
style. The Normal Paragraph style was automatically
supplied by MS Word.

Normal Paragraph is already highlighted, so just press
(Return].

The paragraph returns to the Normal Paragraph format.



Assigning Different
Style Sheets to
Change Formats All
at Once

One of the advantages of formatting documents with Style
sheets is the ability to quickly reformat an entire document
simply by attaching a new Style sheet to it.

In order to make the best use of this capability, there are some
things you should keep in mind when you create different Style
sheets.

» Use the same style names for the same types of styles in

different documents. For example, if you have a Style sheet
that you use to print out a document on regular letter size
paper, and another Style sheet to use for smaller paper that
will fit a small binder, say the size of this MS Word manual,
you may use different indents in some of your paragraphs.
While you might use one inch indents for bulleted items on
the larger paper, you might want one-half inch indents for
bullets on the smaller paper. When you look at the list of
possible usages, either nested or list might seem to be logical
choices. Whichever usage name you choose, use the same
name in both Style sheets. Since MS Word stores the name of
the style with the text in the document, it will look for the
same name in the new Style sheet to tell it how to format.

When MS Word does not find a style name that it expects in a
Style sheet, an asterisk appears in the style bar next to text
that was formatted with that style name. For example, if you
assign a bulleted style with list to text in a document, and
then attach a Style sheet that does not contain the style list, an
asterisk will appear in the style bar to indicate that the style is
missing from the Style sheet. This text will be formatted as
though it were a normal paragraph.
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Making Additions to  If there are standard formats you would like to apply to all of
NORMAL.STY  your documents on a regular basis, you may want to insert some
special styles into the initial Style sheet, NORMAL.STY. Since
MS Word automatically attaches NORMAL.STY to all new
documents, any styles you insert into this Style sheet will be
available in all new documents that you create.

Be particularly careful with how you define Normal Paragraph
and Normal Division in NORMAL.STY. Any formats you set
with Normal Paragraph will apply to all paragraphs that you
type, until you assign a different format, and any formats you
assign to Normal Division will be used for the main page layout
settings in your document unless you change them.

One disadvantage to changing NORMAL.STY is that it does
mean that all of MS Word's regular control key combinations
can only be used by pressing + + the usual letter.

If you want to recreate the original NORMAL.STY after
changing it, you can either delete all the styles from the Style
sheet, or create another Style sheet which you leave blank.
When a blank Style sheet is attached to a document, all of MS
Word’s regular control key combinations can be used without
the extra “x”.
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Overview

Before You
Print for the
First Time

Printing Documents

Printing your MS Word documents is simple and direct. This
chapter tells you how to use Print commands to:

# Print all of a document.

# Print a rough draft of a document.
# Print part of a document.
# Print while you are working on another document.

# Repaginate a document without actually printing it.

Before you print an MS Word document for the first time:

1. Make sure your printer is set up and connected properly.
For information and instructions, see the manuals that
came with your printer and your Hewlett Packard
Personal Computer.

2, Make sure the necessary printer file has been copied onto
your MS Word Master Disc. Printer files show the name of
a printer, followed by the extension .PRD. For example, the
tile HP82906A.PRD contains the information MS Word
needs to print on the HP82906A printer.
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8-2 Printing Documents

Your Microsoft Word package came with two discs - the
Master MS Word Disc and the MS Word Utilities Disc. If
you have one of the printers discussed in Appendix A,
there is a special file with the extension .PRD on the MS
Word Utilities Disc which will format your documents to
print correctly on your printer.

a. Insert the MS Word Ultilities Disc in a drive.’

b. From the P.A.M. menu, choose g le Manager
(r5]. Then use MaBETINIEETR IRV and
ERELAR R E-T- PR to locate the .PRD file you

need. (The prompts at the top of the
screen tell you what to do.)

€. Use [MJIVEESRY from the File Manager to copy the
appropriate .PRD file from the MS Word Utilities

Disc to your MS Word program disc.

You can print without using a special .PRD file if you don’t need
special fonts to print in your documents. A file named TTY.PRD
is already present on the program disc. This file lets you print to
most printers. However, it does not enable any special fonts or
typefaces to print.

3. Follow these steps to tell MS Word what printer you are
using, and what kind of paper it uses.

a. With MS Word running, choose the Print Options
command.

PRINT OPTIONS: printer: {¥¥
draft: yes (no) queued: yes (no) copies:
range: {all) Selection Pages page numbers:
feed: manual (continuous) Binl Bin 2 mixed setup: PRN:




b. With the highlight in the printer command field,
press an arrow key to see the list of available
printers. The list displays all the .PRD files now on
your program disc.

€. Use the arrow keys to move the highlight to the
name of the printer that is connected to your

personal computer, and press [Return].

If you don’t see the file for the printer you have, see step 2,
above.

d. Press to move to the feed command field, and
choose how paper is fed into your printer. For
detailed explanations of each of the responses, see
the Print Options command in Chapter 12,
Command Directory.

€. Press [Return].

Basic Printing When you want to print a document, you must first bring it into
the text window. Once it has been loaded, printing is quick and
easy. Most of the time, you will probably want to print your
document as it appears on the screen — that is, including all
special formats. You can also print a rough draft of your
document, without special formats, when you want to print a
copy more quickly. See Printing Rough Drafts, below.

To print a document:

1. Press or to activate the Command

menu.
2. Make sure your printer is turned on, and type P for Print.

The Printer Commands appear.

( PRINT: 3

% Direct File Options Queue Repaginate j
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Printing Rough
Drafts

8-4 Printing Documents

3. Type P for Printer or, since Printer is already highlighted,
you can press [Return].

Your document will begin printing.

4. If you want to cancel printing for any reason, press

You can print a rough draft of your document when you want a
quick copy of the text, and don’t care about seeing all the special
formatting such as bold, underlining, and italics.

To print a rough draft of a document:

1. Choose the Print Options command from the menu.

You see the Options command fields, like this:

PRINT OPTIONS printer:TTY
draft: Yes (No) queued: Yes (No) copies: 1
range: (All) Selection Pages page numbers:
feed: Manual (Continuous) Bini Bin2 Mixed  setup: PRN:

2. Press once to move the highlight to the command
field next to draft.

3. Press the spacebar to set draft to yes.

4. Press .

The Print commands return to the screen, and Printer is
highlighted.

5. Press to choose Printer and start the document
printing.

Once you set the Print Options to print a rough draft, all
documents will print as rough drafts until you change the
setting again.




Working on
Documents
While You Print:
The Print Queue

You can create and edit documents while another document
prints, if there is plenty of room on the MS Word program disc.
When you want to work on one document while another is
printing, you use the Print Queue. You choose to queue a
document in the Print Options command. Then, when you tell
the document to print, MS Word formats it as though it were
printing it directly on the printer, but places the text in a
temporary file on the disc that contains the MS Word program.
Once the information MS Word needs to print your document is
on the disc, it will begin to print and you can resume working
on the same document or on another document.

If you have MS Word installed on a fixed disc, there will
probably be plenty of room to use the print queue. However, if
you have MS Word installed on a flexible disc, there may not be
enough room to use the print queue, particularly for large
documents.

To print a document through the queue:

1. Choose the Print Options command.

2. Press twice to move the highlight into the queued
command field.

3. Press the spacebar once to choose yes.

4. Press(Return].

Print commands reappear, and Printer is highlighted.

5. Press again to choose Printer and start the
document printing.

You'll see the message Formatting Page 1 appear on
the Message Line as MS Word begins to place the
document into a temporary file on the program disc.

It will take a few minutes for MS Word to finish placing
the document in the print queue. You will see the
document begin to print on the Printer when MS Word is
ready.
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Using the Print
Queue

6. Once the document begins to print on the printer, you can
edit the file in the text window, save it, load another file, or
otherwise continue to work on your documents.

When you print a document from the print queue, you can
temporarily halt the printing, by pausing and then continuing
when you are ready, restart printing the document from the
beginning, or stop the printing entirely. All of these choices are
made by using the Print Queue command.

To pause, continue, restart, or stop a document that is
printing from the print queue:

4. Choose the Print Queue command.

The print queue command fields appear, like this:

| PRINT QUEUE: Continue Pause Restart Stop )

2. Press the spacebar to move the highlight to the option you
want.

3. Press[Return].

The printer will continue, pause, restart the document, or
stop the printing entirely, as you specified in step 2.

Printing
Specific
Portions of a
Document

8-6 Printing Documents

You can print specific portions of a document, instead of the
entire document, if you want. You can tell MS Word to print the
text that is currently selected in your document, or specify
particular pages you want to print by using the Print Options
command.

To print the text that is currently selected in the document:

1. Select the text you want to print.



2. Choose the Print Options command. These command
fields appear:

PRINT OPTIONS printer:TTY
draft: Yes (No) queued: Yes (No) copies: 1
range: (All) Selection Pages page numbers:
feed: Manual (Continuous) Binl Bin2 Mixed  setup: PRN:

3. Press four times to move the highlight to the range
command field.

4. Press the spacebar once to choose selection.

5. Press [Return].

The Print commands reappear on the command lines, and
Printer is highlighted.

6. Press to begin printing the selection.

When you print selected text, if there is any unselected text to

the left of the selection (for example, when the selection begins
in the middle of the first line of a paragraph), the printer ignores
any text to the left of the selection and formats the printed page
as if the beginning of the selection is the beginning of the text.

To print specific pages in a document:

1. Choose the Print Options command. These command
fields appear:

PRINT OPTIONS printer:TTY
draft: Yes (No) queued: Yes (No) copies: 1
range: (All) Selection Pages page numbers:
feed: Manual (Continuous) Binl Bin2 Mixed setup: PRN:
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2. Press four times to move the highlight to the range
command field.

3. Press the spacebar twice to choose Pages.

4. Press again to move to the page numbers command
field.

8. Type the pages you want to print, following these rules:

To print a sequence of pages, separate the first and last
page numbers with a colon. For example, to print pages 5
through 10, type 5:10

To print a number of different pages, not necessarily
consecutively, separate the numbers with commas. For
example, to print pages 5, 10, and 15, type 5,10,15

To print a combination of individual pages and sequences
of pages, combine the rules mentioned above. For

example, to print pages 5, 7, and 10 to through 15, type:
5,7,10:15

6. Press[Return].

The Print commands reappear on the command lines, and
Printer is highlighted.

7. Press to begin printing the selection.

Repaginating a When MS Word prints your document, page numbers are stored

Document in the file so that you can quickly jump to a specific page. This is
handy when you are editing a document with a marked up
paper copy beside you, because you can move quickly to the
page you want to edit.

As you enter and edit text, MS Word does not automatically

renumber the pages, even though the specific text per page may
change. Pages are repaginated and renumbered when you print.
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There may be times when you want to repaginate your
document without printing it. You can do so, with the Print
Repaginate command.

To repaginate a document without printing it:

1. Choose the Print Repaginate command.

A message appears, telling you that MS Word is
formatting the pages of the document.
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Overview

Before You Begin to
Enter Text

Strategies for Writing

This chapter gives you some suggestions on how to use MS
Word to accomodate your own particular writing needs. As you
create different types of documents, it will help you to consider
how to:

¢ Create and work from an outline

# Make your notes accessible

% Work with long or multiple documents

s Edit text

Computer
Museum

# Change the appearance of text
# Insert page breaks

# Coordinate running heads and page numbers
# Use the Glossary to avoid retyping

# Set up multiple column documents

Before you begin entering text into a new document, set the
paragraph format that you want to use for the main portion of
text. The initial settings do not allow for indentation of the first
line or space between paragraphs. We suggest that you use the
+ (o] key combination to automatically insert a blank
line between paragraphs. For more information, see Paragraph
and Line Spacing, in Chapter 6, Formatting Documents.

For your inspired writing, don’t bother with formatting. Make

each heading or title a separate paragraph. You can come back
later and decide just how they should look.
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Outlining

Notetaking

Working with Long
or Multiple
Documents

Editing

Changing the
Appearance of Text

9-2 Strategies for Writing

Do you work from an outline? Create your outline as a separate
document and load it into one window as you write in another.
You can view your outline and document at the same time and
check off sections as you complete them.

Do you make notes to yourself as you work? Open and clear
another window to create a document for them.

Try using two or three windows. One of these windows could
be a footnote window, which you should consider opening as
soon as you have a footnote or running head. Liberal use of
windows will allow you to see different parts of a document at
the same time. Two windows make cutting and pasting between
documents faster and easier. For more information see
Windows, in Chapter 5, Creating and Working with Documents.

When you revise and refine text, choose Yes in the visible
command field of the Options command. The visible option
makes the paragraph marks, non-required hyphens, and new
line marks visible so they will be easier to select and delete or
copy. The Ruler option of the Window Options command field
lets you see tab stops and indents for each paragraph at a glance.
If you turn on the Ruler before splitting windows, new
windows will also have rulers.

When you are ready to consider how the document will look,
think about the formats. How many different levels of headings
do you want to distinguish, how many different paragraph
styles, what kinds of tables, running heads, footnotes? If your
design ideas are elaborate, and especially if they are likely to
change, consider developing a Style sheet. See Chapter 7,
Formatting With Style Sheets, for details.



Page Breaks

Running Heads and
Page Numbers

Using Glossaries to
Avoid Retyping

If your document contains font sizes other than p10 {elite) or p12
(pica), such as a proportional-sized font, you can preview line
breaks on the screen by choosing Printer in the display command
field of the Options command. See the Options command in
Chapter 12, Command Directory.

MS Word will break pages, avoiding “widow”” and “orphan

lines”. If you want to change a page break, you can insert a

“hard” page break with [Shift] + [CTRL] + [Return] or give a
paragraph the “keep” attribute. See Keeping a Paragraph on
One Page, in Chapter 6, Formatting Documents.

To coordinate running heads and page numbers, place the page
number in the running head as part of its text. Use the “page”
Glossary name to insert a page number “place holder”. MS
Word converts the place holder to a page number when you
print the document. Centered and right flush tab stops are
especially useful for running heads. See Running Heads With
Page Numbers in Chapter 6, Formatting Documents, for more
information.

The Glossary is especially well suited for text that you use
repeatedly and must be cited verbatim. This is true whether the
text is an occasional piece or a longer-lived piece. Save the long-
lived text in Glossary files; unsaved temporary text will be
erased when you quit MS Word.

Save the Glossary text that you use daily in a Glossary file
named NORMAL.GLY. This Glossary file is loaded
automatically when you start MS Word, which makes the
Glossary text immediately available to you.
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Multiple Columns

9-4 Strategies for Writing

For the most part, a six-inch line width is one of the most
readable line layouts. When you lay out pages in multiple
columns, try to maintain six inches of text.

When you format documents in multiple columns, especially
three or more, don’t format paragraphs justified. When the line
length is short, there can be large gaps between words, which
make the text difficult to read smoothly. If you have some very
short lines that give an “eroded” effect along the right edge of
the text, consider inserting non-required hyphens so that MS
Word can place a part of a word at the end of a line. This will
also reduce “gapping” within lines when you justify
paragraphs. See Hyphens and Spaces in Paragraphs in Chapter
6, Formatting Documents, for more information.



Overview

Types of Disc
Drives

onDises

Working with Documents

Since your on-going word processing documents are stored on
discs, it is crucial to your work to understand how to save and
retrieve the documents you need. It is also important to
understand how MS Word works with your documents and
discs. This chapter tells you what you need to know to help
insure that your work is safely saved. You'll find the following
information in this chapter:

# When to change discs.
# When and how to save documents to disc.
# How to work with long or multiple documents.

= How to delete documents from disc.

How to rename documents.

i How MS Word works with discs and files.

MS Word can be used to edit a document of any size. The only
practical limit on the size of a document is how much storage
space you have available. This depends in part on the number
and type of disc drives connected to your computer and on the
types of discs you use to store documents.
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When it is Safe
to Change Discs

Your personal computer may have one or more of these types of
disc drives:

An internal electronic disc.
One or more external double-sided micro-disc drives.
One or more external single-sided micro-disc drives.

An external fixed disc.

For detailed information about each type of disc and how to
work with it, see the manuals that came with your personal
computer.

If you have one drive, or if you have two drives but need to
work with more than two discs, you may have to change discs
while you are using MS Word.

It is best to change discs in a drive only when you see one of the
following messages in the Message Line:

Enter Yioretryaccess to filename
Enter filename

Enter filename or select fromlist

Be cautious if you change discs at any other time. Never change
discs while a command is being executed, since MS Word may
try to access the disc.
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Managing
Documents on
Discs: Your
Main Tasks

Saving Documents

Your main tasks when managing your documents on discs are:

Saving documents.
Loading documents.
. Deleting documents.

# Renaming documents.

All of these tasks are done with the Transfer command, which
looks like this:

( TRANSFER: Load Save Clear Delete Merge Options Rename Glossary )

Some of the Transfer commands shown on the menu are less
frequently used, or do not apply directly to managing
documents on discs. For information about them, see Chapter
12, Command Directory.

In addition to these tasks, you should also regularly make
backup copies of important documents and discs. The “backup”
mentioned in this chapter that is automatically done by MS
Word does not provide you with a copy on another disc, in the
event a disc should be damaged. You can make backup copies to
another disc with P.AM. or the operating system. For more
information, see the manuals that came with your HP Personal
Computer.

Until you save a document to disc, MS Word places all the text
you enter and edit in the memory of your personal computer.
Occasionally part of the text is copied into a temporary, or
scratch file. (You'll find more information about the scratch file
later in this chapter.) If something should go wrong, such as a
power failure, all the text stored in the memory of the computer
is erased. Consequently, you should make a more permanent
copy of your work by saving your text and changes frequently.
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When to Save a Document

Save a document whenever you have completed a major portion
of work, whether it is text entry, edits, or text formatting. A
good way to determine what is a “major portion” of work is to
consider how much effort it will take to recreate it under the
worst circumstances.

Here are some guidelines to help you decide when to save:

« Save every twenty to thirty minutes.

+ Save when the % F ree shown on the Status Line is nearing
50%. (MS Word maintains a copy of your most recent set of
changes in memory, in case you want to “undo” them. If the
amount of memory is nearing 50%, the space available for MS
Word to store all of the necessary types of information is
getting too low.)

# Save if you take a break to get coffee, leave your desk, or
make a phone call.

m Save before you print the document.

@ Save after you print the document, if you are finished with it.
This will save the page breaks and numbers in the form they
were printed.

# Save before you Quit MS Word, and before you choose the
Transfer Clear All command.

To save a document:

4. Choose the Transfer Save command.

( TRANSFER SAVE filename: formatted: (Yes) No )

2. If you want the document to be stored on a disc other than
the program disc, begin by typing the letter of the drive
that contains the disc, followed by a colon, like this: B: You
can also save a document to a subdirectory by preceding
the filename with the subdirectory name, followed by a
backslash (\), like this: LETTERS\
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If you frequently save documents to the same drive, consider
changing the default setting in the Transfer Options command.
Then you won't have to type the drive name each time. For
more information, see the Transfer Options command in
Chapter 12, Command Directory.

3. If this is the first time you have saved the document, or if
you are saving it to a new file, type a name and press
(Return]. For help in choosing document names, see below.

If a copy of the document is already on disc, the name you
loaded it with appears in the filename command field.
Press to save it to the same file.

If you want to see a list of the names of files already on the
disc, press an arrow key. (If you want to list the files on a
disc in a specific drive, don’t forget to type the drive letter
followed by a colon; in a subdirectory, the directory name
followed by a backslash.)

Your document is saved. While MS Word is saving it,
you'll see Saving. .. on the Message Line. After it has
been saved, the number of characters that were saved
displays on the Message Line.

If the message Document Disk Full appears when you
are saving a document, see the discussion under Deleting
Documents, below.

Working with Documents on Discs 10-5



What Happens When You Save a Document
When you save a document:

# The original copy of the document file is renamed with the
extension .BAK.

% MS Word uses a special scratch ((.TMP) file in which it has
temporarily placed changes and the .BAK file to save the new
copy of the document on disc.

What to Name Your Document

Documents may be kept in files with names that are one to eight
characters long and begin with a letter. Numbers may be used in
filenames, but some special symbols may not (, . [ ]space > <C).
If you don’t assign an extension to the filename, MS Word
automatically adds ”.DOC” as the extension. You may add other
extensions to remind you of the contents of a document. A
filename extension can be any sequence of 1-3 alphanumeric
characters (letters and numbers) appended to a filename. The
filename and the extension must be separated by a period.

You should NOT use the following extensions because MS Word
uses them for special files:

« BAK
s .GLY
= STY
.TMP
% .PRD
w INI

Loading Documents Whenever you want to bring a document from disc into the text
window, you load it.
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To load a document:

1. Choose the Transfer Load command.

( TRANSFER LOAD filename: read only:yes {(no) )

2. Type the name of the file you want to load, and press
[Return]. If it is not on the program disc, or on the drive
specified in the Transfer Options command, precede the
name with the drive letter and a colon.

If you want to view a list of documents, type the drive
letter, a colon, and press an arrow key. When the list
appears, use the arrow keys to move the highlight to the

name you want, and press {Return].

Viewing Document Names

When you use the Transfer Load command and press an arrow
key to view a list of documents, you usually only see the names
of documents with the extension .DOC. Normally, this is the list
of documents you want to choose from. However, there may be
times when you need to load a file with a different extension, or
at least make sure it is there.

To see all the files present on a disk with the Transfer Load
command:

1. Type the drive letter followed by a colon, and then type a
wildcard, like this:

Type: B:*.*
2. Press an arrow key.

The asterisk (*) wild card designators tell MS Word to
display all files, no matter what the name or the extension.
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Working with  When working with several documents at once, you need to
Multiple keep in mind on what discs the documents are stored. To
Documents: remember the locations of documents, it is useful to collect all
Planning Ahead tl?e documents you want to work w.1th at one tlme.o'n a single
disc. Be sure to leave room on the disc for any additions you
make to the text and for a backup copy of the document you are
editing. (MS Word automatically makes a backup copy of your
document file when you save a new version of it.) As a rule of
thumb, leave at least 56K available for additions and backups.

If you have a fixed disc, little advance planning is needed as
long as you store documents on the fixed disc. You can use either
the fixed disc or flexible discs to store documents.

If you do not have a fixed disc, plan your work session to make
managing documents as easy as possible. If you have two
flexible disc drives, use the second drive for storing documents.
Put a blank, formatted disc in drive B for documents.

If you have one disc drive, you will normally use a copy of the
program disc for storing documents because a program disc
must be in the drive almost all the time. Space is limited on the
program disc, but you can make additional copies of it as you
need to.

If you are storing documents on the program disc and you have
single-sided drives, consider moving the file MW.HLP to
another disc to increase the storage space. MW.HLP is the file
that contains the help text. You can still ask for help, but you
will have to change discs to get the information and change
again to return to your work.
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Working with
Documents on
Different Discs

Deleting Documents

If you are working with documents that are stored on different
flexible discs, you may need to swap them in and out of the disc
drive at different times.

For example, if you want to save a new copy of a document to a
new disc in the same drive, you may need to swap two or more
discs several times. Remember that MS Word will need the
program disc in order to save the document, both to access the
program and the scratch file. Each time MS Word moves from
the .BAK file on one disc to the new .DOC file on the other, you
will have to swap discs. If you are saving to a new disc in a
single-drive system, swapping three discs may be necessary.

If you cut and paste between documents that are on different
discs, you will have to swap discs to load the second document
into a window and when you cut and paste the specific
information. Later, in the Transfer Save command, you will
again have to swap discs because MS Word has to read the “cut
file for the text to insert into the “paste” file.

1y

You may often see the message Enter Y to retry access
to filename under some of the circumstances described
above. This is perfectly normal. If you type Y and the message
remains, the necessary disc is probably not in the drive. Try
replacing the disc with your other document disc, or the MS
Word program disc.

From time to time, you will want to delete documents from a
disc. It's a good idea to get rid of documents you no longer need,
to make the disc space available for new documents. There are
also some circumstances under which you will need to delete
documents from a disc in order to save the document presently
in the text window.
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To delete a document file from disc:

1. Choose the Transfer Delete command.

2. Type the name of the file you want to delete, or press an
arrow key to see the list of files on disc and to move the
highlight to the one to be deleted.

3. Press .

Deleting Documents After a Document Disk Full
Message

If you have a fixed disk, you may never see the message
Document Disk Full. However, if you have one or two
micro-disc drives, your discs may fill up before you realize it.

When the Document Disk Full message appears, if you
want to save the current document, you must either save the
document to a disc in another drive, replace the disc that is full
with another disc that has space available, or delete files from
the current disc. For information on replacing the disc with
another, see Working with Documents on Different Discs,
above.

If you decide to delete files to make room on the current disc,
use the Transfer Delete command shown in the procedure
above. When choosing what files to delete, consider:

# Files that contain documents you no longer need.

# .BAK files, especially if you have a backup copy of the main
document on another disc.

» Glossary or Style sheet files which are not currently in use,
and which you have a copy of on another disc.
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Renaming
Documents

The Scratch File

Files You Can’t Delete

MS Word will not let you delete files that you have used during
the current session — that is, since the last time you started the
program, or the last time you used the Transfer Clear All
command. You may not delete either .DOC or .BAK files of
documents you have edited during the current session, or
Glossary or Style sheet files you have used during this session.
Because of this, if your disc(s) are fairly full and you often access
a number of documents from the disc in one work session, you
may want to Transfer Clear All occasionally. This will allow you
to delete .BAK files if you need to.

You can easily rename a document that has been loaded into a
window.

To rename a document:

1. Choose the Transfer Rename command.

2. Type the new name you want to give to the document.

3. Press[Return].

The name changes on the Status Line, and on the disc.

As you enter and edit text in a document, MS Word keeps a
complete record of all the new text and formatting you have
entered since the start of the current session. This information is
placed in one or more temporary, or scratch files. At the end of
the session, the contents are erased and these files are deleted.
An empty scratch file is automatically recreated at the start of
each new session.

Scratch files begin with MW and end with the extension .TMP.

For example, the first scratch file created might have the name
MWO0000.TMP.
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It’s best to leave as much room on the MS Word Program disc for
the scratch file (TMP) as you can. If the MS Word Program disc
is filled with the scratch file and you have been storing the
document on the program disc, you will have to save the
document to a new disc, and this can be time consuming. Allow
at least 64k for the scratch file.
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Reference to Microsoft Word

This section of the Microsoft Word Manual provides specific
information about the most detailed parts of MS Word — the
special keys, the commands, and the messages that appear at the
bottom of the screen.

The material in this section is presented in a reference format,
for your ease in locating information quickly.

Chapter 11. Special Keys Directory

Turn to Chapter 11 when you can’t remember which key to use
for a special feature. You'll find a brief summary of all the
special keys used in MS Word.

Chapter 12. Command Directory

Turn to Chapter 12 when you want detailed information about
any of the commands. You'll find detailed information about
what each command does and how to fill in the command fields
to get the result you want. The commands are presented in
alphabetical order.

Chapter 13. Message Directory

Turn to Chapter 13 when you are unsure what a message means
or what you should do next. You'll find an alphabetical listing of
the messages that MS Word may send to you, with information
about what caused the message, and what to do.

Computer

. Museum







Special Keys Directory

Overview

This chapter provides a detailed listing of all the special keys
available in MS Word. You'll find specific information about
each of the function keys, movement keys, edit keys, and
control key combinations.

The Function
Keys

Main Menu of
Function Key Labels

The keys on the top row of the keyboard labeled through
are function keys. The function keys correspond to the
function key labels on the bottom line of the MS Word screen.
The labels tell you what will happen when you press the
corresponding function keys.

Some of the function keys carry out a function as soon as you
press them. Others show you a new set of function key labels on
the bottom of the screen. As the labels on the screen change, so
do the actions initiated by the function keys.

When you first start MS Word, you see the Main Menu of
function key labels on the bottom of the screen. 1t looks like this:

(:
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Main Menu Function
Keys That Start

a Function
Immediately

Main Menu

Function Keys That
Show You a New Set
of Functions

11-2 Speclal Keys Directory

Five of the function keys shown on the Main Menu of function
key labels start a function as soon as you press them. They are:

et B AUl 0t [ 1]. When you press on the Main

Menu, MS Word repeats the last instruction you gave it. For
example, if you type a sentence and then press[r1], the sentence
appears on the screen a second time.

SRRt (-2 . When you press (2] on the Main

Menu, MS Word searches through your document for the next
occurence of the text you last told it to search for.

DEE S BRI (-2). When you press on the Main Menu,

nothing happens unless you’'ve opened more than one window
with the Window command. If your text window is divided into
two or more windows, pressing lets you move from
window to window.

(¢7]. When you press on the Main Menu, you see the
MS Word Help Text that applies to whatever you were doing on

MS Word when you asked for help. If you're just typing or
starting out when you press [£7], you see the introduction to
HELP and instructions on how to find the help you need.

EEEYESNL (F5). Pressing on the Main Menu cancels what
you are currently doing on MS Word. For example, when you're
typing, the text window is active and the Command menu is
inactive. If you press(£8], your ability to type is “cancelled” and
instead, you can use the Command menu. i

Three of the Function keys on the Main Menu do not start a
function as soon as you press them. Instead, each one shows you
a new set of function key labels. As the labels on the screen
change, so do the actions initiated by the function keys. These

VISR dSelect Text and

Choose Typefacel



B a3 ]. When you press on the Main Menu

of function key labels, you see a new set of function key labels
that let you select specific portions of text. It looks like this:

When the SIRT-LASBE-$81 function key labels are on the screen,
the function keys do the following:

Word Left selects the word to the left of the cursor.

Word Right selects the word to the right of the cursor.
selects the whole line of text in which the cursor is
located.

selects the sentence in which the cursor is
located.

WP aragraph selects the paragraph in which the cursor is
located.

el ntire Document selects the entire document.

returns you to the Main Menu of function key labels.

(£5]. When you press on the Main Menu,

you see a new set of function key labels that let you choose
different paragraph formats for selected paragraphs. The new
set of function key labels looks like this:
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When the function key labels are on the screen,
the function keys do the following:

e ft Flush aligns selected paragraphs with the left

margin.

aligns selected paragraphs with the right

margin.

W ustify justifies selected paragraphs.
centers selected paragraphs between the left and

right margins.

EWCpen Space adds one line space between selected

paragraphs.

“WDouble Space double-spaces all the lines in selected

paragraphs.

returns you to the Main Menu of function key labels.

shows you another set of Function Key Labels that
gives you more choices of paragraph formats. It looks like
this:

When the second set of R RaERIREIE function key labels are
on the screen, the function keys do the following;:

‘WIndent Left indents every line of the paragraph one-

half inch to the left.

W ndent Right indents every line of the paragraph one-

half inch to the right.

SRR IR Y- (-3 | indents the first line of the

paragraph one-half inch to the right.

(llHanging Indent leaves the first line of the paragraph

where it is and indents succeeding lines one inch to the right.

removes any paragraph formats that

you've added to selected paragraphs.

returns you to the first set of

function key labels.



IR ELELLE (6. When you press [£6] on the Main

Menu of function key labels, you see a new set of function key
labels that let you add emphasis to selected text. For example,
you can bold, underline or italicize text. The new set of labels
looks like this:

When the [SltET-RREV-EIYL] function key labels are on the

screen, the function keys do the following:

displays selected text in boldface type.
displays selected text in italics.
CWSmall Capitals displays selected text in all small

capital letters.
removes all emphasis from selected text.
= underlines selected text.
adds a double underline to selected

text.

returns you to the main menu of function key labels.

shows you another set of function key labels that
gives you more ways to emphasize text. It looks like this:
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When the second set of (Sl RMRVET-2-R! function key

labels are on the screen, the function keys do the following:

WS perScript shifts the character(s) up one-half line.
WS ubScript shifts the character(s) down one-half line.

removesany character formats that have been added
to the text.

fWStrikeThrough places a line of dashes through the

characters, as though you had drawn a line through them.

returns you to the first set of [t IR AR

function key labels.
returns you to the Main Menu of function key labels.

Additional Function If you have a desktop computer, there are four more function
Keys  keysabove the numeric keypad. You can use these keys to select
different amounts of text as you edit. The template that came
with your personal computer fits over these keys to show you
how much text each key selects.

These keys are, from left to right:

selects a word. If the cursor is within a word,
selects that word. If you press it again, selects the next
word to the right of the cursor. + selects the
word to the left.

selects the line of text in which the cursor is located.

: selects the sentence in which the cursor is located. If
you press it again, selects the next sentence.
+ selects the previous sentence.

selects the paragraph in which the cursor is
located.

The Touchscreen If your computer has a Touchscreen, you can simply touch the
function key label on the screen to activate its function. For
more information, see Appendix D, the Touchscreen.
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Keys and Key

Combinations

The chart below shows you how you can use the keys on the
keyboard in MS Word. It also shows special key combinations
that you use by holding down one key and pressing another.

When You Want To:

Start a new paragraph

Start a new line

Start a new Division
Start a new page

Tab to the next Tab Stop
Backtab

Move the cursor:

(Retura), (Emter) or (numeric)

+
CTRL] +
[shift] + [CTRL] + [Return]

Tab

(Shit) + (Teb]

Up
Down
Left

- Right

To the beginning of a line
To the end of a line
To the top of the window

To the bottom of the
window

DEUEM

€D + &
[ + [5)
[ + (7
(&) + (A0 + ()
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When You Want To: Press:

Scroll the text:

Up aline + (a]

Down a line + ]

Page from above [Prev] or [Shift) + [CTRL] + (4]
Page from below (Next] or (Shitt] + [CTRL] + [¥]
To the beginning of the [v]

document

To the end of the document + (%]

Page from right + +0]

Page from left + + (4]

Select text:

Variable amounts,

To the right + [>]

To the right and down + [+

To the left +

To the left and up + (&
Word right
Word left +
Current or next sentence (Sentence] or [CTRL] + [¥]
Previous sentence (Shift] + [Sentence] or [CTRL] + (4]
Current line
Current paragraph
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When You Want To:

Edit text:

Delete to the Scrap
Delete without the Scrap

Insert from the Scrap
Replace from the Scrap

Replace a glossary name
with the glossary text

Overtype text (toggle)

Delete previous character

Insert special characters:

[Delete Line | or [ Delete Char ]

[Shift] + [Delete Line] or [Shift] +

[shift] + [insert Line]

(Shift) + (Select]

Insert Char

Non-required hyphen
Non-breaking hyphen
Non-breaking space
Start merge

End merge

Change character formats to:

+ (shift) + (]
+

[shift] + {spacebar]
(eTRl) + [
(cTRL] + (1]

(If Style sheet attached, use

Normal character
Bold

Italic

Underline
Double underline
Small caps
Strikethrough
Superscript
Subscript

+ [x] + other key)
(CTRL] + [spacebar
(eTRL] + (B}
(cTRL] + (1
(cTRL) + (U]
(eTRL] + (D]
(cTRL] + (K]
(eTRL] + (8]
[cTRL] + [+]
(emR] + (4
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When You Want To: Pross:

Change Paragraph formats to:

Centered +
Indent first line 1/2 inch +
Justified +
Left flush +
Right flush + (R]

Decrease left margin 1/2 + (M)

inch

Increase left margin 1/2 + (N]

inch
Hanging indent 1 inch +
Double space lines + (numeric)

Remove paragraph formats +[P]
Choose commands:

Move to the next command, [Tab
subcommand or command
field

Move to the previous +

command, subcommand or
command field

Select the next option in a

command field

Select the previous option

in a command field

Carry out a command

Cancel a command (Esc], [Stop], or
Move cursor in command fields:

Character left pliord Left
Character right alord Right



Overview

Command Directory

This directory explains each MS Word command. All commands
and subcommands appear in alphabetical order, regardless of
their position in the menus. (Subcommands are a new list of
choices that appear when you choose some commands from the
menu. They act as a submenu.)

Following each command name is a list of the menus it appears
in. For commands that work differently in the main Command
menu and Gallery menus, descriptions for each menu appear on
separate pages. Minor differences between commands in main

Command and Gallery menus are described where appropriate.

Next, the menu of subcommands or the command fields that
appear when you choose the command is given.

Purpose explains what the command does and what you can use
the command for.

Remarks describes the action of the command, plus any
restrictions, precautions, hints, and other details you should
know.

Command Field describes the possible responses for each
command field.

For detailed information on choosing and responding to

commands, see Using the Command Menu in Chapter 4,
Microsoft Word Basics.
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Purpose

Remarks

12-2 Command Directory

Main Command menu

C- )

To return to the text window so that you can enter or edit text in
the document.

When you start MS Word, the text window is active, so you can
enter text right away without choosing the Alpha command.
The text you type appears in front of the cursor. Existing text is
shifted to the right.

When you want to choose commands from the main Command
menu, press or to stop entry in the text
window and activate the Command menu. When the Command
menu is active, Alpha is highlighted.

When you cancel any command on the main Command menu,
the Command menu remains active, and Alpha is highlighted. If
you want to type more text in the document, type A or press

to choose the Alpha command.

MS Word returns control to the text window after carrying out
all commands in the main Command menu and after carrying
out the Edit command in the Gallery menu.



Copy

Remarks

Command Field

Main Command and Gallery menus

( COPY to: ()} l

To place a copy of the selected text from the document into the
Scrap or in the Glossary; to place a copy of selected styles in the
Scrap.

You must select the text or style(s) you want to copy before
choosing the Copy command. The selected text replaces the
contents of the Scrap or is inserted in the Glossary.

To copy to the Scrap, simply press without entering a
glossary name.

To copy to the Glossary, enter a glossary name on the command

line and press [Return].

For more information on Glossaries, see the Transfer Glossary
commands in this chapter and see Chapter 5, Creating and
Working with Documents.

In the Gallery, choosing the Copy command automatically
places a copy of the selected style(s) in the Scrap.

to:

The symbol for the Scrap ({}) is always the proposed response.
To copy to the Scrap, just press [Return].

To copy to the Glossary, enter a glossary name and press [Return ].
A glossary name can be up to 31 characters long.

To see a list of existing glossary names, press an arrow key.

When the list appears on the screen, you can use the arrow keys
—>
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Delete

Purpose

Remarks

12-4 Command Directory

to select the name you want to store the selected text with in the

Glossary and then press [Return .

When you copy to an existing glossary name, the new text
replaces any existing text associated with that name.

If you enter a glossary name that does not exist, MS Word creates
a new glossary entry with the name you specify.

Main Command and Gallery menus

l DELETE to: {) l

To remove the selected text from the document and place it in
the Scrap or in the Glossary; to remove the selected style(s) from
the Style sheet and place them in the Scrap.

You must select the text or style(s) you want to delete before
choosing the Delete command. The selected text replaces the
contents of the Scrap or is inserted in the Glossary.

To delete text to the Scrap, simply press without
entering a glossary name.

To delete text to the Glossary, enter the glossary name it will be

stored with and press [Return].
—>



If you want to delete selected text without placing it in the Scrap
or in the Glossary, pressShift] + [Delete Line ] instead of using the
Delete command. This leaves the contents of the Scrap and the
Glossary untouched. However, if you later want to insert the
deleted text in another location, you'll have to retype it.

For more information on Glossaries, see the Transfer Glossary
commands in this chapter and see Chapter 5, Creating and
Working with Documents.

In the Gallery, choosing the Delete command automatically
deletes the selected style(s) to the Scrap.

The symbol for the Scrap (|}) is always the proposed response.
To delete to the Scrap, simply press [Return ).

To delete to the Glossary, type a glossary name and press
(Return]. A glossary name can be up to 31 characters long.

You can see a list of existing glossary names by pressing an
arrow key. When the list appears on the screen, you can use the
arrow keys to select the name you want to store the selected text

with in the Glossary and press [Return .

When you delete to an existing glossary name, the new text
replaces any existing text associated with that name.

If you type a glossary name that does not exist, MS Word creates
a new glossary item with the name you specify.

Computer

., Museum
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Edit

Purpose

Remarks

Format

Purpose

Remarks

12-6 Command Directory

Gallery menu

GALLERY: Copy Delete Edit Format Help Insert
Library Name Print Transfer Undo

To exit from the Gallery menu, return the main Command
menu to the screen, and resume editing in your document.

When your work in the Gallery is complete, the Edit command
returns you to the main Command menu and to the text
window so that you can continue editing documents.

You can recognize the main Command menu by the word Page
at the beginning of the Status Line; by the display of documents,
possibly in multiple windows; and by the main Command
menu.

Main Command menu

( FORMAT: Character Paragraph Tabs Footnote Division Running-head Style .

To specify the format settings you want to use in your
document.

The Format command on the main Command menu lets you
specify the formats you want to use in your document. The
words on the Format subcommand menu (shown above) tell you
the main types of formatting available.

—>



When you change a format setting, it changes for the portion of
text that contains the cursor or selected text. For example:

For Format Character settings, all selected characters will
have the new format.

% For Format Paragraph settings, any selection in a paragraph
selects the whole paragraph. If parts of two paragraphs are
selected, both paragraphs will have the new format.

# For Format Tab settings, new settings apply to the currently
selected paragraph(s).

# For Format Footnote settings, the first character of the
selected text is used.

# For Format Division settings, any selection in a division
selects the whole division.

For Format Running-head settings, new settings apply to the
currently selected paragraph.

# For Format Style settings, you can choose the portion of text
you want to format with styles from the attached Style sheet.

When you choose a format from the subcommand menu, if all
the characters in the selected text have the same format settings,
the current settings for the selected text appear as the proposed
responses .

If, however, the selected text has a mix of conflicting format
settings (for example, when changing character formats, some of
the selected characters are boldface, but others are not), no
responses are proposed. The command fields which require a
typed-in response are blank. Fields with choice menus do not
show parentheses to indicate a proposed response and when the
highlight is in a field with choice menus, all responses are
highlighted.

—_—>
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When you change a format setting, it is set for all characters in
the selected portion of the document. Settings for which you
make no choice remain neutral; that is, the format settings are
not changed.

Format Gallery menu

' FORMAT: '

Purpose To specify format settings for styles.

Remarks When you choose the Format command from the Gallery menu,
you see either command fields or a subcommand menu. If the
usage of the selected style belongs to divisions or to characters,
you see the appropriate command fields. If the usage of the
selected style belongs to paragraphs, you will see a subcommand
menu with these commands:

—>
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FORMAT: Character Paragraph Tabs

Choosing one of these commands leads to the appropriate
command fields.

The Format subcommands and their menus are described on the
following pages.

Format
Character

Purpose

Remarks

Command Fields

Main Command menu

FORMAT CHARACTER bold:Yes No jtalic:Yes No underline:Yes No
strikethrough:Yes No uppercase:Yes No small caps:Yes No
double underline:Yes No position: Normal Superscript Subscript
font name: font size:

To view or set character format styles.

The proposed responses show you the current character formats
of the selected characters. If the selected characters have a
mixture of formats (for example, if some have boldface and some
do not), no proposed responses are shown.

Character formats have different effects on different displays
and printers. Characters are shown and printed in the best
available image that corresponds to the display’s or the printer’s
ability to produce the format. See Appendix A, Capabilities of
Standard Printers.

bold:

Choose Yes to bold the selection, No to remove bolding.
Characters with the bold setting are shown and printed in
boldface.

—>
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italic:

Choose Yes to italicize the selection, No to remove italics.
Characters with the italic setting are shown and printed in
italics.

underline:

Choose Yes to underline the selection, No to remove
underlining. Characters with the underline setting are
underlined.

strikethrough:

Choose Yes to strikethrough the selection, No to remove
strikethrough. Characters with the strikethrough setting are
shown with a line through the middle or underlined,
depending on your computer. They will print with a line
through the middle if your printer can do so.

uppercase:
Choose Yes to uppercase all characters in the selection.

Lowercase letters with the uppercase setting are shown and
printed in all uppercase letters. When you reset the response to
No, the characters appear as they were initially typed.

small caps:

Choose Yes to show all characters in the selection as small caps,
No to remove small caps.

Lowercase letters with the small caps setting are shown and
printed in all uppercase letters, but in a smaller font size.
Uppercase characters with the small caps setting are shown as
typed. When you reset the response to No, the characters appear

—>



as they were initially typed. For example, if you type United
States and give the letters the small caps setting, you get UNITED
STATES.

double underline:

Choose Yes to double underline the selection, No to remove
double underlining. Characters with the double underline
setting are shown on the screen with either a'single or double
underline, depending on your computer.

position:
Choose one of these options:

Normal: Characters with the normal setting are shown and
printed at the usual line level.

Subscript: Characters with the subscript setting appear dim on
the screen and print lower than the usual line level.

Superscript: Characters with the superscript setting appear dim
on the screen and print above the usual line level.

font name:

Type a font name from the list of names available for the current
printer. (The current printer is the one now specified in the
printer command field of the Print Options command.)

When the font name command field is highlighted, you can
press an arrow key to see the list of font names available for the
current printer.

If you print the document on a printer other than the one now
specified in the Print Options command, it is possible that the
new printer may not provide the font you choose here. If this

—>

Command Directory 12-11



happens, MS Word tries to use a font that looks as much like
your choice as possible. You can specify one of the generic fonts
listed in Appendix A, Capabilities of Standard Printers.

If the font you choose cannot be properly displayed on the
screen, MS Word uses a font that looks as much like your choice
as possible.

font size:

Enter a number for the font size in points (pts.). A point is a
printer’s measure that equals approximately 1/72nd of an inch.
The most common font sizes are 10 pt. and 12 pt.

Press an arrow key to see a list of available font sizes. Available
font sizes are determined by the printer that is currently
attached to your computer. When the list appears, you can use
the arrow keys to select the font size you want and press [Return].

Format Gallery menu
FORMAT CHARACTER bold:Yes No italic:Yes No underline:Yes No
strikethrough:Yes No uppercase:Yes No small caps:Yes No
double underline:Yes No position: Normal Superscript Subscript
font name: font size:

Purpose To view or to set formats for styles on a Style sheet.

Remarks When you want to view or set the formats for a character style,
select the style, then select the Format command. MS Word
automatically chooses the Format Character command.

—>
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To view or set the formats ot characters through a paragraph
style, select the paragraph style, then select the Format
Character command.

Command Fields For details about the command fields, refer to the description of
the Format Character command in the main Command menu.

Format Division Main Command menu

FORMAT DIVISION break: Cont Column Page Odd Even

page length: width: gutter width:

pg #: Yes No from top: from left:
numbering:Cont Start at: format: 11 i Aa
margin top: bottom: left: right:

# of cols: space between: footnotes:Same-page End
running head pos from top: from bottom:

Purpose To view and set division formats.
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Remarks

Command Fields

12-14 Command Directory

Division format settings determine the layout of pages. They set
the margins and other formats that determine how text is
printed on the page.

To create a new division, press [CTRL] + [Return]. A double row
of colons appears across the screen to mark the new division.

Changing the division settings for a document which contains
only one division places a division mark at the end of the
document.

When you first start MS Word, the Format Division settings are
measured in inches. You can enter the settings in inches by
simply typing a new number, or in centimeters, 10- pitch, 12-
pitch, or points by following the number with the initials of the
units. You can also choose to see the current measurements
displayed in any of the above options by changing the
measurement setting in the Options command on the main
Command menu. For more information on measurements, see
the Options command.

break:

The break setting determines how the division boundary is set
up. Choose one of these options:.

Cont: No special boundary. New division formats take effect
immediately following the new division.

Column: The new division starts a new column (also a new page
if there is only one column).

Page: The new division starts a new page.

Odd: The new division starts with an odd-numbered (recto)
page.

Even: The new division starts with an even-numbered (verso)
page.
—>



page length:

Enter a measurement for the length of a printed page, including
top and bottom margins. The initial setting is 11 inches. The
page length can be from 1 inch to 22 incies long. You can enter
the measurement in inches or any other measurement available
in the Options command.

width:

Enter a measurement for the width of a printed page, including
left and right margins. The initial setting is eight and one-half
inches. The page width can be from 1 inch to 22 inches.

gutter width:

Enter a measurement that extends the left margin of odd-
numbered (recto) pages and the right margin of even-numbered
(verso) pages to accommodate binding of the printed document.
This setting leaves extra room on the side of the page that will
be bound.

pg #:

Choose yes to print page numbers on each page. Choose no to
turn off page numbers.

Page numbers may also be printed in a running head if the
Glossary item page is included in the text of the head.
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from top:

Enter a measurement for the distance from the top of the sheet
of paper to the position of the page number. The distance from
the top of the sheet can be from 0 to 22 inches. The initial setting
is one-half inch (.57).

from left:

Enter a measurement for the distance from the left edge of the
sheet of paper to the position of the page number. The
measurement can be from 0 to 22 inches. The initial setting is
seven and one-quarter inches (7.25")

Be sure to check this measurement if you change the size of
paper you are using, or change the left and right margins. MS
Word does not automatically change this setting when you
change margins or paper size.

numbering:

Choose one of the following options.

Cont: Page numbering starts at 1 if this is the first division in the
document, or continues from the last page number of the

previous division.

Start: Pages are numbered starting with the number entered in
the next command field, at.

at:

Enter the number for the start of division page numbering.
—>



format:

Choose one of the page number formats shown below. During
printing, MS Word replaces the page number character with a
page number in the form you choose in this command field.

1 Arabic numbering (1, 2, 3, 4, ...)

I Roman uppercase numbering (I, IL, III, IV,...)

i Roman lowercase numbering (i, ii, iii, iv,...)

A Alphabetic uppercase numbering (A, B, C, D,...)
a Alphabetic lowercase numbering (a, b, ¢, d,...)

margin top:

Enter a measurement for the distance from the top of the sheet
of paper to the top of the document text. The top margin
measurement should include room for all header information. If
there is not enough room for all the header information, the
header will still be printed. However, if there is then not enough
room for the footer, the footer will not be printed.

bottom:

Enter a measurement for the distance from the bottom of the
sheet of paper to the bottom of the document text. The bottom
margin measurement should include room for all footer
information. If there is not enough room for the footer, the
footer will not be printed.

left:
Enter a measurement for the distance from the left edge of the
sheet to the left edge of the document text. You can indent this

margin for specific paragraphs in your document with the
Format Paragraph command.
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right:

Enter a measurement for the distance from the right edge of the
sheet to the right edge of the document text. This is the right
margin that will appear on the Ruler in your document. You can
alter this margin for specific paragraphs with the Format
Paragraph command.

# of cols:

Enter the number of columns you want on a printed page. There
should be at least 10 characters in each column.

space between:

Enter a measurement for the distance between columns.
footnotes:

Choose one of these options:

Same-page: Prints footnotes on the same page the reference mark
appears on.

End: Prints footnotes at the end of the division.

running-head pos: from top:

Enter a measurement for the distance from the top of a page to
the start of the top running head. Running heads take
precedence over page numbers. So if you have a running head
which would print on the same line as the page number, no
page number will print, even if page number is set to yes.

from bottom:

Enter a measurement for the distance from the bottom of a page
to the start of the bottom running head.



=

i i

Format Division

Purpose

Remarks

Command Fields

Format
Footnote

Gallery menu

FORMAT DIVISION break: Cont Column Page Odd Even

page length:
pg #: Yes No

numbering:Cont Start

margin top:

# of cols: space between:

running head pos

gutter width:

from left:
format: 1 1 iAa
left: right:

footnotes:Same-page End
from bottom:

To view and set formats of division styles.

Division format settings determine the layout of pages.

To assign format settings to a division style from the Gallery
menu, select the style, then select the Format command. MS
Word automatically displays the Format Division command.

For details of the command fields, see the Format Division
command on the main Command menu (previous listing).

Purpose

Main Command menu

( FORMAT FOOTNOTE reference mark:

)

To insert new footnotes or to change the references to existing

footnotes.

—>
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Remarks
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A footnote consists of two parts: the reference mark (the
superscript 1 in the example below) and the footnote itself
{shown below)'.

' This is an example of a footnote.

You can specify a reference mark (such as *) or you can tell MS
Word to automatically number footnotes.

Format Footnote works as follows: If the selected text in the
document is a footnote reference mark, that reference mark is
the proposed response, which can be changed with the
command. If the selected text is not a footnote reference mark,
the reference mark you enter in the command field is inserted in
front of the selected text.

When you press to carry out the Format Footnote
command, MS Word automatically jumps to the footnote area at
the end of the document so you can enter or edit footnote text.
When you have entered or edited the footnote, you can either
use the Jump Footnote command to return to the footnote
reference mark, or you can scroll up in the document.

Footnote text is always kept at the end of the document text. The
text is kept in the following order:

Footnotes for division 1
Footnotes for division 2
and so on.

There are three ways to move to footnotes so that you review or
edit them. You can:

# Scroll to the end of the document where the footnotes are
stored.
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# Jump to a footnote by selecting the reference mark in your
document and then choosing the Jump Footnote command.

# If the footnote window is open (see the Window Split
Footnote command), you can move to the footnote window

tiNext Window|EZER

To delete or copy a footnote, delete or copy the footnote
reference mark. The footnote text is automatically placed in the
Scrap with the reference mark.

Command Field reference mark:

Enter the mark (such as * or a number) you want to use as the

reference and press [Return].

MS Word inserts the reference mark in front of selected text and
then jumps to the footnote area at the end of the document. In
the footnote area, MS Word also inserts the reference mark. You
can then enter or edit footnote text.

To use automatic footnote numbering, leave the command field
blank and press [Return]. MS Word will insert a footnote number
as the reference mark in the document and at the beginning of
the footnote. If an automatically numbered footnote reference is
deleted or inserted, footnotes are renumbered accordingly.

Format Main Command and Gallery menus

Paragraph FORMAT PARAGRAPH alignment: Left Centered Right Justified keep: Yes No
left indent: first line: right indent:
line spacing: space before: space after:

Purpose To view and set formats of paragraphs and paragraph styles.
—>
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Remarks

Command Fields
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Paragraph format settings determine how paragraphs are laid
out on the screen and on the printed page. Additional paragraph
formats appear in the Format Tabs command.

Vertical spacing between lines and between paragraphs are set
in the line spacing, space before, and space after command fields.
These format settings always propose lines as the unit of
measure. You can also specify points as a unit of measure by
adding the abbreviation pf to the measurement. If you do not
follow the number with an abbreviation, MS Word always
assumes you mean lines. Line units are defined as 12 points or
1/6 inch (6 lines per inch). This is a typical typewriter line
spacing. 1li means single-spacing; 2li means double-spacing; and
3li means triple- spacing.

Left indent, first line and right indent are used in conjunction with
the left and right margins set in the Format Division command
to determine the margins of a paragraph.

Normally, the proposed responses in the command fields show
the current paragraph settings. However, when more than one
paragraph is selected and the paragraphs currently use different
paragraph formats, no proposed responses are shown. Any
formats you set apply to all selected paragraphs.

alignment:

This setting determines the alignment of text. Choose one of the
options shown below.

Left: Lines are aligned with the left margin (or left indent, if the
two settings are different). The text is ragged right.

Centered: Lines are centered between the left and right margins
(or indents, if the margin and indent settings are different).
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Right: Lines are aligned with the right margin (or indent, if the
two settings are different). The text is ragged left.

Justified: Lines are aligned with both left and right margins (or
indents, if the margin and indent settings are different). MS
Word automatically adjusts the width of spaces between words
to fill in to the right indent.

keep:

Choose yes to keep all the lines of the selected paragraph on the
same page when the document is printed. Choose no to allow
some lines of the paragraph to print on one page and the
remainder on the next if a page break falls in the middle of the
paragraph.

If you don’t specify a choice in the keep field, MS Word allows
some lines of a paragraph to print on one page and the
remainder on the next. The only exception is that MS Word
automatically prevents widow lines and orphan lines. This means
that MS Word will not break a paragraph so that only one line of
the paragraph is printed at either the top or bottom of a page.

left indent:

Enter a measurement for the distance between the left margin
(which is set with the Format Division command) and the left
edge of the paragraph(s). The measurement can be entered in
any of the units available in the Option command.

This setting is entered as a measurement, rather than as the
number of character spaces, as you might set an indent on a
typewriter. For example, to indent a paragraph one-half inch,
‘you type .5.
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first line:

Enter a measurement that represents the distance from the left
indent for the other lines of the paragraph, to the left indent for
the first line of the paragraph. If you enter a positive
measurement, the paragraph has an indented first line. If you
enter a negative measurement (preceded by a minus sign), the
paragraph has an outdented first line. (Outdented means the line
extends to the left beyond the main body of the text that
follows.)

right indent:

Enter a measurement for the distance between the right margin
(again, set with the Format Division command) and the right
edge of the document text. If you enter a positive measurement,
the right edge of the paragraph moves to the left. If you enter a
negative measurement, the right edge of the paragraph moves
to the right.

line spacing:

Enter a measurement for the amount of space between lines in
the paragraph. One line gives single-spacing, two lines give
double spacing, and so forth. A line is defined as 12 points.

space before:

Enter a measurement for the amount of vertical space that will
appear before the paragraph.

When you open space in the paragraphs of a document with

+ (0] or (¥5], you are changing this

format paragraph setting to 1 line.




space after:

Enter a measurement for the amount of vertical space that will
appear after the end of the paragraph.

Format
Running-head
Purpose
Remarks

Main Command and Gallery menus

FORMAT RUNNING-HEAD position: Top Bottom
odd pages: Yes No even pages: Yes No first page: Yes No

To indicate the page and positions where running heads will
appear when the document is printed.

The position of a running head is determined with the Format
Running-head command. Running heads can be printed on the
top or bottom of even- and odd-numbered pages, or first pages.
Any or all of these may appear together on the document page.
For example, one running head could be set to appear on the top
of even- and odd-numbered pages; a second running head could
appear on the top of the first page.

Running heads are treated as paragraphs.

To create a running head, select the paragraph that contains the
text you want to use, and use the Format Running-head
command. A caret (") appears in the window border to the left
of the paragraph, indicating that it is now a running head.

—>
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Once a paragraph is formatted with Format Running-head, it
prints in the position you defined (for example, top-odd), not
where it appears in the text of the document. If two or more
consecutive paragraphs are formatted as running heads with the
same position and format, they are treated as a single running
head. The left indent of a running head is measured from the
edge of the paper, rather than from the left margin setting.

Running heads remain in effect from the point in the document
where they occur to the end of the division.

If, later in the text, you insert another running head in the same
position as an earlier running head, it becomes the running
head.

To turn a running head back into a normal paragraph, use the
Format Running-head command and choose No in the Odd,
Even, and First command fields.

A running head in the top position is printed at the top of the
next page after its occurrence in the text, unless it is the first text
after a page break or a division break. So it is a good idea to
insert the text of running heads at the top of the page on which
you want them to begin. Also, since running heads are in effect
only for the division in which they occur, it is a good idea to
insert the running head for a new division immediately after
the division mark.

position:
Choose one of these options:

Top: The paragraph will be printed at the top of the page,
positioned within the margins according to the spacing you
designate in the running head pos from top command field of the
Format Division command.
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Format Style

Purpose

Remarks

Bottom: The paragraph will print at the bottom of the page,
positioned within the margins according to the spacing you
designate in the running head pos from bottom command field of
the Format Division command.

odd pages:

Choose Yes to print the head on odd-numbered pages. Choose
No if the head is not to print on odd-numbered pages.

even pages:

Choose Yes to print the head on even-numbered pages. Choose
No if the head is not to print on even-numbered pages.

first page:
Choose Yes to print the head on the first page of the division.

Choose No if the head is not to print on the first page of the
division.

Main Command menu

( FORMAT STYLE: Character Paragraph Division Sheet )

To assign styles from a Style sheet to a document and to attach a
Style sheet to a document.

For each of the command fields that appear when you choose
Format Style, you can ask MS Word to show a list of available
formats stored on the Style sheet now attached to the document.
If you have not attached another Style sheet to the document or
changed NORMAL.STY, MS Word uses the normal format
settings, and no formats appear when you ask for a list.

Command Directory 12-27



12-28 Command Directory

FORMAT STYLE CHARACTER:

Type the character style key code, type the usage and variant, or
select from list. The character style you specify is assigned to the
characters in the selected text.

FORMAT STYLE PARAGRAPH:

Type the paragraph style key code, type the usage and variant,
or select from list. The style you specify is assigned to the
selected paragraph(s).

FORMAT STYLE DIVISION:

Type the division style key code, type the usage and variant, or
select from list. The style you specify is assigned to the selected
division(s) containing selected text. The text of a division
precedes its division mark.

FORMAT STYLE SHEET:

Enter a filename or select from the list. The Style sheet you
specify is attached to the current document. You need only type
the main name of the Style sheet — MS Word supplies the
extension .STY. The initial proposed response is NORMAL.STY.
If the Style sheet you name does not exist, MS Word displays
this message:

Enter Ytocreatestyle sheet

You can confirm or cancel creation of a new Style sheet. If you
create a new Style sheet in this way, it will be blank. Blank Style
sheets act as the NORMAL.STY Style sheet does. To make
entries into your new Style sheet, use the Gallery menu. See the
Gallery command and Chapter 7, Formatting With Style Sheets.



Format Tabs

Remarks

Main Command and Gallery menus

( FORMAT TABS: Set Clear Reset-all )

To set and clear tab stops in a document and as part of a
paragraph style.

The Ruler appears in the top border of the active window when
you choose either the Format Tabs Set or Format Tabs Clear
command. Any current tab stops appear on the Ruler. The tab
stops themselves apply to the entire paragraph, just as any
paragraph format settings do. Tab positions are initially
measured from the left margin, in inches and tenths of inches. If
you change the measurement in the Options-command to 12pt,
each mark on the ruler represents 1 pt.

Initial tab stops are set every half-inch (.57, 17, 1.5”, and so forth),
although they do not display on the Ruler.

Format Tabs
Clear

Main Command and Gallery menus

l FORMAT TABS CLEAR position: )

To clear specified tab stops.

Computer

. Museum
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Remarks

Command Field

Format Tabs
Reset-all

Purpose

12-30 Command Directory

In addition to filling in the command fields as shown below,
you can also clear tab stops with the Format Tabs Set command,

by indicating the tab stop and pressing (Delete Line ].

You cannot clear MS Word’s preset tabs. You can only clear tabs
which were set with the Format Tabs Set command.

position:

Enter a measurement for the position of the tab stop you want to
clear. (Tab stop positions are measured in units rather than
columns or characters.) You can delete multiple tabs at the same
time, by separating them with commas.

You can use the arrow keys to enter the positions of tab stops
rather than typing them. If you press any arrow key, a highlight
appears at zero on the Ruler and a zero (0) appears in the
command field.

Pressing [»] or [«] moves the highlight one tenth of an inch in
the appropriate direction. Pressing 4] or [v] moves the
highlight to the next or previous tab stop in the Ruler. The
number shown in the command field is always the same as the
position of the highlight in the Ruler.

Main Command and Gallery menus

l FORMAT TABS RESET-ALL: )

To clear all tab stops set with the Format Tabs commands and
reset the automatic one-half inch tabs.

_—)



Remarks

MS Word clears all tab stops at the same time as soon as you
choose the Format Tabs Reset-all command.

To clear only some of the tab stops, use the Format Tabs Clear
command.

Format Tabs Set

Remarks

Command Fields

Main Command menu

FORMAT TABS SET position:
alignment: Left Center Right Decimal leader char:Blank.-_

To view, set or clear tab stops for the selected paragraphs.

You can clear tab stops with the Format Tabs Set command, by

indicating the tab stop and pressing [Delete Line].

position:
Enter a measurement for the position of the tab stop.

You can also use the arrow keys to enter the positions of the tab
stops instead of typing the tab stops. If you press any arrow key,
a highlight appears at the zero position in the Ruler and the zero
(0) appears in the command field. Pressing (»] or («] moves the
highlight to the next or previous position on the Ruler, in tenth
of an inch increments. Pressing [v] or (4] moves the highlight to
the next or previous tab stop on the Ruler. The number in the
command field always shows the same position as the highlight
in the Ruler.

—>
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If you press [Return], a tab stop is set at the position and you are
returned to your document. To set multiple tabs, use

Insert Line |.

When you press [Insert Line ], a tab stop is inserted at the position
specified in the command field. The tab stop will have the
alignment and leader character settings specified in those
command fields. You can check the alignment setting by
looking at the letter that appears on the Ruler at the tab stop
setting. L indicates left alignment, C indicates centered
alignment, R indicates right flush alignment, and D indicates
decimal alignment.

You can move an existing tab stop by specifying its position in
the command field, pressing [Delete Line], then specifying a new
position in the command field and pressing [insert Line].

When you have finished adjusting the tab stops, press [Return].
Tab stops are set at the positions specified in the command field.

alignment:
This sets the alignment of the text between two tab characters or
between a tab character and the end of the line. Consider, for

example, the following sequence of characters:

...TAB this is text TAB...



Choosing an alignment option arranges the text between the tabs
as illustrated below.

Choose one of these options:

Left: Text is aligned flush left with the tab stop. This is the most
common use of tabs.

—————— lthis is text
Center: Text is centered around the tab stop.
———-this ils text

Right: Text is aligned flush right with the tab stop if there is
sufficient room to the left of the tab stop.

-this is text!
Decimal: Decimal point is aligned with tab stop. If the following

text contains no decimal point, text is aligned flush right with
the tab stop.

leader char:

Choose one of these options:

Blank: Tab character remains blank.

Aperiod): Tab character is filled with periods.

~(hyphen): Tab character is filled with hyphens, illustrated above
in the examples of left, center, right, and decimal alignment.

_(underscore): Tab character is filled with underscores.
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Gal lery Main Command menu

GALLERY: Copy Delete Edit Format Help Insert
Library Name Print Transfer Undo

Purpose To move to the Gallery menu where you can create, review, and
change Style sheets and definitions.

Remarks You can recognize the Gallery menu by the name GALLERY at
the beginning of the Status Line; by the display of Style sheets;
and by the Command Menu, which matches the menu above.

You can select one or more styles in the Gallery, and can scroll
the Style sheet.

See Chapter 7, Formatting With Style Sheets, for a complete
discussion of how to use commands in the Gallery menu. In
addition, you'll find all of the gallery commands listed in this
Command Directory under their menu names.

Help All menus
HELP: Resume Next Previous
Introduction Commands Editing Keyboard Touchscreen Selection

Purpose Provides information about MS Word.

Remarks MS Word reads help text from a disc file, and displays
information about the highlighted commands or command
fields. You can request help information in three ways:

—>
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% Choose the Help command from the main Command menu
or the Gallery menu, which shows the first page of the help
text (the introduction to help).

OR
# Press (e7].
OR

# Press[CTRL) + H.

When you request help, text from the help file replaces the
document display, and the Help command menu appears on the
command lines. The text that appears depends on when you ask
for help.

The document display resumes when you choose the Resume

command or press or (£8]. Choosing Resume

returns to the exact place where you requested help. Pressing

or returns you to the main Command menu

you requested help from.

If a command word is highlighted in a menu, details of that
command appear when you request help.

Command words on the main Command menu can be

highlighted by pressing or and then using
or + to move the highlight.

If a command field is active (highlighted), information about
that field appears on the screen.

If the Message Line shows an error message, information about
the previous command appears on the screen.

—>
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Once in the Help command, you can request help information
by choosing one of the following commands in the Help menu:

Resume: Returns to the menu or command field where you
requested help.

Next: Shows the next screenful of help text. Often not all the
relevant information about a command will fit on one screen.
Choose Next to display the next windowful of text.

Previous: Shows the previous screenful of help text.
Introduction: Shows the beginning of the help text.

Commands: Shows the text for the first command (Alpha).

Editing: Gives a brief description of how to edit text with MS
Word.

Keyboard: Shows what all of the special keys on the keyboard do.
Includes the list of predefined control key ((CTRL] + key)

combinations.

Touchscreen: Tells you how you can use the touchscreen with MS
Word if you have an HP Touchscreen Personal Computer.

Selection: Shows you how to select text.

Insert

Purpose
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Main Command menu

l INSERT from: {} )

To insert a copy of the text from the Scrap or from the Glossary.
—>




Remarks

Command Field

Insert

You must select the spot where you want to insert text before
choosing the Insert command.

Text in the document moves right to make room for the text you
are inserting, and wordwraps as necessary.

To insert from the Scrap, simply press without entering
a glossary name. To insert from the Glossary, enter the glossary

name and press .

from:

The proposed response is always the symbol for the Scrap ({}) To
insert text from the Scrap, simply press [Return].

To insert text from the Glossary, enter a glossary name and press
(Return]. You can either type the glossary name or press an arrow
key to see a list of existing glossary names and select from the
list.

If you enter a glossary name that does not exist, MS Word
cancels the command and displays this message:

Glossary name not defined

Purpose

Gallery menu

INSERT key code: {} usage: variant:
remark:

To insert the definition of a new style into the Style sheet.
—>
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Command Fields

12-38 Command Directory

A style has a name and a definition. A new style is inserted into
a Style sheet with this command. You can change the key code,
variant, usage, and remark of a style with the Name command.

To insert a style name from the Scrap, simply press
without entering any responses. Styles are placed in the Scrap
when you choose the Copy or Delete commniands, or press the
key. To insert an entirely new style definition, enter
responses in the command fields. ‘

Your responses in the command fields become the style’s name
and appear in the gallery with a proposed definition (the
formats that will be assigned). You can change this proposed
definition by using the Format commands from the Gallery
menu.

key code:

Enter one or two letters or digits. This is the code that will be
used with the key to apply the style to selected text when
you are editing a document. While a one- character code can be
used, a two-character code offers more unique style definitions.
MS Word can produce up to 124 unique styles. To use this many
styles, you must use two- character codes.

Do not assign key codes that begin with “x”. Any code
beginning with “x” overrides access to all the preset direct
formats. See Suggestions About Using Key Codes, in Chapter 7,
Formatting with Style Sheets.

usage:

Enter a usage or use the arrow keys to see a list of usages. See
Creating a Style Sheet, in Chapter 7, Formatting with Style
Sheets, for details.
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variant:

Enter a variant or use the arrow keys to see a list of variants.
Different usages take differing numbers of variants. See
Suggestions About Variants, in Chapter 7, Formatting With
Style Sheets.

remark:

Enter text. This text is stored with the style, but it will have no
effect on MS Word. It is a memory aid to record notes for the
users of the Style sheet. Remarks can be up to 30 characters long;
longer remarks are truncated.

Jump Main Command menu

( JUMP to: Page Footnote j

Purpose To move quickly to a specific place in a document.

Jump Footnote Main Command menu

( JUMP FOOTNOTE: )

Purpose To jump to a footnote reference mark or its associated footnote.
—>
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When the selected text is not a footnote reference mark, Jump
Footnote jumps down to the next reference mark in the
document.

When the selected text is a reference mark, the Jump Footnote
command jumps to the associated footnote at the end of the
document.

When the selected text is the footnote itself, the Jump Footnote
command jumps to the footnote’s reference mark in the
document.

Jump Page

Purpose
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Main Command menu

[ JUMP PAGE number: )

To jump to the top of a specific page.




Remarks

Command Field

Library

Jump Page jumps to the page number you specify. Unless you
repaginate, page numbers correspond to the page breaks that
were created when the document was last printed. Page breaks
might change during the next printing, depending on editing
changes made during the current session. For example, if you
are working with a marked-up manuscript and delete the text
that was on page 2 at the last printing, you can still jump to page
4 to make changes, knowing that the pages in the printed
document and on the screen will match. At the next printing or
repaginating (and not before), page 4 will become page 3.

If you specify a page number greater than the number of the last
page, MS Word jumps to the top of the last page.

To update page breaks without printing, use the Print
Repaginate command.

number:

Enter the number of the page you want to jump to. The format
of the printed page numbers is irrelevant for this command.

Purpose

Remarks

Main Command and Gallery menus
Reserved.

The Library menu is reserved for future additions to the MS
Word program. For now, MS Word simply returns to the main
Command menu when you carry out the Library command.
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Options

Remarks
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Gallery menu

NAME key code: usage: variant:
remark:

To change the name of a selected style. A style’s name has four
parts — key code, usage, variant, and remark. Use the Name
command to change any one or all of the parts of a style’s name.

The proposed responses are the parts of the style’s current
name. Responses that you enter in the command fields become
parts of a style’s name and appear in the Gallery window. If you
want to change a style’s definition, use the Format commands.

A typical use of the Name command is to create a new style by
changing an existing style. You can use the Name command to
change the style’s name and the Format commands to adjust the
definition where you want it to be different.

Main Command menu

OPTIONS mute: Yes No measure: In Cm P10 P12 Pt
overtype: Yes No display: Normal Printer visible: Yes No

To review and to set options for the MS Word operations listed
in the command fields shown above.

This command turns on or off the MS Word audible alarm and
overtyping; sets the unit of measure to be displayed in most of
the command fields that take a measurement; and sets the
symbols (or lack of) that you see on the screen.



Command Fields

mute:

Choose Yes to turn off the audible alarm that sounds when MS
Word cannot perform the operation you indicate, and make it
mute. Choose No if you want to hear the alarm.

measure:

These settings define which units of measurement appear in
command fields. Choose one of the options shown below. To
choose among the three responses beginning with P, press the
spacebar until the response you want is highlighted.

The options are:

In: Inches

Cm: Centimeters

P10: 10 pitch (10 characters per inch). A p10 measure equals 1/10
inch. If a 10-pitch font is used, this measure corresponds to
character positions.

P12: 12 pitch (12 characters per inch). A p12 measure equals
1/12th inch. If a 12-pitch font is used, this measure corresponds

to character positions.

Pt: Points as used by typesetters. 72 points equal 1 inch.

Vertical measures, such as line and paragraph spacing, show the
measurement as you request, but always expect the measurement
to be entered in lines. You may enter vertical spacing in points, but
you must follow it with the abbreviation pt.
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overtype:

Choose Yes to turn on overtyping. Choose No to turn off
overtyping.

When overtyping is on, OT appears on the Status Line at the
bottom of the screen. New characters that you type replace
existing characters in the text instead of inserting them in front
of the cursor. You can also turn overtype on and off with

(insert Char].
display:
Choose one of the options shown below:

Normal: The document appears on the screen as it would when
printed on a 10-pitch printer; or, if the measure is p12 or pt, on a
12-pitch printer.

Printer: If you're printing in a font size other than 10pt or 12pt,
choose printer to review on the screen where line breaks will
occur in your printed document. MS Word cannot show a large
font size on the screen, so the line length you see on the screen is
inaccurate, but the line breaks are shown as they will be when
printed.

visible:

Choose yes to see the special characters described below on the
screen. The document then appears with normally invisible
characters made visible. Choose no to make these characters
invisible again.

1shows at each point in the document where you pressed
to start a new paragraph.

| shows at each point in the document where you pressed
+ to start a new line.
—>



- shows where you have inserted nonrequired hyphens.
Nonrequired hyphens are used to tell MS Word where to break
a long word when the word occurs at the end of a line.
Otherwise, they do not print.

Print Main Command and Gallery menus

( PRINT: Printer Direct File Options Queue Repaginate )

Purpose These commands print or control the printing of documents.

Remarks In the Gallery, you will not see the Print submenu. As soon as
you choose the Print command from the Gallery menu, the
printer prints the selected Style sheet.

Print Direct Main Command menu

( PRINT DIRECT: )

Purpose To send all keystrokes directly to a printer.
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Remarks As you type on the keyboard, each character is sent directly to
the port (printer) specified in the sefup command field of the
Print Options command.

The characters are printed in the normal font or the current
print wheel of the printer.

This command can be useful for addressing an envelope, or for
any other on-the-spot typing task.

Print File Main Command menu

| PRINT FILE name: '

Purpose Tosave a printer version of a document in a file for later printing.

Remarks Thesaved file can be printed by sending it to the printer using a
standard copy or print utility.

—>
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Command Field

Print Merge

Remarks

name:

Enter a filename. Care should be taken not to use the name of an
existing file. You might consider appending PR or some similar
mnemonic extension to the name of any file that you create with
this command to remind you of its contents.

Main Command menu

( PRINT MERGE: j

To print multiple versions of a document by combining the text
of a main document, such as a form letter, with variable text,
such as addresses, for each copy of the document. The variable
text can be taken from a datafile or it can be entered as the
document is printed. Print Merge also lets you combine several
files as a single document at print time.

See Appendix C: Using Print Merge, for a detailed explanation
of Print Merge features.
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Print Options

Purpose

Remarks

12-48 Command Directory

Main Command menu

PRINT OPTIONS printer:
draft: Yes No queued: Yes No copies:
range: All Selection Pages page numbers:
feed: Manual Continuous Binl Bin2 Mixed setup: PRN

To review or set options that control printing.

MS Word remembers the responses you enter in the following
command fields for use in future editing sessions:

printer
#® draft
# feed

# setup

This means that, if you print a rough draft of a document on a
particular printer, MS Word will print all documents in draft
form on the same printer unless you change the setting again.

If you have deleted the MW.INI file which records the name of
the PRD file you have chosen with Printer Options, MS Word
attempts to load TTY.PRD. If the .PRD file you named with
Printer Options or the TTY.PRD file are not on the MS Word

disc, you see the following message:
Enteraprinter name inPrint Options

You must choose the PRD filename corresponding to your
printer before using the Print Printer, Print File, or Print
Repaginate commands.




Command Fields

printer:

Enter a name, or use the arrow keys to see the list of printer
names currently available on the program disc. The response in
this command field is used by the Print Printer command and
the display command field of the Options command.

If the printer you want to use is not shown on the list, you may
need to copy a .PRD file from the MS Word Utilities disc to the
MS Word program disc. See Chapter 8, Printing Documents, for
more information.

See Appendix A, Capabilities of Standard Printers, for a list of
many of the printers MS Word recognizes.

draft:

Choose Yes to print the document without special character
formats. On dot matrix printers, microspace justification will
not be used. On impact printers, font changes will have no
effect. The draft option provides a way to print a preliminary
copy of your document at top speed, accurately printing line and
page breaks, but not other formatting.

Choose No to print the document with all formats specified in
the file.

queued:

Choose an option. Yes lets you continue editing while MS Word
prints the document. However, for queued printing to work,
space on the program disc must be available for a temporary file
large enough to hold the queued printout. If there is not enough
room on the program disc to hold this file, MS Word displays
the following message on the Message Line:

Programdisk full

Computer

‘NMuseu
N

b
i
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When you see this message, you should either delete some files
or print in a non-queued mode.

copies:

Enter the number of copies you want to print. MS Word prints
an entire copy first, then repeats the printing for each copy
requested.

range:

Choose an option. You can use the range option to print only
part of a document. The options are:

All: Prints all of the document.

Selection: Prints only the lines containing the currently selected
text. If the selection begins in the middle of a paragraph, the text
is reformatted as though it was the beginning of the paragraph.

Pages: Prints only the text of the page numbers entered in the
page numbers command field.

page numbers:

Enter a number or list of numbers. Separate consecutive pages
with a colon (:) or hyphen (-). For example, 3:5 would print
pages 3, 4, and 5. Separate nonconsecutive pages with commas
(,). For example, 3,5,12 would print pages 3, 5, and 12. You can
enter both consecutive and nonconsecutive pages. For example,
3:5,11 prints pages 3, 4, 5, and 11.

feed:

The feed options allow you to choose whether paper is fed
through the printer continuously or whether it is fed in sheets.
If the printer has a twin-sheet feed, you must choose from the
options binl, bin2, or mixed to indicate from which bin paper
will be fed.
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Choose an option.
Manual: The printer will stop at the end of every page. MS Word
waits for you to insert another sheet of paper and type Y to

continue.

Continuous: The printer will print continuously until the end of
the document.

Binl: The printer will feed paper from bin 1 for all pages
printed.

Bin2: The printer will feed paper bin 2 for all pages printed.

Mixed: The printer will feed the first page from bin 1 and all
other pages from bin 2.

setup:

Enter one of the following output port designations:
PRN:
LST:
AUX:

You must include the colon. MS Word accepts no other entries in
this command field.

If you do not enter one of these port designations, MS Word acts
as though it is printing the document, but nothing will print.
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Print Printer

Remarks

Main Command menu

( PRINT PRINTER: )

To print the active document.

The Print Printer command uses all the responses in the Print
Options command to print the document. Therefore you should
make any necessary changes to Print Options before issuing the
Print Printer command.

To stop printing, press or (¢8]. MS Word

advances the paper to the top of the next sheet and returns to
the main Command menu. Choose the Alpha command to
resume editing your document.

To stop queued printing, use the Print Queue command.

If a printer error occurs during printing, MS Word displays the
message:

Printer not ready

Check the printer to see what the problem is.

You can either enter Y to retry or press or .

Print Queue
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Main Command menu

( PRINT QUEUE: Continue Pause Restart Stop )

To control queued printing.




Remarks

Print
Repaginate

Remarks

When you choose Yes in the gueued command field of the Print
Options command, you can continue to use MS Word while you
are printing your document. You can print and edit a document
at the same time.

PRINT QUEUE CONTINUE:

To restart queued printing after using the Print Queue Pause
command.

PRINT QUEUE PAUSE:

To halt printing temporarily.

PRINT QUEUE RESTART:

To begin queued printing from the beginning of the document.
PRINT QUEUE STQP:

To cancel queued printing.

Main Command menu

( PRINT REPAGINATE: '

To repaginate the document.

The Print Repaginate command can be used to update page
breaks so that correct page status information is given in the
lower left corner of the MS Word screen.

—>
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The document is not printed, but all page breaks are changed to
reflect the current document instead of the last printed version.

Page breaks are the places where new pages start when you
print a document (see Chapter 6, Formatting Documents). MS
Word remembers the page breaks from the last printing or
repagination. When you make editing changes that alter where
the page breaks occur, the page breaks in the last printed copy
are still remembered. This facilitates editing pages from a
marked-up manuscript; the Jump Page command can be used to
find the pages that correspond to the pages in the manuscript,
even as editing progresses.

When you print or repaginate a document, the symbol >>
appears in the selection bar to show the position of the page
breaks.

QUIT

Purpose

Remarks
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Main Command menu

= )

To end an editing session and exit from the MS Word program.

If you have no unsaved changes in any of the documents you are
working on, the Quit command ends the MS Word work
session. If you are working with a document that has unsaved
editing or formatting changes, MS Word asks you whether you
want to save the current version of the document. The
document in the first window is highlighted and the following
message is displayed:

Enter Y to save, Nto lose edits, or Cancel



If you type Y, the document is saved before MS Word is
terminated. If you type N, any unsaved changes to the
document are discarded. If you press or (BTN (<8, the
Quit command is cancelled. If you want to save the document
without quitting MS Word, use the Transfer Save command.

If you have not saved changes to a Style sheet or Glossary, you

are asked whether you want to lose edits or not. If you choose to
lose the changes, MS Word terminates. If you cancel so that you
can save the changes, you must use the Gallery Transfer Save or
Transfer Glossary Save from the main Command menu to save
the data.

If the message Not a valid file appears, the document in
the window has not previously been saved. Cancel the
command and use the Transfer Save command before you Quit.

When you Quit, MS Word records some options that you have
chosen with the Options, Print Options, and Window Options
commands during the editing session. These options remain in
effect during subsequent editing sessions, until you change
them again. (See Options, Print Options, and Window Options
in this chapter for details on selecting options.) The options
recorded at the end of a session are:

Options: mute, measure, overtype, display mode visible.
Print Options: draft, printer, setup, feed

Window Options: background color, style bar, ruler — of
window #1 only

Quit also saves the name of the document in window #1, the
document’s position in the window, the document’s read-only
status and Transfer Options. The document is loaded auto-
matically if you start MS Word from MS-DOS by typing Word/L.

—>
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When you have confirmed that you want to quit, the work
session is ended and you are returned to the P.A.M. Main Menu.

Replaee Main Command menu
REPLACE text: with text:
confirm: Yes No case: Yes No whole word: Yes No

Purpose To search for and replace the specified text.

Remarks This command searches the document for the text in the text
field and replaces it with the text in the with text field. You can
also search for unspecified and special characters. You can use
the question mark (?) to match any single character. For
example, Wo?d as search text can find Word, Wood, or Wold.

You cannot use the question mark in this way in the with text
command field. If you enter a question mark there, MS Word
inserts a question mark during replacement.

You can also search for and replace text with special characters,
which are not letters, numbers, or punctuation. To enter special
characters, you precede one of the following characters with the
~ symbol.

Character Meaning

~

- Non-required hyphen (see below for additional
details).

Division mark or page break.
New line character.

Paragraph mark.
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Character Meaning

"s Non-breaking space.
“t Tab character.
“w White space. Searches for any number and

combination of spaces, tab characters, non-
breaking spaces, new line characters, paragraphs
marks, division marks, and hard page break
characters. The ~w special character cannot be used
in the with text command field.

If you precede any other character with the ~ symbol, MS Word
takes that character at face value. For example, for ~? MS Word
searches for a question mark. For ~ MS Word searches for a ~
symbol.

If the search text does not contain a non-required hyphen, then
MS Word finds all matching text, including text containing non-
required hyphens. If the search text includes non-required
hyphens, their positions must match the document exactly. For
example, if your search text is type-writer, MS Word only finds
type-writer (that is, type non-required hyphen writer), but not
typewrit-er or type- writer when the hyphen is a normal or
non-breaking hyphen.

The direction of the search is always toward the end of the
document. If the selection is a single character, the search starts
at the selection and goes to the end of the document. If the
selection is more than one character, the search goes from the
first to the last character of the selection; only the text within the
selection is searched.

If you choose the confirm option, MS Word asks you to confirm
the replacement. Type Y (for Yes) to replace. Type N (for No) to
prevent replacement and to search for the next occurrence. Press

or at any time to cancel the command.
—>
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Command Fields
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When all replacements are made, MS Word returns to the text
that was selected when you chose the Replace command. The
total number of replacements made appears on the Message
Line. For example:

12 replacements made

text:

Enter the text to search for. The text can be up to 40 characters
long. You can also search for unspecified and special characters.
See Remarks above for details. The text for the most recent
search or replace is the proposed response. To change it, just
type over it.

with text:

Enter the replacement text. The text can be up to 40 characters
long. You can also replace with special characters, except w and
?. See Remarks above for details. The text you entered the last
time you used Replace or Search is the proposed response.
confirm:

Choose Yes to confirm each occurence before replacing the text.
Choose No to replace text without asking for confirmation.
case:

Choose Yes to search for text that has exactly the same uppercase

and lowercase letters as the specified text and replace this text
with exactly what you type in the with text command field.
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Search

Remarks

Choose No to ignore case during the search. If the initial letter or
all letters in the text to be replaced are uppercase, MS Word
keeps the same uppercase and lowercase configuration. For
example, if the and one are the search and replacement text, then
MS Word replaces the with one, The with One, and THE with
ONE.

whole word:
Choose an option. Yes searches for text that has leading and

trailing word breaks (spaces, punctuation, and so on). Choose
No to search for text anywhere, even embedded in other text.

Main Command Menu

SEARCH text:
direction: Up Down case: Yes No whole word: Yes No

To search a document for the first occurrence of the specified
text.

This command searches the document for the text in the text
field and selects the text. The search begins after the selection for
a Down search or before the selection for an Up search.

The direction of the search and other options are defined by the
other command fields.

You can also use the Search command to extend a selection.
Press [Select]. Then, in the search text: field, enter the last part of
the text you want to include in the selection, and press

You can search to the next occurence of the same text by

Ot dRepeat Sear chEFR
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Command Fields text:

Enter the text you want to locate. The text can be up to 40
characters long. You can also search for special characters. See
Remarks under the Replace command for details. The text used
for the most recent Search or Replace is the proposed response.

direction:

Choose an option. Down searches toward the end of the
document from the selection. Up searches toward the beginning
of the document from the selection.

case:

Choose an option. Yes searches for text that has exactly the same
uppercase and lowercase letters as the specified text. No ignores
case while it searches.

whole word:

Choose an option. Yes searches for text that has leading and

trailing word breaks (spaces, punctuation, and so on). No
searches for text anywhere, even embedded in other text.

Transfer Main Command menu

( TRANSFER: Load Save Clear Delete Merge Options Rename Glossary '

Purpose These subcommands act on entire documents, the glossary file,
and the file system.

—>
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Remarks

Most Transfer commands have a filename field in which you
supply the name of a file. You can fill a filename field by typing a
response or by choosing a name from a directory.

Whenever the filename command field is active, press one of the
arrow keys to view a list of appropriate files on the current disc.
If you are loading a document, you will see all files with the
extensions .DOC. If you are deleting files, you will see all files on
the disc. If you are merging a Glossary, you will see all the files
with the extension .GLY. If the list of document files you want to
see is not on the current drive, include the correct drive name.
For example, to see document files on the disc in drive B, type B:
and then press one of the arrow keys.

To view filenames that match a particular pattern, type the
pattern, then press an arrow key. To make a filename pattern,
use the asterisk (*) and the question mark (?) in place of the
characters of a filename. The asterisk can replace several
characters, the question mark only one. For example, the pattern
??? displays all names that contain exactly three characters, and
the pattern M* displays all names that begin with the letter M.
The pattern *.bak displays all backup files. To see all files, type
the *.* pattern.

To load a document from the directory, use the arrow keys to
move the highlight to the desired name. The highlighted name
also appears in the filename field. When you have chosen a
name, move to the next command field, or press [Return].

—>
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Transfer Gallery menu

' TRANSFER: Load Save Clear Delete Merge Options Rename )

Purpose To offer transfer subcommands that act on Style sheets and the
file system.

Remarks This command affects only Style sheet files. When you use the
arrow keys to view the directory, only those filenames ending in
.STY appear.

For more details on entering filenames, see the Transfer
command in the main Command menu.

Transfer Clear Main Command menu

( TRANSFER CLEAR: All Window )

Purpose To clear a window or windows and start a new document.

Remarks The Transfer Clear Window command clears only the active
window. If there is only one window, this window is cleared.

—>
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If there are unsaved changes to the documents you have loaded,
the message

Enter Ytoconfirmloss of edits

appears when you carry out either the Transfer Clear All or
Transfer Clear Window command. Otherwise, MS Word does
not ask for confirmation. If you type Y, any unsaved changes to
the document in the active window are lost. To save your
changes, press or to cancel the Transfer
Clear command, then use the Transfer Save command to save
the document.

TRANSFER CLEAR ALL:
Clears the entire text area of all windows and reloads

NORMAL.STY. Using Transfer Clear All is like starting MS
Word again. The % Free in the Status Line is restored to 100%.

If you change data discs after using Transfer Clear All, use
Transfer Clear All again to read NORMAL.STY from the current
data disc.

TRANSFER CLEAR WINDOW:

Clears the contents of the current window.
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Transfer Clear Gallery menu

( TRANSFER CLEAR: j

Purpose To start a new Style sheet.

Remarks  Transfer Clear on the Gallery menu clears the Style sheet
currently displayed in the Gallery window. If the Style sheet
contains unsaved changes, the following message appears:

Enter Ytoconfirmlossof edits tostyle sheet

If there are no unsaved changes to the current Style sheet, MS
Word does not ask for confirmation. If you type Y, any unsaved
changes to the style sheet are lost. Pressing or
cancels the Transfer Clear command. You can either continue
editing the Style sheet or save your changes with the Transfer
Save command.

Transfer Delete Main Command and Gallery menus

' TRANSFER DELETE filename: j

Purpose To delete a file from a disc.

Remarks This command is useful whenever you need to make room for
new files on a full disc. You can delete only files that have not
been loaded or saved during the current editing session. If you

—>
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Command Field

Transfer
Glossary

Remarks

attempt to delete any file that you have loaded or saved during
this session, MS Word cancels the command and displays an
€rror message.

filename:

Enter a filename or use the arrow keys to view the directory. See
the Transfer command in the main Command menu for details
on entering a filename. When you type a filename, type it
exactly as it appears in the disc directory. You can also use the
arrow keys to select the document you want to delete.

Main Command menu

( TRANSFER GLOSSARY: Merge Save Clear I

To show a list of subcommands that act on the entire Glossary.

The Transfer Glossary subcommands operate much like the
Transfer Merge, Transfer Save, and Transfer Clear commands,
except that they apply only to glossaries.

When MS Word starts, it loads the Glossary, NORMAL.GLY.
NORMAL.GLY is useful for storing glossary text you use during
most editing sessions, because the text is immediately available
at startup. Unless you create a new Glossary, new words that
you add to the Glossary are automatically placed in
NORMAL.GLY when you save the Glossary. If you don’t save
the Glossary when you quit MS Word, any additions you made
to NORMAL.GLY are deleted.
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Transfer
Glossary Clear

Remarks

Command Field
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Main Command menu

‘ TRANSFER GLOSSARY CLEAR name: )

To remove a glossary name from the Glossary or to clear the
entire Glossary.

MS Word asks you to confirm that you want to clear the glossary
names. Clearing removes the glossary names from the lists
displayed by other Glossary commands.

names:

Enter glossary names, or leave blank to clear the entire Glossary.
Blank is the proposed response. If you enter more than one
name, separate the names with commas. If you enter a name
that has not been defined, MS Word displays this message:

Glossary name not defined

MS Word then highlights the undefined name, and waits for
you to change the response to the correct name.

You can also use the arrow keys to see a list of glossary names,
and then to select the name you want to clear.



Transfer Main Command menu

Glossary Merge

C TRANSFER GLOSSARY MERGE filename:

)

Purpose To merge a Glossary from a file on disc into MS Word for use

during editing.

Remarks  MS Word merges the Glossary from the specified file with the
Glossary already in MS Word. If any of the glossary items from
the new file have the same names as glossary items already in
MS Word, the glossary items from the new file replace the
glossary items already in MS Word. If a file cannot be found, MS

Word displays the message:

Not avalid file

Command Field filename:

Enter a filename or select from the list. The extension .GLY is

supplied automatically.

Transfer Main Command menu

Glossary Save [
TRANSFER CLOSSARY SAVE filename:

Purpose To save the contents of the Glossary in a disc file.
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Remarks  When you quit MS Word, the contents of the Glossary are not
saved automatically. To save the contents for use in a later work
session, use the Transfer Glossary Save command. If you have
not saved the contents of the Glossary when you quit, MS Word
displays this message:

Enter Y to save glossary, Nto lose edits, or Cancel

If you type Y to save the Glossary, any changes are saved in
NORMAL.GLY or the last Glossary file you merged.

Command Field filename:

Enter a filename or select from the list. The extension .GLY is
supplied automatically.

Transfer Load Main Command menu

( TRANSFER LOAD filename: read only: ' '

Gallery menu

l TRANSFER LOAD Style sheet name: read only: '

Purpose To load a document or a Style sheet into the active window.

Remarks MS Word loads the document or Style sheet you name from a
file on disc. When the document is loaded, the total number of
ASCII (alphanumeric, TAB, and RETURN) characters in the

>
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Command Fields

document is displayed on the Message Line. For example, the
following Message and Status Lines indicate that there are 4895
characters in SAMPLE.DOC:

4895 characters
Page 1 {) 99% free Microsoft Word: SAMPLE.DOC

If MS Word cannot find the file containing the document or
Style sheet on the disc, it assumes you want to create a new
document or Style sheet. You will see one of these messages:

Enter Yto create file
OR
Enter Ytocreatestyle sheet

If you type Y, MS Word creates a new document or Style sheet
with the name you specified. If you did not intend to create a
new document or Style sheet, you can cancel the command by

pressing or [r8]. You can use the arrow keys to

view the documents or style sheets available on the disc.

Use the read only field if you want to view the document
without accidentally changing it.

Unformatted ASCII text files created by other programs can be
loaded into MS Word. (See the Transfer Save command.)

filename: or style sheet name:

Enter a filename, or use an arrow key to view the directory. The
list of filenames shows only those filenames that have the
extensions .DOC (in the main Command menu) and .STY (in
the Gallery menu). To enter filenames that end differently, type

—>
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the filename. If you omit a filename extension, MS Word
assumes you mean a filename that ends with .DOC or .STY. If
the file you want to load has no filename extension, type the
filename, followed by a period. See the Transfer command
(main Command menu) for more information on entering a
filename.

read only:
Choose an option. Yes means that the document is treated as a

read only file. You can display the document but cannot make
changes to it. No means that you can edit the document.

Transfer Merge Main Command menu

( TRANSFER MERGE filename: ]

Purpose To merge the active document with another document.

Remarks File contents are inserted into the active document in front of
the cursor.

Command Field filename:

Enter filename. See the Transfer command (main Command
menu) for further information on filenames.

—
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Transfer Merge  Gallery menu

‘ TRANSFER MERGE style sheet name: )

Purpose To merge Style sheets from disc files with the active Style sheet.

Remarks  Merged styles are inserted in front of the highlight on the active
Style sheet. Any conflicts between merged definitions and
definitions in the active Style sheet are ignored until you use the
Transfer Save command or choose Edit to move to the main
Command menu. At that point, MS Word displays this message:

Stylealready defined
OR
Key codes conflict

One of the conflicting styles is selected on the screen. You can
then delete or change one of the conflicting styles.

Command Field style sheet name:

Enter a filename or select from the list. The extension .STY is
supplied automatically.

Transfer Main Command and Gallery menus
Options ( )
TRANSFER OPTIONS setup:

Purpose To view or change the default drive setting.
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Remarks

Command Field

You can use this command only when there are no documents
or Style sheets loaded in MS Word. To use the Transfer Options
command, first use the Transfer Clear All command in the main
Command menu. You can also use the Transfer Options
command when you first start MS Word, before loading any
documents.

MS Word automatically sets the drive the program is run from
as the default data drive. You can change the data drive with this
option.

This command is useful whenever you want to load and save
documents from a data disc. Once the default drive is set, you
can refer to files on the disc in that drive without supplying the
drive name.

setup:

Enter the drive or directory. If you do not specify a drive name,
the default drive remains the same.

Transfer
Rename
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Main Command menu

( TRANSFER RENAME filename: )

Gallery menu

' TRANSFER RENAME style sheet name: )

To rename the active document or Style sheet.




Remarks This command changes the name of the active document or
Style sheet indicated in the Status Line to the specified name. If
the active document name has been saved, this command also
changes the name of the file on disc.

Command Field filename or style sheet name:

Enter a filename, or select from the list. See the Transfer
command (main Command menu) for more information on
entering a filename. If the new name is the name of a file that
already exists on the current disc, MS Word cancels the
command and displays this message:

Cannot rename file

Transfer Save Main Command menu

' TRANSFER SAVE filename: formatted: Yes No )

Gallery menu

' TRANSFER SAVE style sheet name: )

Purpose Tosave a document or a Style sheet in a file on disc.
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Remarks
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MS Word saves the document or Style sheet in the file you
name. When the document has been saved, MS Word displays
the total number of ASCII (alphanumeric, TAB, and RETURN)
characters in the document on the Message Line. For example,
the following Message and Status Lines indicate that
SAMPLE.DOC contains 4895 characters.

4895 characters
Page 1 {} 99% Free Microsoft Word: SAMPLE.DOC

After the document or Style sheet is saved, you can continue to
edit. If a document is saved on the same disc that the document
was loaded from, the old version of the file is retained as a
backup with the file extension .BAK. In fact, a backup file is
created whenever a document is saved on a file that already
exists. Note, however, that the backup file requires space on the
disc. If necessary, you can delete this file at a later session with
the Transfer Delete command.

You cannot delete the .BAK file for any file that has been loaded
during the current session. You must first Quit MS Word or
Transfer Clear All.

You may type in a filename for the document that is different
from the proposed response. If you give the name of another
document on the disc, you will see:

Enter Y to overwrite

You must confirm that you want to replace the previous
contents of this file with the document you are saving,

If you give a new name to the document, MS Word saves it
under the new name. The new name replaces the old one as the
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active document or Style sheet in the lower right hand corner of
the screen. The earlier version(s) of the document are still saved
under the previous name.

Command Fields filename: or style sheet name:

Enter a filename. See the Transfer command description for
more information on entering a filename. The appropriate
extension (.DOC in the main Command menu, or .STY in the
Gallery menu) is supplied automatically.

formatted: (main Command menu only)
Choose Yes to save the document and its formatting.

Choose No to save the document text as a standard ASCII file
without any formatting information. Unformatted MS Word
files contain only alphanumerics, Tab, Return and Linefeed
characters. You may want to use unformatted files as input to
some other program that expects ASCII text only.

Undo Main Command and Gallery menus

(= )

Purpose 7o reverse the effect of the last editing or format change.

—>
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Remarks

Window

Purpose

Remarks
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The Undo command changes the document back to the way it
was before your most recent change. If you undo a change that
added text, Undo deletes the text and places the cursor on the
first character following the deletion. If you undo a change that
deleted text, Undo inserts the text and the text remains
highlighted. You can also undo changes made by the Format
and Replace commands.

Because the Undo command can itself be reversed, you can use
the Undo command to toggle between a “before and after” view
of an editing change.

If no editing changes have been made, MS Word displays the
message:

No edit to undo

Main Command menu

‘ WINDOW: Split Close Move Options j

To present a choice of window operations: splitting new
windows horizontally or vertically, moving a window border to
make windows larger or smaller, closing existing windows, or
setting window options.

Each of these subcommands is described in detail on the
following pages.



Window Close Main Command menu

l WINDOW CLOSE window number: ,

Purpose To close a window.

Remarks MsS Word closes the specified window. If the document in the
specified window contains unsaved editing changes, MS Word
displays the message:

Enter Yioconfirmloss of edits

Type Y to discard the changes; press or to

cancel the command.

Command Field window number:

Enter the number of the window you want to close. The number
of the active window is the proposed response.

Window Move Main Command menu

( WINDOW MOVE lower right corner of window #: to row: to column: )

Purpose To move window borders.
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Remarks

Command Fields
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This command moves the borders between windows to increase
or decrease the size of a window. This can make viewing a
document easier.

Common window borders change together, so changing the size
of one window affects the size of others in a complementary
way. For windows on the bottom and right edges of the text,
move the borders of the neighboring windows .

Windows can be shrunk until they show only four characters
horizontally and one character vertically. The minimum size
window includes space for 1 cursor character, two style bar
characters, and one character of text.

window #:

Enter a number for any open window, except for windows that
border the bottom and right edges of the text area. If you choose
a window that borders the bottom or right edge, MS Word
cancels the command.

to row:

Enter a number for the line you want the border to move to. If
you enter a number larger than the distance available, MS Word
moves the border as far as it can.

You can also use the arrow keys to enter a position number.
Press any arrow key to make a square pointer visible in the
lower right corner of the window. Move the window pointer up
and down with the arrow keys to the place you want to move
the border. The row number appears in the command field as
you move the pointer. The restrictions on row numbers apply to
this method, too.

—>



column:

Enter a number for the position you want to move the border to.
If you enter a number larger than the distance available, MS
Word moves the border as far as it can.

You can use the arrow keys to enter a number. If the pointer is
not already visible, press any arrow key to make a square
pointer visible in the lower right corner of the window. Move
the window pointer right and left with the arrow keys to the
place you want to move the border. The column number
appears in the command field as you move the pointer. The
restrictions on position numbers apply to this method, too.

s

Window Options

Purpose

Remarks

Main Command menu

WINDOW OPTIONS window number: background color:
style bar: Yes No ruler: Yes No

To review and set options for windows.

The background of the window is where text appears, just as text
appears on paper. The background color option is for color
terminals. On monochrome terminals background color is preset
to 0 for Black and can’t be changed.

The Style Bar along the left window border displays the key
codes for paragraph styles assigned to the paragraphs in the
associated text window. Each open window can have a Style Bar
turned on. The Style Bar is always two characters wide when it
is on.

—>
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When you use this command to turn the Ruler on, it stays on
until you turn it off. This is in contrast to the Format Tabs and
Format Paragraph commands, which turn the Ruler off
automatically when you press [Return].

window number:

Enter number. The active window is the proposed response.

background color:

If you have a color terminal, enter a color number or select from

the list.

style bar:

Choose an option. Yes activates the Style Bar. The symbols that
appear in the Style Bar are:

blank

1- or 2-letter
key code

* (asterisk)

be

bf

This paragraph has no style assigned to it.

This is the key code that was entered in
combination with the key to assign the
paragraph style.

This symbol represents a paragraph style that is
not defined on the Style sheet currently attached
to the document.

This paragraph is a running head that appears at
the bottom of both odd- and even-numbered
pages during printing.
This paragraph is a running head that appears at
the bottom of even-numbered pages during
printing.
This paragraph is a running head that appears at
the bottom of the first page of the division during
printing.
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Window Split

Purpose

bo This paragraph is a running head that appears at
the bottom of odd-numbered pages during
printing.

t This paragraph is a running head that appears at
the top of both odd- and even-numbered pages
during printing,

te This paragraph is a running head that appears at
the top of even-numbered pages during printing.

tf This paragraph is a running head that appears at
the top of the first page of the division during
printing.

to This paragraph is a running head that appears at

the top of odd-numbered pages during printing.

ruler:

Choose an option. Yes displays the Ruler. No turns off the Ruler.

Main Command menu

[ WINDOW SPLIT Horizontal Vertical Footnote ’

To open a window by splitting the active window.
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Window Split
Footnote

Remarks

12-82 Command Directory

New document windows display a portion of the document
present in the active window when you use this command. A
new window becomes the active one. The selected text is the
same text that was selected in the active window before the
split.

Up to eight windows, including up to 3 vertical windows, can
be open after using the Window Split commands.

If you want to clear the new window, use the Transfer Clear
Window command.

If you want to load another document into the new window, use
the Transfer Load command.

To move back and forth between windows, press G5 48 SRlafs3%
.

Main Command menu

( WINDOW SPLIT FOOTNOTE at line: )

To open a window for viewing footnotes.

The footnote window displays text of the footnote whose
reference mark is selected in the window.

You can scroll and edit footnotes in the footnote window as you
would scroll and edit document text in a document window.
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If you try to open a footnote window in a text window that
already has a footnote window open, MS Word cancels the
command and displays the message:

Not avalidwindowsplit

at line:

Enter a number. If you enter a number that doesn’t provide
enough room for the footnote window, MS Word cancels the
command and displays the message:

Not avalidwindowsplit

You can use the arrow keys to enter a line number. Press any
arrow key to make a square pointer visible in the selection bar.
Move the window split pointer up and down with the arrow
keys to the place you want to split the window. The line number
appears in the command field as you move the pointer. The
restrictions on line numbers apply to this method, too.

Window Split
Horizontal

Remarks

Main Command menu

| WINDOW SPLIT HORIZONTAL at line: )

To split the active window horizontally.

The new window is the one below the split. It is given the next
unused window number and becomes the active window. The
new window shows the same document as the window from
which it was split.

—>
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Window Split
Vertical

Remarks

12-84 Command Directory

at line:

Enter a number between 3 and the maximum number of lines in
the window minus 1 line. MS Word considers the first line of
each window as line 1, regardless of where the line is located in
the text area. The proposed response is the line which contains
the cursor or the beginning of the selection. If you enter a
number smaller than 3 or larger than the last line of the window
minus 1, MS Word cancels the command and displays the
message:

Not avalidwindowsplit

You can use the arrow keys to enter a line number. Press any
arrow key to make a square pointer visible in the selection bar.
Move the window split pointer up and down with the arrow
keys to the place you want to split the window. The line number
appears in the command field as you move the pointer. The
restrictions on line numbers apply to this method, too.

Main Command menu

CIINDOW SPLIT VERTICAL at column: )

To split a window vertically.

The new window is to the right of the split. The new window is
given the next unused window number and becomes the active
window.
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MS Word allows a maximum of three side-by-side windows. If
you attempt a third vertical split, MS Word cancels the
command and displays the message

Not avalidwindowsplit

at column:

Enter a number between 4 and the maximum number of
columns in the window minus 4 columns. MS Word considers
the first column of each window as column 0 (zero), regardless
of where the column is located in the text area. If you enter a
number smaller than 4 or larger than the last column of the
window minus 4, MS Word cancels the command and displays
the message:

Not avalidwindow split

You can use the arrow keys to enter a column number. Press any
arrow key to make a square pointer visible in the scroll bar.
Move the window split pointer right and left with the arrow
keys to the place you want to split the window. The column
number appears in the command field as you move the pointer.
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Message Directory

Overview This directory lists in alphabetical order all the messages that
may appear on the Message Line while you are working with
MS Word. The probable causes of the messages are given,
followed by a description of possible responses. If you need
information about the command you are using when the
message appears, see Chapter 12, Command Directory.

Cannot delete file

Cause: The file you tried to delete has been used during the
current work session, is required by MS Word in order to
operate, or the disc is write-protected.

Action: If the disc is write-protected, consider whether to
remove protection from the disc. You cannot delete files that
have been used during the current work session. Choose
Transfer Clear All to remove the protected status from files that
have been used during this work session.

Cannot rename file

Cause: There is already a file with the name you indicated, or
the disc is write-protected.
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Action: Choose another name for the file or, if the disc is write-
protected, consider whether to remove protection from the disc.
For a discusssion of what to name MS Word document files, see
Chapter 10, Working with Documents on Discs.

XXXX characters loaded

Cause: You have just used the Transfer Load command to load a
document. This message reports the total number of characters
in the document.

Action: None required.

XXXX characters saved

Cause: You have just used the Transfer Save command to save a
document. This message reports the total number of characters
in the document.

Action: None required.

Command field requires response

Cause: You left a command field blank, but the command
requires that the field be filled in. Commands which require
this are Replace and Search.

Action: Fill in the empty command field(s) and press
again.

DATA after SET or ASK

Cause: You are using the Print Merge command on a file that
contains a DATA instruction after a SET or ASK instruction.

Action: Press or to cancel the Print Merge

command, then edit the document so that the DATA instruction
precedes any SET or ASK instructions in the document.



Disk error

Cause: The operating system has informed MS Word of a
serious error while accessing the disc.

Action: The disc may be inserted incorrectly, or damaged.
Reinsert the disc correctly. Retry the command.

Document disk full

Cause: You tried to save a file and there is not enough room on
the document disc.

Action: Use the Transfer Delete command to delete unnecessary
files from the document disc. Then retry the Transfer Save
command. Or insert another document disc and save the file to
the new disc. (If you insert a new document disc in place of the
full document disc in the same drive, you will have to swap
discs to save the document.)

Edit document or press Cancel to use menu

Cause: You are in the text window and MS Word is ready for
you to enter text.

Action: Enter text or edit and format it with the editing keys,
the function keys, or control key combinations. To use

commands from the menu, press or .
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End mark cannot be edited

Cause: You attempted an editing command while the End Mark
was the only thing selected.

Action: Select the text you want to edit and retry the command.
If the document contains no text, enter text and then select it
and retry the command.

ENDIF or ELSE without IF

Cause: You are using the Print Merge command with a main
document that contains an ENDIF or ELSE instruction, without
an IF instruction.

Action: Press or to cancel the Print Merge

command, then add the IF instruction before the beginning of
the text that is to be inserted conditionally.

Enter a printer name inPrint Options

Cause: You are using the Print Printer, Print File, or Print
Repaginate commands. Either you have not selected a .PRD file
with the Print Options command or MS Word cannot find the
specified .PRD file on the disc.

Action: Press or to cancel the command and
then use the Print Options command to select the correct .PRD
file. For more information, see Chapter 8, Printing Documents.

Enter character style or select from list

Cause: You have chosen the Format Style Character command.
The active command field requires that you enter the name of a
character style.

Action: If you know which style you want, type the style name
in the command field. Otherwise, use the arrow keys to view
and select from the list of available character styles (for more
information, see Chapter 7, Formatting with Style Sheets).



Enter color number or select fromlist

Cause: You have chosen the Window Options command. The
active command field requires a color number from the list of
available colors.

Action: You cannot change colors on HP Personal Computers.
Leave the color number set to zero (0).

Enter division style or select fromlist

Cause: You have chosen the Format Style Division command.
The active command field requires that you enter the name of a
division style.

Action: If you know which style you want, type the style name
in the command field. Otherwise, use the arrow keys to view
and select from the list of available division styles.

Enter drive or directory

Cause: You are in the sefup field of the Transfer Options
command; a response is required.

Action: Enter the letter of the drive or the DOS 2.0 directory
name that you want to be used as the default when saving and

loading files, or press or to cancel the

command.

Computer.

Museum 4

Enter filename

Cause: You have asked MS Word to save a document, Style sheet
or Glossary. The active command field requires the name of the
file in which to store the data.

Action: Enter the name of the file you want to store the data in,

or press or to cancel the command. If you

want the file to be placed on a disc in a drive other than the
default drive, type the letter of the drive, followed by a colon (:)
before you type the name. For information on what to name
your files, see Chapter 10, Working with Documents on Discs.
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Enter filename or select fromlist

Cause: You have asked MS Word to access a file which already
exists on disc. The active command field requires that you enter
the name of the file to be used.

Action: If you know which file you want, enter the filename.
Otherwise, use the arrow keys to view and select from the list of
filenames. If you want to view files on a disc in a drive other
than the default drive, type the letter of the drive, followed by a
colon (:) before you press an arrow key.

Enter font name

Cause: You have chosen the Format Character command from
the main Command menu or the Gallery menu. The active
command field requires that you enter the name of one of the
available fonts.

Action: If you know the name of the font you want, type it in
the command field. Otherwise, use the arrow keys to view and
select from the list of available fonts. The available fonts are
determined by the printer specified in the Print Options
command. See Appendix A, Capabilities of Standard Printers,
for details on the fonts available for different printers.

Enter font size in poinis or select fromlist

Cause: You have chosen the Format Character command from
the main Command menu or the Gallery menu. The active
command field requires a font size in points.

Action: If you know the font size you want (e.g., 12 pt) type it in
the command field. Otherwise, use the arrow keys to view and
select from the list of available sizes. The available font sizes are
determined by the printer specified in the Print Options
command. See Appendix A, Capabilities of Standard Printers,
for details on the font sizes available for different printers.

Enter glossary name or select from list

Cause: You have chosen Copy or Insert from the Command
menu.



Action: If you want to place the selected text in the Glossary,

you must type a name to be stored with the text. You can use the
arrow keys to view and select from the list of names now in the
Glossary. If you want to place the text in the Scrap instead of in

the Glossary, just press Return].

Enter glossary names or leave blank to clear all

Cause: You have chosen the Transfer Glossary Clear command
and you are being asked to tell MS Word which Glossary items
you wish to clear.

Action: Enter the names of the Glossary items you wish to clear,
separated by commas, or press any arrow key to view the list of

names. Press or if you do not want to clear

any Glossary items.

Enter key code

Cause: You have chosen the Insert or Name command from the
Gallery menu. The key code command field is active, and
requires that a one- or two-character key code be assigned to this
style.

Action: Type the desired one- or two-letter key code
combination and press to move to the next command field.

Enter list of measurements

Cause: The active command field requires one or more
numbers, separated by commas, which represent
measurements.

Action: Type the measurement as a number(s). Your response is
taken as a number of whatever units you specified in the
Options command; however, you may override that unit by
following each number by one of the other units of measure (in,
cm, pt, p10, p12).
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Enter list of page numbers

Cause: You are in the page numbers command field of the Print
Options command from which you can selectively print some
pages of your document.

Action: Type the numbers of the pages you wish to print,
separated by either commas (,) or colons (:). For example, to print
pages one through five, and also page seven, type 1:5, 7

Enter measurement

Cause: The active command field requires a number which
represents a measurement.

Action: Type the measurement as a number. Your response is
taken as a number of whatever units you specified in the
Options command; however, you may override that unit by
following each number with one of the other units of measure
(in or ”, cm, li, p10, p12, pt).

Enter measurement in lines

Cause: The active command field requires that you enter the
desired line spacing: 1 for single spacing, 2 for double spacing,
etc. A line is considered to be 12 points.

Action: Type the number of lines. You may specify another unit
of measure by following the number with the desired unit of
measure (in or ”, cm, li, p10, p12, pt).

Enter number

Cause: The command requires that you enter a single number.

Action: Type a number or press or to cancel

the command.



Enter paragraph style or select fromlist

Cause: You have chosen the Format Style Paragraph command.
The active command field requires that you enter the name of a
paragraph style.

Action: If you know which paragraph style you want, type the
name in the command field. Otherwise, use the arrow keys to
view and select from the list of available paragraph styles. (For
more information, see Chapter 7, Formatting with Style Sheets.)

Enter printer name or select fromlist

Cause: You are in the printer command field of the Print
Options command.

Action: Type the name of the printer you will be using. Or use
the arrow keys to view and select from the list of printer names.
In order for MS Word to accept a printer name, there must be a
.PRD file for that printer on the program disc. For more
information, see Chapter 8, Printing Documents.

Enter second character of key code

Cause: You have typed the first character of a two- character key
code to assign a style from the attached Style sheet.

Action: Type the second letter of the key code for the style you
want or press or to cancel. For more
information see Chapter 7, Formatting with Style Sheets.

Enter text

Cause: The active command field requires that you type a
response.

Action: Type the response, or press or PEREEN (8] to

cancel the command.
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Enter usage or select fromlist

Cause: You have chosen the Name or Insert command from the
Gallery menu and are in the usage command field. The usage
command field requires that you specify which usage you want
the style to have.

Action: If you know which usage you want, type its name in the
command field. Otherwise, use the arrow keys to view and
select from the list of available usages. For more information, see
Chapter 7, Formatting with Style Sheets.

Enter variant or select fromlist

Cause: You have chosen the Name or Insert command from the
Gallery menu and are in the variant command field. This
command field requires that you enter the name of a variant.

Action: If you know which variant you want, type it in the
command field. Otherwise, use the arrow keys to view and
select from the list of available variants. For more information,
see Chapter 7, Formatting with Style Sheets.

Enter Y after mounting font name

Cause: MS Word is printing a document on an impact printer
and has come to a place in the document where a font change is
required. This message also appears before MS Word starts
printing.

Action: Change the print wheel as instructed and type Y (for
Yes).

Enter Y to confirm loss of edits

Cause: Recent edits to the active document will be lost if MS
Word carries out the command you have chosen. You have
chosen Quit, Transfer Clear All, Transfer Clear Window,
Window Close, or Transfer Load.



Action: If you don’t want to save the recent editing changes,
type Y (for Yes). Otherwise, type N (for No), press or
and use the Transfer Save command to save the
changes before continuing,.

Enter Y to confirm loss of edits to style sheet

Cause: Recent edits to the current Style sheet will be lost if MS
Word carries out the command you have chosen. You have
chosen the Quit or Transfer Clear All command.

Action: If the recent editing changes are unwanted, type Y (for

Yes). Otherwise, type N (for No), press or

and use Transfer Save from the Gallery menu before continuing.
If you are not in the Gallery menu, you must enter the Gallery if
you want to save the current Style sheet.

Enter Y to confirm loss of formatting

Cause: You have asked MS Word to save a document without its
formatting.

Action: Make sure that you do want to save the document
unformatted. If so, type Y (for Yes). If not, type N (for No).

Enter Y to continue, or Cancel

Cause: MS Word has paused during printing, either because you

pressed or (78], or because you are printing a

document on sheets of paper (rather than a continuous roll) and
it has come to the end of a sheet.

Action: Insert another sheet of paper, if necessary, and type Y
(for Yes) if you want to continue printing the document;

otherwise, press or (r8].
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Enter Y to create file

Cause: You have responded to the Transfer Load command with
the name of a nonexistent file, and MS Word is asking if you
want to create a new file with that name.

Action: If you intend to create a new file, type Y (for Yes). If you
intended to load an existing file, press or
and retry the Transfer Load command, checking to make sure
that you have typed the filename correctly and that the correct
disc has been inserted. You can use the arrow keys to see a list of
documents on a disc. For more information, see Chapter 10,
Working with Documents on Discs.

Enter Y to create style sheet

Cause: You have responded to the Transfer Load command
(Gallery menu) or the Format Style Sheet command (main
Command menu) with a nonexistent Style sheet name. MS
Word is asking if you want to create a new Style sheet with that
name.

Action: If you intend to create a new Style sheet, type Y (for
Yes). The new Style sheet will be blank, and will act as
NORMAL.STY initially does until you insert styles into it. If you
intended to load an existing Style sheet, press or
and retry the command. For more information, see Chapter
7, Formatting with Style Sheets.

Enter Y to erase glossary names

Cause: You have chosen the Transfer Glossary Clear command
to erase the contents of all current Glossary items; MS Word is
checking to make sure that’s what you really intend.

Action: If you no longer need the current unsaved glossary
buffers, type Y (for Yes). Otherwise, press or
and use Transfer Glossary Save to save them before continuing
with your work.



Enter Y to overwrite file

Cause: You have asked MS Word to print to a file that has the
same name as an existing file. If MS Word continues, it will
replace the existing file with the new one.

Action: If you want to replace the existing file, type Y. To keep
the existing file, press or and retry the

command, giving the new file a different name.
Enter Y toreplace, N to ignore, or press Cancel

Cause: You are using the Replace command with the confirm
option and MS Word has located an instance of the text you are
searching for. You have three choices.

Action: Type Y (for Yes) if you want to make the replacement
and continue searching. Type N (for No) if you don’t want this
occurrence replaced but do want to continue searching for other

occurrences. Press or to halt the Replace

command.
Enter Ytoretry access to filename

Cause: MS Word cannot access the file identified in the message.
The file is not on the disc.

Action: Try typing N (for No) if you do not want MS Word to
access the file with the name shown in the message. Before
retrying, make sure that the correct disc is in the correct drive
and that there is no write-protect tab on the disc. Change the
disc or remove the write-protect tab, if necessary, and try typing
Y (for Yes).

If you still get this message, try typing N to cancel the command
and return to the main Command menu and window display. If
MS Word requires access to the program disc, you will see the
message: Enter Y toretry access to MSWord Program
disc
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Enter Y to save edits, Nto lose edits, or Cancel

Cause: You have chosen the Quit command and have one or
more documents with unsaved edits.

Action: Type Y to save the version of the document currently
displayed in the window. Type N to quit MS Word, without
saving the edits you have made to the document. Press or
to cancel the Quit command and continue
working with MS Word. To save the changes, use the Transfer
Save command.

Field name redefined

Cause: You are using the Print Merge command. The main
document contains a SET or ASK instruction for a field already
defined in the header file or datafile names in the DATA
instruction.

Action: Press or to cancel the Print Merge

command. Then either change the name of the field in the SET
or ASK instruction in the main document, or change the name
of the field in the header file or header record of the datafile.

Formatting page number

Cause: You have asked MS Word to print a document and the
printing is in progress.

Action: Wait for the document to print. When the printing is
complete, the main Command menu returns and you can

continue working. Pressing or will

interrupt the printing and return you to the main Command
menu.

Formatting too complex

Cause: You have attempted to assign a combination of
formatting commands that exceeds MS Word’s capacity.

Action: Save your document. After the save, additional
formatting may be performed.



Glossary name not defined

Cause: You have specified the name of a Glossary item that does
not exist.

Action: Retry the command, making sure that the name you
select exists. You can use the arrow keys to see a list of Glossary
items while you are in the Insert, Copy, or Transfer Glossary
Clear commands.

Insufficient memory

Cause: MS Word has run out of storage space; no more editing is
possible.

Action: Save your document immediately, using the Transfer
Save command and pressing in response to the filename
that appears. You can continue editing after the save. To avoid
this situation, save your document when the % Free on the
Status line is greater than 50%.

Key code not defined

Cause: The key code combination you typed has not been
defined in the current Style sheet.

Action: Retry the key code, checking to see that you have given
the correct key combination for the style you want. If necessary,
check the Style sheet for the list of definitions. For more
information, see Chapter 7, Formatting with Style Sheets.

Key codes conflict
Cause: Two styles on the Style sheet have been defined with key
codes that either are the same, or one is the same as the first

letter of the other.

Action: Redefine one of the key codes with the Name
command, and retry the command.
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Library reserved for future use
Cause: You requested the Library command.

Action: None is required. MS Word returns to the main
Command menu.

List is empty

Cause: You have asked MS Word to display a list of names, but
there are no names on the list.

Action: None is required. The message confirms that the list is
empty.

Merging...

Cause: You are using the Print Merge command to merge and
print documents.

Action: Wait for printing to complete or cancel the Print Merge
command.

Missing comma in data record

Cause: One of the data records in the datafile ends with
quotation marks, but there are no commas after the quotation
marks.

Action: Cancel the Print Merge command, then insert the
missing comma between fields.

Missing ENDIF
Cause: You are using the Print Merge command. The main
document contains an IF or IF...ELSE instruction without an

ENDIE.

Action: Cancel the Print Merge command, then add the ENDIF
instruction at the end of the text to be inserted conditionally.



No edit to undo

Cause: You have chosen the Undo command when there is no
previous editing that can be undone.

Action: None is required. Carry on with your editing.

No more footnote references

Cause: You have chosen the Jump Footnote command when you
are already beyond the last footnote reference in the document,
or when no footnotes exist in the document.

Action: None is required.

No such page

Cause: You have attempted to carry out a Jump Page command
on a page number that does not exist in the current document.

Action: Retry the command, using a different page number. If
you want to repaginate the document without printing, use the
Print Repaginate command.

Not avalidaction for footnotes and running
heads

Cause: You have attempted one of the following actions:

# Clearing a footnote window.
Loading a document into a footnote window.
Footnoting a footnote or a running head.
Inserting a division marker in a footnote or running head.

Deleting the last paragraph mark at the end of a footnote.

Action: None is required. Make sure that the text that is selected
is neither a footnote nor a running head before repeating any of
these actions.
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Not a valid color number

Cause: You are in the Window Options command and have
selected an incorrect color number.

Action: Retry the command, checking to see that the color
number you specified in the command field is correct. You may
use the arrow keys to see a list of color numbers available. If you
have an HP Touchscreen Personal Computer or an HP Portable
computer, you may not change colors on the screen, so this
setting should always be zero (0).

Not avaliddrive or directory

Cause: The drive or directory you named in the command is
either incorrect or does not exist.

Action: Retry the command, checking to see that the drive or
directory you specify is correct.

Not avalid file

Cause: The filename you entered is not a valid filename (it may
have been too long, or contain illegal characters), or it does not
exist on disc. Or, in a Gallery Transfer Load or Transfer Merge
Glossary command, you have specified the name of a file that is
not appropriate for the command (e.g., the name of a Glossary
file with the extenstion .GLY when a Style sheet is required). Or
you have answered Y to the message Enter Y to save, N to
lose edits, or Cancel, and the file has not previously
been saved.



Action: Make sure that you enter the correct filename (for
information on valid file names, see Chapter 10, Working with
Documents on Discs). To see a list of files on the disc, press an
arrow key after choosing Transfer Delete. To see a list of files on
a disc in a different drive, choose Transfer Delete, type the letter
of the drive followed by a colon (:), and then press an arrow key.
Make sure that the file is appropriate for the Load command you
wish to use. Glossary files always end with the extension .GLY.
Style sheets always end with the extension .STY. If the
document has not previously been saved, cancel the command
and use the Transfer Save command.

Not a valid font name
Cause: You have specified a font name that is neither one of the
generic font names nor one of the font names defined for the

active printer.

Action: Retry the command, making sure that you have selected
a valid font name.

Not avalid glossary name

Cause: Your response to MS Word's request for a Glossary name
contains a non-alphanumeric character.

Action: Retry the command, making sure that the name is
typed correctly. Glossary names may only include letters and
numbers. They may not include other punctuation, special
symbols, or spaces.

Not a valid key code
Cause: The key code you have given for a Style sheet is either
more than two characters long or contains a non- alphanumeric

character.

Action: Retry the command, checking to see that the key code
contains at most two letters or digits.
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Not a valid number
Cause: The response in the active command field contains a
non-numeric character or a number that is outside the

acceptable range.

Action: Retry the command with a valid number in the
command field.

Not a valid option

Cause: You typed a letter that does not correspond to any of the
current menu options.

Action: Check the menu for the option you want and type the
first letter of the menu item, or press or to
cancel the command.

Not a valid style

Cause: The style you have selected does not exist.

Action: Retry the command, selecting from the list of available
styles. You can use the arrow keys to see a list of available styles.

Not a valid usage
Cause: The usage you have selected for the style does not exist.

Action: Retry the command. Use an arrow key to view the list
of available usages and select from this list.

Not a valid variant

Cause: The variant you have selected for the style does not exist
for the specified usage.

Action: Retry the command. Use an arrow key to view the list
of available variants and select from this list.



Not a valid window

Cause: You have specified a number for a window that does not
exist.

Action: Retry the command, checking to see that the window
number is valid.

Not a valid window split
Cause: You have attempted one of the following:

# To make another vertical split when you already have three
vertical windows.

# To split a footnote window.

# To split a window too close to an existing boundary.

% To split a window that has a footnote window open.

Action: Either select another window to split, or close one of the
existing windows to accommodate the new split.

Pagination is required

Cause: You have attempted a Jump Page command on a
document that has not been paginated or printed.

Action: Use the Print Repaginate command to paginate the
document.

Print wheel change ignored

Cause: A document you are printing through the Print Queue
requests a font change.

Action: None is required.
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Printer is not ready

Cause: The printer is not responding to a request from MS
Word.

Action: Make sure the printer is connected properly and ready
to print, then retry the command.

Programdisk full

Cause: There is not enough room on the program disc for MS
Word to store the changes you are making in a scratch file.

Action: Use Transfer Save to save your document immediately.
Also save the Glossary and the Style sheet, if you have made any
changes to them. Then use Transfer Clear All to clear the
window(s) and the computer’s memory. The scratch file is also
deleted. Reload your document with the Transfer Load
command and continue working.

Read-only: document may not be edited

Cause: The document you are trying to edit has been loaded
with the read-only option.

Action: If you want to make changes to a document, you must
use Transfer Load to load it without the read-only option.

Reading printer description...

Cause: You have selected a new printer with the Print Options
command.

Action: None is required.

XXXX replacements made.

Cause: You have just used the Replace command to substitute
text in your document. This message reports the total number of

occurrences of the search text which were located and changed.

Action: None is required.



Reserved glossary name

Cause: You have attempted to copy or delete to one of the
reserved Glossary names (page or footnote).

Action: None is required. Retry the operation with another
Glossary name, making sure that the name you choose is not
one of the reserved names.

Response too long

Cause: A response in a command field of the Search or Replace
command exceeds the length limit.

Action: Rephrase your response so that it is shorter.
Saving file...

Cause: MS Word is saving the document you have named with
the Transfer Save command.

Action: None is required. When the main Command menu
returns, the document has been saved and you can continue.

Scrap is empty

Cause: You have asked MS Word to insert text from the Scrap,
but there isn’t anything there.

Action: Make sure you copy or delete text into the Scrap before
you insert from it.

Scratch file full
Cause: The scratch file in which MS Word temporarily stores

the changes you are making to your document contains more
than 64K. No more data can be stored in it.
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Action: Use Transfer Save to save your document immediately.
Also save the Glossary and the Style sheet, if you have made any
changes to them. Then use Transfer Clear All to clear the
window(s) and the computer’s memory. The scratch file is also
deleted. Reload your document with the Transfer Load
command and continue working.

Search text not found

Cause: MS Word cannot find any (or any more) instances of the
search string you have specified.

Action: None is required. If you think the text should have been
found, make sure that you spelled the search text correctly and
that the search options were correctly set. You may want to
change the direction of the search — MS Word searches either
up or down from the current cursor position. Also check the
current selection. If more than one character is selected, the
search is performed only in the selected text.

Searching...

Cause: MS Word is searching for the text you specified with the
Search command or in the Replace command.

Action: Wait for MS Word to finish the search. If you want to
stop the search, press or .

Select option

Cause: MS Word awaits your choice from a list of available
options in a command field.

Action: Choose one of the items by pressing the spacebar or
until the option you want is highlighted; or type the
initial letter of the item you want. If you want to change more
command fields, press to move to the next one. When all
command fields have been changed to your satisfaction, press

[Return].



Select option or type command letter
Cause: You must choose from a menu.

Action: Choose one of the items by pressing or
+ and then pressing ; or type the initial letter

of the item you want.
Setup cannot be changed after loading documents

Cause: You attempted a Transfer Options setup after you had
loaded documents.

Action: Use Transfer Save to save the documents you are
working with. Choose the Transfer Clear All command. After
the command has finished, retry the Transfer Options
command.

Style already defined

Cause: You are in the Glossary. You have attempted to Transfer
Save a Style sheet or use Edit to return to the main Command
menu when more than one style on the Style sheet has the same
usage and variant.

Action: Edit the Style sheet so that each style has a unique usage
and variant.

Style and format conflict

Cause: You are using the Gallery Name command. The usage
which you just chose is inconsistent with the formats set for the
style. For example, if you have a character style and then use the
Name command to change the usage to a division style, the
division style cannot specify character formats, so the style and
format conflict.

Action: Choose a new usage that is consistent with the existing
style usage. Note that the listing of usages is presented in three
groups according to the applicable format categories: characters,
paragraphs, and divisions. If you want to insert a new style with
a different type of usage, use the Gallery Insert command.
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Too many fields in data record

Cause: You are using the Print Merge command with a datafile
containing more fields than are defined in the header record or
header file. Either the data record contains an extra field in the
data record, or a field that contains a comma has not been
surrounded with quotation marks.

Action: Press or and correct the data record

in the datafile. Either remove the extra field in the data record,
or check for commas in fields not surrounded by quotation
marks.

Too many windows

Cause: You have attempted to open one more window than MS
Word allows (the limit is eight).

Action: Close one of the existing windows before attempting to
open the new one.

Unknown field name

Cause: You are using the Print Merge command. The main
document contains a field that is not defined in the header
record of the datafile or in the header file (if one has been named
in the header record of the datafile).

Action: Press or to cancel the Print Merge

command. You can change the field name in the document, or
change the field name in the header file or in the header record
of the datafile.



The appendices provide information you might need in special
situations. You'll find information here about how different

printers work with MS Word, how to use non- standard
printers, how to convert WordStar files to MS Word files, how to
use Print Merge, and how to use the Touchscreen on an HP
Touchscreen Personal Computer.

Appendix A. Capabilities of Standard Printers
Appendix A gives a general description of the generic fonts
available with MS Word, and a list of fonts available for the
currently-supported dot matrix and impact printers.

Appendix B. WordStar Conversion Utility

Appendix B gives instructions for using the WordStar
Conversion Utility. The WordStar Conversion Utility lets you
convert WordStar files to MS Word files.

Appendix C. Print Merge

Appendix C describes and gives instructions for using MS
Word’s Print Merge feature. Print Merge lets you print multiple
versions of a document by combining variable text (such as
addresses) with a standard document (such as a form letter).

Appendix D. The Touch Screen

Appendix D describes the Touchscreen that is available on the
HP Touchscreen Personal Computer and gives instructions for
using the Touch Screen to scroll, select text, move to different
windows, choose commands and activate the function keys.






Capabilities of Standard
Printers

Overview This appendix provides a general description of the generic
fonts available with MS Word, and a list of fonts available for the
popular dot matrix and impact printers that are currently
supported.

For information about printing your documents, see Chapter 8,
Printing Documents. You will also find information about the
Print commands in Chapter 12, Command Directory. For
information about how to use MS Word with parallel and serial
printers and information on connecting your printer, refer to
your printer manual and the owner’s documentation that came
with your computer.

If your printer is not covered in this appendix, and a .PRD file
for it is not provided on the Utilities Disc, you can create your
own .PRD file. For information, look at the file PRINTERS.DOC,
which is included on the Utilities Disc. You can print it out and
add it as an appendix to this manual, if you wish.
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Direct Support Your MS Word program supports at least the printers shown in

to Printers the table below. To use one of these printers, you need to copy
the appropriate .PRD file (Printer Description File) from the
Utility disc that came with your MS Word package onto the
program disc. For more information, see Chapter 8, Printing
Documents.

The table below lists many of the supported dot matrix and
impact printers, with the names of the corresponding .PRD files
on your MS Word disc. Most of the printers listed in the table
below are described later in this chapter. A few are not.
Nevertheless the .PRD files are included on a utility disc.

Dot Matrix Printers -PRD Files
HP ThinkJet THINK]JET
HP LaserJet With Letter Gothic Cartridge HPLASLG
HP LaserJet With Courier Cartridge HPLASCR
HP LaserJet With Proportional Space HPLASPS
Cartridge

HP LaserJet With Prestige Cartridge HPLASPR
HP 150 Integral Printer HP2674A
HP 2932A HP2932A
HP 2934A Office Printer HP2934A
HP 82905B HP82905B
HP 82906A HP82906A
Epson MX-80 with Graftrax-80 GRAFTRAX
Epson MX-80 with Graftrax Plus EPSONMXG
Epson RX-80 EPSONRX
Epson FX-80 EPSONEX
Epson LQ 1500 EPSONLQ
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Dot Matrix Printers .PRD Files
Mannesmann-Tally Model MT-80 MT80
Okidata Microline 92 OKI92
Okidata Pacemark 2350, 2410 OKI2410
Texas Instruments Model 850 TI850
Toshiba P1350 TOSH1350
Impact Printers .PRD Files
HP 2601 A Daisywheel Printer HP2601A
HP 26021 Daisywheel Printer HP2602A
C. Itoh Starwriter FP-1500-45P ITOHSTAR
Diablo Model 620 D620
Diablo Model 630 D630
Diablo Model 630 API D630A
NEC Model 3550 Spinwriter NEC3550
NEC Model 7710 Spinwriter NEC7710
Qume Sprint 11 Plus QUME11
Brother HR Series, HR 15 and HR 35 BROTHER
Toletypes .PRD File
Teletype TTY
Teletype (with backspace) TTYBS
Clear Text (no enhancements) PLAIN
Teletype (daisy whee]) TTYWHEEL

Before you print a document, use the Print Options command to
choose the .PRD file that corresponds to your printer.

Most printers not listed above will produce generally acceptable
output if the TTY.PRD file is used. This is a good choice when
you are in doubt and will probably get you going.

To print a document on any device not listed above, see the file
document PRINTERS.DOC on the MS Word Utilities Disc.
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Fonts  The formats that control the appearance of printed characters in
a document are the font, the font size, and whether the character
is boldface or italic. MS Word lets you print documents on
different printers with different capabilities. You can specify
font information for some commonly used printers, or you can
use the generic, printer-independent specification described at
the end of this appendix.

There are 64 generic fonts divided into several classes, with
names reflecting the way they are intended to be used. Each of
these classes contains a number of variants, designated by a
single letter (for example, Roman a). The classes are:

# Modern fonts. Composed of lines of uniform width, either
without serifs (“sans-serif”’) or with serifs of the same line
quality. Most typewriter fonts are in this class.

# Roman fonts. Classical design with serifs and strokes of
varying width.

% Script fonts. Slanted characters formed from nearly
continuous curved lines.

Decorative fonts. Used for titles.

# Foreign fonts. Greek, Kana, and other foreign character sets.
Fonts that expand the English alphabet by only a few
characters or diacritical marks are not included in this group.

+ Symbol fonts. The character sets in these fonts do not
correspond to any alphabet, but are composed entirely of
special symbols.
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The PRD file specifies which fonts are available for the printer.
The generic fonts, font size, and bold and italic formats are
described. If a printer has already been specified with the Print
Options command, printer-specific font names are
automatically supplied in Style sheets and in any appropriate
command fields, followed by the generic name in parentheses.
For example:

Pica (Moderna)

If the specified printer is changed with the Print Options
command, the font name displayed on the screen changes
according to the definition of Modern a for that printer. If the
font is not defined at all for the specified printer, only the
generic name displays:

Moderna

For any font not defined for a printer, MS Word automatically
substitutes a font in the same class. If no fonts of the same class
are defined, MS Word substitutes a font in the first classification
available. If a font size is not available, the next smallest size
automatically replaces it. If bold or italic formats are not
available, they are ignored in printing.

The following sections describe the fonts available for each of
the supported printers. In general, some characters appear in all
character sets, such as the letters of the English alphabet, the
digits, and punctuation marks, as defined in the ASCII standard.
Other characters differ for different character sets. (See your
printer documentation for the list of characters.)
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Dot Matrix Printers Dot matrix printers have built-in fonts. The names of the fonts
used by MS Word with specific Dot Matrix printers are shown
in the charts below. Font sizes are shown in points.

HP2674A Integral Printer

The following fonts are available for the HP2674A Integral
Printer in the HP Touchscreen Personal Computer:

FONTS SIZES BOLD ITALIC
Pica(Modern a) 8, 12 12 no
Math-Symbols(Symbol a) 12 no no
Line-Draw(Symbol b) 12 no no

The HP2674A Integral Printer (HP Touchscreen Personal
Computer only) does not support italics or double-underline.
MS Word translates these into an underline. The 8-point is
compressed, 12 is normal. The Math-Symbols and Line-Draw
fonts are only available at 12pt. The printer cannot mix different
font sizes on a single line. If you try to mix different font sizes
on a single line, the results might be erratic.

HP82905B Dot Matrix Printer

The following fonts are available for the HP82905B Printer:

FONTS SIZES BOLD ITALIC
Pica(Modern a) 8,12,14,16 12,16 no
PicaD(Modern b) 12 yes no

Note that the font PicaD is printed in the printer’s double-strike
mode. The 8-point is compressed, 12 is normal, 14 is double-
width compressed, and 16 is double-width mode. The
compressed fonts cannot be made bold.
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HP82906A Dot Matrix Printer

The following fonts are available for the HP82906A Printer:

FONTS SIZES BOLD ITALIC
Pica(Modern a) 8,12,14, 16 12, 16 no
PicaD(Modern b) 8, 12,14, 16 12, 16 no
Elite(Modern ¢) 10, 15 no no
EliteD(Modern d) 10, 15 no no
PS (Roman a) 12 Always no

Note that the PicaD and EliteD fonts are printed in the printer’s
double-strike mode. The 8-point is compressed, 10 and 12 are
normal, 14 is double-width compressed, and 15 and 16 are
double-width mode. The compressed font cannot be made bold.
There is no subscript or superscript available with the PS font,
but a fixed-pitch font will automatically be substituted.
Microspace justification is not available with this printer.

HP2932A Dot Matrix Printer

The following fonts are available for the HP2932A Printer:

FONTS SIZES BOLD ITALIC
Cubic{Modern a) 8,12, 16 12, 16 no
Courier{Modern b) 8,12,16 12,16 no
Math-Symbols(Symbol a) 12 no no
Line-Draw(Symbol b) 12 no no

The HP2932A printer does not support italics or double-
underline. MS Word translates these into an underline. Bold is
supported by overprinting. The 8-point font is compressed, 12 is
normal (10cpi) and 16 is expanded mode.
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HP2934A Office Printer

The following fonts are available for the HP2934A Printer. An
asterisk (*) indicates standard fonts internal to the HP2934A

Printer.

FONTS SIZES BOLD ITALIC
Cubic-200(Modern a)* 8,10, 12, 16 yes no
Courier-40(Modern b) 10, 12 yes yes
Courier-200(Modern c¢)* 8,10,12, 16 yes no
Prestige-40(Modern d) 10, 12 yes no
LtrGothic-40(Modern e) 10, 12 yes no
LtrGothic-PS(Modern f) 12 yes no
Cubic-PS(Modern g) 12 yes no
Helv-40(Modern i) 10, 12 yes no
Helv-PS(Modern j) 12 yes no
Courier-PS(Modern m) 12 yes no
Prestige-PS(Roman a) 12 yes no
Kana-8(Foreign b)* 10, 12 yes no
Math-Symbols(Symbol a)* 12 no no
Line-Draw(Symbol b)* 12 no no

The HP2934A Office Printer has four plug-in font cartridge
slots. In order for MS Word to use a specific font, the font must
be plugged into the printer. Italics is a font cartridge and is
selected whenever any font is to be in italics. Bold is supported
by overprinting. If a requested font is not installed in the
printer, the printer chooses a substitute. Double-underline is not
available. MS Word replaces it with an underline.

HP2225 ThinkJet Printer

The following fonts are available for the Think]Jet Printer:

FONTS SIZES BOLD ITALIC
Pica(Modern a) 8,12, 14, 16 12, 14, 16 no
Math symbols 12 no no
Line draw 12 no no
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The ThinkJet Printer does not support italics or double-
underline. MS Word translates these into an underline. The
8-point is compressed, 12 is normal, 14 is expanded-compressed,
and 16 is expanded mode. The Math-Symbols and Line-Draw
fonts are only available at 12pt. The compressed font cannot be
made bold.

HP2686A LaserJet Printer

The Laser]Jet printer has one plug-in font cartridge slot.
Accessory fonts may be plugged into this slot, one at a time.
Therefore, a number of .PRD files are provided. The printer
itself only has one internal font. If no accessory fonts are
installed, bold and italic will be ignored.

The following fonts are available for the LaserJet Printer with
the listed font cartridges:

With HPLASCR.PRD and no Font Cartridge:

FONTS SIZES BOLD ITALIC

Courier(Modern a) 12 no no

With HPLASCR.PRD and HP92286A Font Cartridge:

FONTS SIZES BOLD ITALIC

Courier(Modern a) 12 yes yes

With HPLASPS.PRD and HP92286B Font Cartridge:

FONTS SIZES BOLD ITALIC
Courier(Modern a) 12 no no
Helv(Modern i) 14 always no
TMSRMN(Roman a) 8,10 10 10
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Texas Instruments 850

The Texas Instruments 850 printer’s has the following fonts

available:

FONTS SIZES BOLD ITALIC
Pica (Modern a) 8,12, 14, 16 12, 16 No
PicaD (Modern b) 8,12, 14, 16 12, 16 No

Note that the font PicaD is printed in the printer’s double strike
mode. The emphasized mode is used for bold characters. The 8-
point size is compressed, 12 is normal, 14 is double-width
compressed, and 16 is double-width mode.

The Texas Instruments 850 does not support italics. The
compressed fonts cannot be made bold. MS Word does not
support microspace justification on this printer.

Epson FX-80 and Epson RX-80

The following fonts are available for the Epson FX-80 and Epson
RX-80 printers.

FONTS SIZES BOLD ITALIC
Pica (Modern a) 8,12, 14, 16 12, 16 Yes
PicaD (Modern b) 8, 12,14, 16 12, 16 Yes
Elite (Modern ¢) 10, 15 No Yes
EliteD (Modern d) 10, 15 No Yes
PS (Roman a) 12,16 Always bold Yes
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The fonts PicaD and EliteD are printed in the printer’s double
strike mode. The emphasized mode is used for bold characters.
The 8-point size is condensed, 10 and 12 are normal, 14 is
double-width compressed, 15 and 16 are double-width. There is
no superscript or subscript available with the PS font, but a
fixed-pitch font is automatically substituted.

Note that there is no microspace justification for the Epson RX-
80. Only the Epson FX-80 has the PS font.

The Epson FX-80 will not support page widths wider than 8
inches. Change the page width specification in the
NORMAL.STY Style sheet to reset the default page width to 8
inches.

Okidata Microline 92

The following fonts are available for the Okidata 92 printers:

FONTS SIZES BOLD ITALIC
Pica (Modern a) 8,12,14,16 12,16 No
PicaD (Modern b) 8,12,14,16 12,16 No
Elite (Modern ¢) 10, 15 No No
EliteD (Modern d) 10, 15 No Yes
PicaC (Modern e) 12, 16 No No

PicaC uses the Okidata correspondence quality mode. Microspace
justification is not available.
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Okidata Pacemark 2410

The following fonts are available on the Okidata Pacemark 2410:

FONTS SIZES BOLD ITALIC
Pica (Modern a) 8,12,14, 16 12,16 No
Elite (Modern c) 10, 15 No No
PicaC (Modern e) 12, 16 No No

PicaC uses the Okidata correspondence quality mode. Note that
the 2410 does not have a double-strike mode.

Okidata Pacemark 2350

The following fonts are available on the Okidata Pacemark 2350:

FONTS SIZES BOLD ITALIC
Pica (Modern a) 12,14, 16 12,16 No
Elite (Modern c) 10, 15 No No

Toshiba P1350

The Toshiba P1350 has the following fonts available:

FONTS SIZES BOLD ITALIC
Pica 12,16 Yes No
Courier 12, 16 Yes No
Prestige Elite 10, 12, 15, 16 Yes No

The Toshiba P1350 does not support italics. Bold is implemented
by double-striking.
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Iimpact Printers

On an impact printer, MS Word character formats specify a
printing element which must be mounted manually on the
printer. Printing elements are measured by pitch, the number of
characters per inch. The common pitches are: 10, 12, 15, and PS
or proportional space. In MS Word, fonts are measured by their
size in points. (One point equals 1/72 inch.)

The correspondence between pitch and font size is as follows:

10-pitch 12 points

12-pitch 10 points

15-pitch 8 points

PS 12 points (by convention)

The 10-, 12-, and 15-pitch fonts are called fixed pitch because the
widths of all characters in the font are the same.

In PS (proportional space), some characters are wider than others.

Before printing starts, and every time the italic or font-related
character formats in the printed text change, the following
message appears:

Enter Yafter mounting (font name)

The message gives the name of the correct font to mount, but
MS Word does not check whether you have actually mounted
the correct printing element. So you can substitute a printing
element not listed in the .PRD file for the printer. The
substituted element must be the same pitch as the font listed in
the printer description.

Font changes in documents prepared for impact printers are
rare. Usually the printing element prompt only appears once at
the beginning of the printing. In documents queued for
printing, you cannot change printing formats while printing
documents.
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Boldface is printed on impact printers using the printer’s own
emphasized mode, if any, or by double-striking the bold
characters. Underline, double-underline, and strikethrough are
printed only by the printer hardware or by MS Word
automatically.

Fonts and font sizes available for specific printers are listed
below. The .PRD file for these printers includes the names of the
most popular printing elements. Other elements which have
bold and italic variants are available from catalogs. Fonts not
listed here may be substituted for listed fonts of the same pitch.

If you use PS elements, you must set switches manually on the
operator’s panel of the printer. The correct switch settings
depend on the PS wheel used. (See your printer manual for
instructions.)

A-14 Capabilities of Standard Printers




HP2601A Daisywheel Printer

The HP2601A.PRD file includes descriptions for the most
popular daisywheels. They are not all available from HP. Diablo
630 daisywheels fit and function on an HP2601A and are
available from many suppliers. Unlisted fonts can be substituted
for listed fonts of the same size, as described above. If you use PS
fonts, you must set switches manually on the operator’s panel of
the printer. (See the 2601A Installation and Reference Manual
for instructions.) The following fonts are available for the
HP2601A Daisywheel Printer:

FONTS SIZES
Pica(Modern a) 12
Courier(Modern b) 10, 12
Elite(Modern c¢) 10
Prestige(Modern d) 10, 12
LetterGothic(Modern €) 8, 10
GothicPS-88(Modern f) 12
CubicPS-96(Modern g) 12
Titan(Modern h) 10,12
OCR-A(Modern o) 12
OCR-B(Modern p) 12
BoldPS-88(Roman a) 12
TrendPS-88(Roman b) 12
RomanPS-88(Roman i) 12
Script(Script a) 10
ScriptPS-88(Script b) 12
Narrator(Decor a) 12
Emphasis(Decor b) 12
Kana(Foreign b) 10, 12
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HP2602A Daisywheel Printer

The HP2602A.PRD file includes descriptions for the most
popular daisywheels. They are not all available from HP. Diablo
620 daisywheels fit, and most function, on an HP2602A. They
are available from many suppliers. Unlisted fonts can be
substituted for listed fonts of the same size, as described above.
These daisywheels self-identify when changed; pressing the
RESET button on the operator’s panel of the printer is all that is
needed. (See the 2602A Owner’s Manual, HP# 02602-90001.)
The following fonts are available for the HP2602A Daisywheel

Printer:

FONTS SIZES
Pica(Modern a) 12
Courier(Modern b) 10, 12
Elite(Modern c) 10
Prestige(Modern d) 10, 12
LetterGothic(Modern €) 8, 10
GothicPS(Modern f) 12
OCR-B(Modern p) 12
BoldfacePS—ASCII(Roman a) 12
ModernPS(Roman b) 12
RomanPS(Roman i) 12
Script(Script a) 10
Orator(Decor a) 12
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NEC Spinwriter Model 3550 and 7710

The following fonts are available for the NEC Spinwriter

Models 3550 and 7710:

FONTS SIZES
Pica(Modern a) 12
Courier(Modern b) 12
Elite(Modern c) 10
Prestige(Modern d) 8,10
Gothic(Modern e) 10
OCR-A(Modern o) 10
OCR-B(Modern p) 10
BoldPS(Roman a) 12
EmperorPS(Roman b) 12
TimesRoman(Roman i) 10, 12
Script(Script a) 10
Focus(Decor a) 12
Greek(Foreign a) 10
Kana(Foreign b) 10, 12
Russian(Foreign e) 12
Symbol(Symbol a) 10, 12
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Daisywheel {Qume Sprint 11, C. Itoh Starwriter,
Diablo 620, 630, 630 API)

The printer descriptions include the most popular daisywheels.
Unlisted fonts may be substituted for listed fonts of the same
size, as described above. If you use PS, you must set switches
manually on the operator’s panel of the printer. (See your
printer manual for instructions.)

FONTS SIZES
Pica(Modern a) 12
Courier(Modern b) 12
Elite(Modern c) 10
Prestige(Modern d) 10, 12
LetterGothic(Modern e) 8,10
GothicPS(Modern f) 12
CubicPS(Modern g) 12
Titan(Modern h) 10,12
OCR-A(Modern o) 12
OCR-B(Modern p) 12
Bold PS(Roman a) 12
TrendPS(Roman b) 12
RomanPS(Roman i) 12
Script(Script a) 10
ScriptPS(Script b) 12
Narrator(Decor a) 12
Emphasis(Decor b) 12
Kana(Foreign b) 10, 12
Hebrew(Foreign c) 10
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TTY and TTYBS
Printers

The .PRD file TTY can be used for any TTY printer without
backspace; the .PRD file TTYBS can be used for any TTY printer
with backspace. This .PRD file can also be used for printers not
directly supported by MS Word.

The only available font is:

FONTS SIZES
Pica (Modern a) 12

Note that TTY and TTYBS print only the bold, underline, and
strikethrough character formats. Underline is substituted for
double underline and italics. Microspace justification and
fractional line spacing are rounded to integral spacing.

TTYWheel

The TTYWheel is a generic daisy wheel printer which will use
one or more of the following fonts. Bold is done with two passes.
Italic is done with a wheel change. Underline is substituted for
double underline.

FONTS SIZES
compute!

Pica (Modern a) _Museum 12
Courier (Modern b) 12
Elite (Modern c) 10
Prestige (Modern d) 10, 12
Letter Gothic (Modern €) 8, 10
Gothic PS (Modern f) 12
Cubic PS (Modern g) 12
Titan (Modern h) 10, 12
ORC-A (Modern o) 12
ORC-B (Modern p) 12
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FONTS SIZES

Bold PS (Roman a) 12
Trend PS (Roman b) 12
Roman PS (Roman c¢) 12
Script (Script a) 10
Script PS (Script b) 12
Narrator (Decor a) 12
Emphasis (Decor b) 12
Kana (Foreign b) 10, 12
Hebrew (Foreign c) 10

Plain  The PLAIN.PRD file provides Clear Text output. All
enhancements such as bold, underline, strikethrough and so on
are ignored and text is printed in the one available font, Pica
(Modern a) at 12 pt. Plain can be used for sending information
into an electronic mail system or when a text-only copy of a
document is needed.
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WordStar Conversion Utility

Overview

Using Convert

The MS Word program disc contains a program called Convert
that converts WordStar document files to Microsoft Word
documents. WordStar “nondocument” files can be loaded for
editing with the Transfer Load command; no conversion is
necessary.

The Convert program will convert most WordStar formatting
information to the equivalent MS Word direct formats. The
main exception is dot commands. Convert does not process the
formatting information contained in WordStar dot commands.
Instead, Convert generally flags these dot commands by
inserting three asterisks in the MS Word document wherever a
dot command occurs. For instance a . HE” command in a
WordStar file would be converted to “*** HE” in the MS Word
file. This makes it easy for you to search your document in MS
Word, find the WordStar dot commands, and then insert
whatever formatting information the commands contained.

To convert a WordStar file to an MS Word document:

1. Insert the MS Word Utilities Disc.
2. Select and start the Word Convert application from P.A.M.

3. Convert asks you to type the name of the WordStar file
you want to convert.
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4. Place the disc containing the WordStar file in any drive
and the disc that will contain the MS Word document in
any other drive. If you have only one disc drive, the MS
Word document will be written to a file on the same disc
that contains the WordStar file. Do not remove the disks
until conversion is complete.

8. Type the name of the WordStar file. You may include a
drive designation. You must include the extension if the
filename has one.

6. Press[Return]. Convert asks you to type a name for the new
MS Word document.

7. Type a name for the new MS Word document.

The name may not have an extension. You may include a
drive designation.

8. Press [Return].

9. Convert now asks you to specify the document’s width.
Standard WordStar documents have a right margin width
of 65 characters. If you used the standard width in
WordStar, you need not specify anything; Convert will
assume the standard width. However, if you used a
nonstandard right margin width in WordStar, you need to
specify this width. The value you enter should be identical

e (o~

to the number used in WordStar’s “set right margin
OR) command.

Once you have entered this number, or decided that the
standard width is fine, press [Return].

Convert displays a message telling you when the
conversion is complete. It also asks you for the name of
another WordStar file to convert.

10. If you wish to convert another file, repeat the above

procedure. If not, press or to quit.
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Overview

Using Print Merge

This appendix tells you how to use Print Merge to produce
multiple versions of documents, such as form letters. Merging
combines the text of a main document with a datafile that
contains the text that will vary in each copy of the document.
These datafiles can be prepared with MS Word, or they can be
ASCII files from other application programs, such as dBasell®*.

You can also use Print Merge to combine two or more
documents, use different text in different versions of a
document, and enter text at the keyboard while you are printing
documents.

Before you use Print Merge, you may want to skim through the
contents of this appendix to become familiar with the Print
Merge capabilities.

* dBasell® is a registered trademark of Ashton Tate.
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Basic Steps in
Using Print
Merge

When you print a document with Print Merge, follow these
basic steps:

1. Prepare the main document. Create and format the text of
the main document just as you would any document.
However, you will also enter special field names to tell MS
Word where to insert the variable text for each copy of the
document when it is printed. You also enter special
instructions to MS Word, such as where to find the
variable text that will be inserted.

2. Prepare a datafile containing the text to be inserted in each
copy of the document.

3. Use the Transfer Load command to load the main
document.

4. Use the Print Merge command to print all the versions of
the document. Instructions for using Print Merge are
shown below.

Preparing the
Main Document

Specifying Field
Names

C-2 Using Print Merge

After you've created and formatted your main document, you
enter field names in it that tell MS Word where to insert variable
text and enter instructions that tell MS Word where to find the
variable text.

A field name is the name of a list of variable information which
will be inserted in the document. When you prepare your main
document, type the field name in the place in the document
where you want the variable information to be printed. Each
field name must be surrounded with the symbols << and
>>>. The field name corresponds to a field in the datafile.

To insert the << symbol:

1. Hold down and press the (] key.



To insert the >> symbol:

1. Hold down and press the (1] key.

For example, you could prepare a form letter that begins like
this:

Dear << name=>>>,

Spencer Ceramics has received your order for << quantity>>
< <<item>>.

In this example, there are three fields: name, quantity, and item.
When the document is printed with the Print Merge command,
each of these three fields is replaced by a real name, quantity,
and item supplied from a datafile. You can print any number of
copies of this letter, each with a different name, quantity, and
item filled in automatically.

The first copy of your letter might read:

Dear Mr. Smith,

Spencer Ceramics has received your order for three lawn fawns.
The second copy of your letter might read:

Dear Joe,

Spencer Ceramics has received your order for two dozen gold-
speckled boomerang ashtrays.

The third copy of your letter might read:
Dear Miss Mannerly,

Spencer Ceramics has received your order for 38 Presidential
Commemorative Bread-and-Butter Plates.
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Specifying
Instructions

C-4 Using Print Merge

When you enter fields names, keep in mind that:

# The text inserted in the main document will have the same
formatting characteristics as the first character of the field
name.

# Extra spaces outside fields will appear in the printed
document.

# Extra spaces inside fields will be ignored.

In addition to field names, you can also specify instructions,
which provide other information at print time. Like fields,
instructions are separated from the surrounding text with the
symbols << and >>.

To tell MS Word which datafile contains the text you want to
insert in the main document, use the DATA instruction. For
example, if the datafile containing your customer orders is
named ORDER.DOC, type the following data instruction at the
beginning of your form letter:

<< DATA ORDER.DOC> >

If the datafile has an extension in its name, give the full name in
the DATA instruction.

If no extension is specified, MS Word appends .DOC to the name
of the header or datafile. However, if a period is used as the last
character of the name, no extension is added.

For information on special instructions that let you do more
than simple inserts with Print Merge, see Using Print Merge
Instructions, later in this chapter.



Preparing the
Datafile

The datafile can be an ordinary document prepared with MS
Word, any ASCII file, or the ASCII output of a database
program, such as dBasell.

In each datafile there are one or more data records. Data records
have the following format:

% Each data record can have up to 256 fields.

# Fields in the data record must be separated by a comma (,) or
a Tab character.

+ Each data record must end with a paragraph mark (RETURN
character).

# The first data record of a datafile is normally a special header
record that names the fields for the data records that follow.
These field names correspond to the fields in the main
document.

# Field names must be less than 65 characters long.

# Fields containing the actual data in the data records must be
entered in the same order as the field names in the header
record. Field names do not need to appear in any special
order in the main document.

% Fields that contain commas or quotation marks must be
surrounded with quotation marks. Quotation marks within
field values must be doubled.

For example, the datafile for the letter in the previous example
would look like this:

name, quantity, item
Mr. Smith, three, lawn fawns
Joe, two dozen, gold-speckled boomerang ashtrays

Miss Mannerly, 38, Presidential Commemorative Bread-and-
Butter Plates
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Using the Print
Merge
Command
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The first line of this datafile is the header record, containing the
three field names Name, Quantity, and Item. The next three
lines are data records, containing the information to be supplied
for each copy of the merged document.

To use quotation marks in a field, you must type two sets of
quotes. For example, to print the following text in the form

letter:

# Presidential Commemorative “Bread-and-Butter” Plates

Type this in the datafile:

“Presidential Commemorative " “‘Bread-and-Butter” ” Plates™

To prevent Print Merge from reading a comma as a field
separator, you must surround any field containing a comma in
quotation marks. For example, your data record might read:

“Jones, Inc.”, five, coffee mugs

Otherwise Print Merge reads “Jones” and “Inc.” as two fields.
The quotation marks will not appear in the printed document.

4

After you finish preparing your documents and datafile, use the
Transfer Load command to load the main document. Then
choose the Print Merge command and press [Return]. You will
see the message:

Merging...

The copies of the document are printed as the document is
merged with the data.



Using Database
Programs with
Print Merge

Using Header Files

Preparing a Datafile
With dBasell

You can use Print Merge with database programs, such as
dBasell. The output of database programs can be used directly as
datafiles.

You can place a header record in a separate header file. Separate
header files are useful if your datafile is the output of another
program, such as a database program. You can change datafiles
and still use the same header file to provide the field names.

A header file should look like the header record of a datafile. For
example, if you put the header record in the previous example
in a header file, the header file would like this:

name, quantity, item

Header files must be named along with the datafile in the DATA
instruction. For example, if the header information for the
datafile ORDER.DOC is in a file called ORDERHEDOC, then
insert the following DATA instruction in the main document:

< <<DATA ORDERHF.DOC, ORDER.DOC> >

If you are working with a database management program like
dBasell, you can use these data records as a datafile for a
document prepared with Print Merge. To prepare a datafile with
dBasell, follow these steps:

1. Prepare a header file for the datafile. This header file
should contain the names of the fields in the data records
in the same order they appear in the datafile. Once you
have created the header file, you won’t have to change it
each time you use different data records.

For example, you might have a header file called
CUSTOMHFE.DOC, containing the fields:

name, address, city, state, zip
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2. Select the data records from the database and save them as
an ASCII file.

For example, you might have a dBasell database called
“CUSTOMER”. Suppose you want to send a special catalog
supplement to only those customers of Spencer Ceramics
who live in Seattle. Use the following dBasell commands
within the dBasell program to select the data records:

~USE CUSTOMER

~LOCATE FOR CITY="SEATTLE’

~COPY TO SEATTLE.DOC DELIMITED WITH ™
~QUIT

Now you have a datafile named SEATTLE.DOC,
containing the names and addresses of customers living in
Seattle.

3. Insert a DATA instruction in the main document to specify
the names of the header file and datafile:

< <DATA CUSTOMHF.DOC, SEATTLE.DOC>>

If you later decide you want to send the letter to customers
living in New York City, use the the same dBasell
commands to produce a NYC.DOC datafile:

~USE CUSTOMER

~LOCATE FOR CITY="NEW YORK’
~COPY TO NYC.DOC DELIMITED WITH
~QUIT

You can use the same header file and the same form letter.
Just replace the name of the datafile in the DATA
instruction:

<<DATA CUSTOMHEDOC, NYC.DOC>> .

Using Print Whenever you print documents with Print Merge, you use the
Merge DATA instruction to tell MS Word where to find datafiles. You

- can also use other instructions to tell MS Word to perform more
Instructions complicated merging tasks.
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Inserting Text
Conditionally with
IF and ELSE

You may also want to use different text in different copies of the
document. You can use the instructions << <<IF>>>,
< <<ELSE>>>, and <.<<ENDIF>> to do this.
For example, suppose you want to tell some of your customers:
Your order will be shipped within thirty days.
To others you want to say:
Due to unexpected demand, we are currently out of stock.
Prepare the text of the paragraph in the document like this:
<IF out-of-stock ="yes”>> Due to unexpected demand, we
are currently out of stock. << <<ELSE>>> Your order will be
shipped within thirty days. << <<ENDIF>>
MS Word looks in the ORDER.DOC datafile for the contents of
the out-of-stock field. If Yes appears in this field, the text after IF
is printed. If the field is empty, or contains something else,
whatever follows ELSE before the ENDIF instruction is printed
in that copy of the document.
The ORDER.DOC file might look like this:
name, out-of-stock, quantity, item
Mr. Smith, yes, three, lawn fawns
Joe, no, one dozen, gold-speckled boomerang ashtrays
MS Word prints the text after the IF instruction, if text in the
out-of-stock field is Yes. If the field is empty or contains other
text (for example, No), the text after the ELSE is printed. Mr.

Smith will get a letter saying:

Due to unexpected demand, we are currently out of stock.
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Joe will get a letter saying:
Your order will be shipped in thirty days.

You can also check whether a field is null in the current data
record (for example, two consecutive commas). Thus, the
example above could be re-phrased: << <IF backorder>>Due
to unexpected demand... <<<<ELSE>>> your order will be
shipped...<<<ENDIF> >

You could then have the actual backorder values in the data
record. This test would simply check for any value for
“backorder”; if there is any value, the test is true (regardless of
what the value is).

The IF instruction does not replace an ELSE instruction. For
example, if you want to send Christmas catalogs to only those
customers who placed large orders in the preceding year, you
could prepare the following text:

< <IF preferred ="yes”>> We are sending you our 1984
Christmas catalog under separate cover. << <<ENDIF> >

Then, create a “preferred” field in your datafile:
name, preferred, out-of-stock, quantity, item
Mr. Smith, yes, yes, three, lawn fawns
Joe, no, no, one dozen, gold-speckled boomerang ashtrays

Mr. Smith’s letter will contain the announcement of the
Christmas catalog, but Joe’s will not.

You can also use IF instructions to insert text if the contents of a
field in a datafile has a certain numeric value. Print Merge
recognizes three operators: greater than (>), less than (<), or
equal to (=). The numeric values must be integers. MS Word
compares the value in the field to the value in the IF instruction.



For example, instead of sending a Christmas catalog to
customers with a “yes” in the “preferred” field, you could use an
instruction like this in the main document:

< <IF purchase>50>> We are sending you our 1984
Christmas catalog . . .

Then, put a “purchase” field in your datafile:
name, purchase, item
Mr. Smith, 99, lawn fawns
Joe, 29, ashtrays

MS Word prints the announcement of the Christmas catalog in
Mr. Smith’s letter, because the value of his purchase (99) is
greater than 50. Joe will not receive a Christmas catalog because
the value of his purchase (29) is less than 50.

As with text included in fields, you can include commas or tabs
in a field value if the field is surrounded by quotes (“'). You must
use two quotes (with no space separating them) for every quote
that is to be included.

Field values take on the formatting characteristics of the first
character after the << symbol, which may or may not be the
first character of the field name. You can also use a paragraph
mark ¥ instead of the >>> symbol. This is useful for keeping the
instruction on a line by itself. For example:

< <IF purchase>>>50 (f) We are pleased that you have
submitted such a large order...(Y)< <<ENDIF(P)

(P) is used to indicate the end of a paragraph in this section.
If you put the paragraph mark after the ENDIF statement such

as < <ENDIF>>(P) and the IF instruction is false, the
paragraph mark (and all paragraph spacing) is included.
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Printing Variable
Line Addresses
with IF

Entering Text with
SET and ASK As You
Print

C-12 Using Print Merge

There are two easy ways to deal with a set of addresses that do
not have the same number of lines. The simplest way is to use a
single field, such as Address for the entire address. For every
line of the address that is not the last line, press +
to add a new line. For example:

linel
line2
line3
line4

You would then just include < <<address(P) in your main
document.

However, sometimes you may want to identify the lines
individually. Perhaps at some point, you may want to do a
conditional test on the zip code and then will have to deal with
addresses that have a variable number of lines. The address is
broken into individual fields, such as: linel line2 line3 line4

Within the main document you can conditionally process the
extra lines using the IF statement. For example:

< <linel>>(P) < <line2>>(P) < <line3>>(P) << <IF line
4> > < <line4>>(P) <<ENDIF>>(P) .

Two instructions let you enter text as you print the document:
SET and ASK. If you put either of these instructions in your
document, you are prompted to type the text when you print
the copies of the document.

The SET Instruction

The SET instruction prompts you to enter the text for a field
once, for all copies of the document. The ASK instruction
prompts you to enter new text for each copy of the document
printed.



For example, you can add a SET instruction to the text of the
letter in the example above:

< <DATA ORDER.DOC>> < <SET date=?>>
< <<date>>> Dear <<name>>>>, Spencer Ceramics has
received your order for...

At print time, you will see the message:

Enter text:
Type the date as you want it to appear on all copies of the letter.

You can also use the SET instruction to set the contents of a field
for all copies of a document in the main document itself. For
example, you could use the instruction:

<(<SET date=1/15/85>>

You will not be prompted to enter text when the document is
printed. Instead, 1/15/85 will be printed on all copies of the
document. You can use the SET instruction in this way for
documents that require periodic updates.

The ASK Instruction

Use the ASK instruction to enter new text for each copy of the
document. Like the SET instruction, the message is:

Enter text:

For example, instead of supplying the name of the item from a
datafile, you can enter it when you are ready to print the
document:

< <<DATA ORDER.DOC>> <<<SET date=7>> <<CASK
item=7?>> < <{date>> Dear << <{name>>>>, Spencer
Ceramics has received your order for <<item>>>. ..
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Inserting Text From
Several Data
Records with NEXT
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When you print this letter, you will be prompted once to enter
the date for all copies of the letter. You will also be prompted to
enter the item for each copy of the document to be printed.

Creating Your Own Prompt for SET and ASK

You can replace the message “Enter text” with your own
optional prompt for either SET or ASK instructions. To do this,
you might type:

Spencer Ceramics has received your order for << <<ASK
item =?item ordered:>>>

When you print you'll see the following message:
itemordered:

The prompt you use in an ASK instruction can contain a field,
surrounded by < < and >>. When the document is merged,
the contents of this field will be displayed on the screen with the
prompt text to help you identify which record in the datafile is
current.

Usually, you'll use one data record for each copy of a form letter.
However, sometimes you might want to insert text from more
than one data record in a single copy of the document. To do
this, use the NEXT instruction. The NEXT instruction tells MS
Word to go to the next data record in the datafile for the contents
of the fields.

For example, you might have a large datafile named EMPLOY
beginning with the following records:

employee, job, wage
Charles Jones, casting, $5.25

Myrtle Peterson, glazing, $6.50



Libby LaChapelle, ceramic designer, $14.00
Josiah Carberry, consultant, $50.00

You could quickly produce a summary by creating a main
document that begins like this:

<<DATA EMPLOY.DOC> > Personnel Summary

EmployeePositionWage ($Hr.)

< <employee> > < <job>> < <wage>>

< <NEXT>> < <employee> > < <job>> << <wage>>
< <NEXT> > <<<<employee> > < <job> > << <<wage>>
< <NEXT> > < <employee> > << <job> > << <wage>>

When you use the Print Merge command, you will get a
Personnel Summary report formatted with four records to the
page, such as:

Personnel Summary

Employee Position Wage

Charles Jones casting $5.25

Myrtle Peterson glazing $6.50

Libby LaChapelle ceramic designer $14.00

Josiah Carberry consultant $50.00

Later, you can update the Personnel Summary from the
information in the EMPLOY.DOC datafile.

You can use the NEXT instruction to format more than one
record per page. For example, if you have several data records,
you can format them four to a page for a report if you wish. If
you don’t want blank lines between each data record, the NEXT
instruction should be on the same line as your first field.
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Printing Mailing  with MS Word, it is very easy to print mailing labels three to a

Labels With NEXT

Inserting One
Document Into
Another with
INCLUDE

C-16 Using Print Merge

page with the same technique used for printing text in multiple
columns.

1. Use the Format Division command to indicate how many
columns you want to print.

2. Adjust the space between: value for your particular label
sheet.

3. For each column of labels you want to print, put a separate
label occurrence in the main document.

< <<DATA labels>> < <address>>
< <NEXT> > < <<address> >
< <NEXT>> < <<address>>

4. Put DATA and NEXT instructions on the same line as the
address to prevent an extra line between addresses.

If you choose to break your mailing address into more fields, be
sure to separate each field with either + for a new
line or for a new paragraph. Note also, that each label
should have the same number of lines in it to format properly.

You can also use Print Merge to insert the text of another
document into the main document. This text can be a simple
boilerplate paragraph you'd like to include in every version of
your document or the ASCII output of another program, such as
a spreadsheet. You can merge the contents of any ASCII file into
a document. This is like using the Transfer Merge command to
combine two or more files at print time.

To insert one document into another, use an INCLUDE
instruction containing the name of the document to be inserted.
This instruction should be inserted at exactly the place in the
main document where you want the second document to be
inserted.



For example, you might want to incorporate a worksheet into a
report:

The sales projections for the second quarter are summarized
in the following table: <<<<INCLUDE SHEET1.DOC> >

You can insert any number of documents into a main document.
For example, you can create a file to print all the chapters of a
report sequentially. Your main document might look like this:

< <<INCLUDE CHAP1.DOC> > <<INCLUDE
CHAP2.DOC> > <<INCLUDE CHAP3.DOC> >

If you have made any changes to the chapters of the document,
MS Word repaginates the chapters as it prints them.

You can even insert documents within other inserted
documents. For example, in CHAP1.DOC in the example above,
you can add other INCLUDE instructions:

< <INCLUDE BOILER.DOC>> This report summarizes
sales for the quarter. << <INCLUDE TABLE4.DOC> >

These inserted documents can contain Print Merge fields, if the
text is to be inserted from the same datafile named in the main
document. Documents inserted with INCLUDE instructions
cannot contain DATA instructions naming new datafiles. You
may find INCLUDE instructions useful for organizing long
projects consisting of many document files. However, it is
somewhat slower to merge multiple documents than it is to
print a single long document.
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Summary of
Print Merge
Instructions
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The following is a summary of Merge instructions. Brackets ([ ])
mean that the entry is optional.

s <(<CASK field= ? [PROMPT]> > You are prompted for the

contents of the field when the document is printed. If you
prefer, you can specify the prompt message.

% < <<DATA HEADER FILE,] DATAFILE> > The contents of

the fields are supplied from the records in the datafile. The
names of the fields are taken from the header file, if one is
named. Otherwise, the first record in the datafile is read as
the header.

# <<<IF FIELD>>TEXT...<<<<ENDIF>> Text will be

inserted if field is present in the data record.

# <<<IFFIELD="STRING"”> >text...<<<<ENDIF>>> The text

between < <JF>> and <<<{ENDIF> > is inserted if the
contents of the field are the same as the “string”.

# <<IF FIELD="STRING" > > text...<<<<ELSE> >

text...< <ENDIF>> The text between <<<<IF>> and

< <ENDIF>>> is inserted if the contents of of the FIELD are
the same as the “"STRING”. Otherwise the text after

< <<ELSE> > is inserted.

# <<<IF FIELD OPERATOR VALUE>>TEXT...

< <<ENDIF>> The text between <<IF>>> and

< <<ENDIF> > is inserted in the document, if the contents
of the FIELD have the relationship to the VALUE expressed
by the operator. Otherwise, the text is not inserted. The
operators greater than (> ), less than (<), and equal to (=)
can be used in <<<<IF>> instructions. The value must be an
integer.

s << <IF FIELD OPERATOR VALUE> > text.. << <ELSE>>
TEXT..<<ENDIF> > The text between <<<<IF>> and

<< <ELSE> > is inserted, if the contents of the field have the
relationship to the Value expressed by the operator. The value
must be an integer. Otherwise, the text after < <<ELSE>>> is
inserted.



i <<<INCLUDE FILENAME> > Inserts the text of

FILENAME in the document.

< <NEXT>> Merge goes onto the next data record in the
datafile, instead of waiting for the next copy of the document
to be printed. )

< <<SET FIELD=VALUE>>> Sets the contents of the FIELD
to VALUE for every copy of the document.

% <C<<SET FIELD=7?[PROMPT]>> You will be prompted to
set the contents of the FIELD when the file is merged. The
contents of the FIELD are set for every copy of the document.
If you prefer, you can specify the prompt message.
# < <<FIELD=7?{PROMPT]>> You will be prompted to set
the contents of the FIELD when the file is merged. The
contents of the FIELD are set for every copy of the document.
If you prefer, you can specify the prompt message.
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D The Touchscreen

Overview If your personal computer has a Touchscreen, many of MS
Word’s features are available at a touch. Using your finger or the
eraser end of a pencil, you can scroll through a document, select
text, move to a different window, choose commands and activate
the function keys.

Scrolling You can use your Touchscreen to scroll to different parts of a
document.

To scroll vertically with a Touchscreen:

1. Touch the left window border.

2. Slide your finger or pencil down the window border to the
place you want to locate in your document.

Touching the top of the window border moves you to the
first page of your document.

Touching the bottom of the window border moves you to
the last page of your document.

Touching the middle of the window border moves you to
the middle page of your document and so on.

3. Lift your finger or pencil.
MS Word displays the associated page of your document.
4. Touch a portion of the text that is now on the screen.

This places the selection in text that is now in view.
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Selecting Text

D-2 The Touchscreen

If you don't touch a portion of the text now in view to select it,
the selection remains in the same position as before you scrolled.
Pressing any key will then return you to the text that was on the
screen before you used the Touchscreen to scroll.

To scroll horizontally with a Touchscreen:

1. Touch the top window border.

2. Slide your finger or pencil across the window border in
the direction you want to scroll:

Sliding your finger to the left edge of the window border
brings the left edge of text into view.

Sliding your finger to the right edge of the window border
brings the right edge of text into view.

3. Lift your finger or pencil.

The text scrolls horizontally in the window.

You can only scroll horizontally if the text is wider than the
window.

You can use the Touchscreen to select any amount of text in a
document.

To select text with a Touchscreen:

1. Touch the first word of the text you want to select.

2. Slide your finger or pencil to the last word of the text you
want to select.

3. Lift your finger or pencil.
The text you touched is now highlighted.



Moving the When you have more than one window open and want to move

Cursor to a toa dlffgrent Wll.'ldOW to enter or edit text, you can simply touch
- a word in the window you want to move to.

Different

Window To move to a new window with the Touchscreen:

1. Touch a word in the window you want to move to.

The word highlights to show that the window is active.
You can now work on the text in the new window.

Choos“‘g a You can choose commands and subcommands with the
Command Touchscreen.

To choose commands or subcommands with a Touchscreen:

1. Touch the command or the subcommand on the
Command menu or subcommand menu.

The command or subcommand highlights.

If the wrong command or subcommand highlights, move
your finger or pencil until the correct command or
subcommand highlights.

2. Lift your finger or pencil.

MS Word acts on the command.
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Activating the
Function Key
Labels

D-4 The Touchscreen

With a Touchscreen, you can touch the function key labels on
the screen to activate their functions. Touching a function key
label produces exactly the same results as pressing the function
key that corresponds to the label. For information about the
function keys and labels, see Chapter 11, Special Keys Directory.

To activate a function key label with the Touchscreen:

1. Touch the function key label on the screen.



Glossary

Alpha. The command which activates the text window. Choose
it when you want to type new text.

Alignment. The horizontal position of text within the width of
the line. Text can be aligned with the left margin, the right
margin, centered between the left and right margins, centered
between tab stops, or justified to align with both the left and the
right margins.

Arrow Keys. The Up, Down, Left, and Right keys which are
used to scroll in a document and select text.

Break. A place where text is deliberately stopped and a new
start follows. Examples of breaks are word breaks, line breaks,
paragraph breaks, page breaks, and division breaks. See also
Hard Break, Soft Break.

Case. The forms of letters, either capitals (uppercase) or small
letters (lowercase).

Character. Any number, letter, punctuation mark, symbol, or
special mark (e.g., @, 1, *, %, $) you can type as text.

Command. An instruction to MS Word chosen from a
Command menu. Some commands do something as soon as you
choose them and press (Retun]. Others show you a menu of
subcommands and/or one or more command fields where you
give MS Word more information about what you want the
command to do. See also Command Field.

Command Area. The area below the text window on the MS

Word screen. It contains the Command menu, Message Line,
Status Line.
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Command Field. A space on a Command menu, preceded by a
field name and a colon, where you give MS Word more
information about what you want the command to do. Most
command fields show you proposed responses. You can replace
or edit these responses to fit your needs. See also Proposed
Response.

Command Menu. The two lines under the text window on the
MS Word screen that display a list of commands. See also main
Command menu, and Gallery menu.

Copy. To use the Copy command to place text in the Scrap or in
the Glossary without removing the text from its original place in
the document.

Cursor. The highlight in the text window that indicates where
text will be inserted when you type or edit a document. Text is
always inserted in front of the cursor. You can extend the cursor
highlight to select portions of text. See also Select, Selection.

Cut and Paste. Creating or editing a document by combining
documents and parts of documents.

Default Drive. The disc drive on which MS Word will look for
a file, unless you specify a different drive.

Delete. To remove text from a document and place it in the
Scrap or in the Glossary using the Delete command or

(Delete Line |. Text can also be deleted with [Backspace], but it is not

then saved in either the Scrap or the Glossary. See also Glossary,
Scrap.

Direct Formatting. Assigning a format directly to selected text
using the function keys, key combinations or the Format

commands in the main Command menu.

Directory. The list of files on a disc.



Division. A section of a document (for example, the table of
contents or a chapter) which uses the same page layout formats
(for example, top and bottom, left and right margins, and page
number positioning). Formatting of each division is done with
the Format Division command. Divisions are separated by
division marks.

Document. In MS Word, a document includes the text and its
formatting instructions. Common types of documents are
letters, reports, memos, pamphlets, and brochures. Documents
are stored in files on disc.

Editing Key. Any key that makes an editing change, such as
[Delete Line ], [ Insert Line |, [ Delete Char |, [ Insert Char ], and [ Backspace ] .

Extend. To lengthen the size of selected text, using and
the Arrow keys.

File. A unit of information stored on disc. In MS Word,
documents are saved as files. The Transfer commands, which
transfer files between disc and memory give you access to files.

Font. The design of the characters in which text is displayed or
printed, such as Century Schoolbook or Helvetica. MS Word lets
you specify different fonts for your printed documents. Font
includes such details as whether text is plain, bold, or italic.

Format. The arrangement and appearance of text. In MS Word,
you can format directly or with Style sheets.

Function Keys. The eight keys labeled through on the
top row of the keyboard. The panel of function key labels on the
bottom of the MS Word screen shows what the function keys
do. Some of the function keys start a function as soon as you
press them and others show you a new set of function key
labels. As the function key labels change so do the actions
initiated by the function keys.
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Function Key Labels. A panel of labels across the bottom of the
MS Word screen that show what the function keys do. See also
Function Keys.

Gallery Menu. A menu of commands used to work on Style
sheets. You can see the Gallery menu by choosing the Gallery
command from the main Command menu.

Glossary. A special file in which you can store text so that you
can insert it in a different place in a document or in a different
document.

Gutter Width. The inner margins of facing pages of a
document. Often these margins must be wider than the outside
margins to allow extra space for binding.

Hard Break. A page break or carriage return that you enter by

pressing the + or just the keys. MS Word

will always observe these breaks. See also Soft Break.

Heading. A title of a document or division of a document, often
requiring a different font than the body of the text. Not to be
confused with running heads. See also Running Head.

Help. A command that displays information about how MS
Word works. You can view the Help text by choosing Help from
the Command menu, the function keys, or by pressing

+ (H].

Highlight. Emphasis used on the screen to indicate command
choices, text selections, active window numbers, and active
command fields.

Horizontal Scroll. To move horizontally within a document
that is wider than the window, so that parts of the document
outside the window to the right or left come into view.



Indent. The distance between the beginning or end of a line and
the left or right page margins. Indents normally make text
narrower than the margins. Three indents are associated with
each paragraph—Ileft, right and first line. The first line of each
paragraph may be indented by giving it a positive
measurement, or outdented by giving it a negative indent
measurement. (The latter is also called a hanging indent.) A zero
(0) indent measurement aligns the first line with the other lines
in the paragraph.

Insert. To place text in front of the cursor in a document.
inserts text from the Scrap. The Insert command
inserts text from the Scrap or from the Glossary.

Justified. Text whose right and left edges are flush with the
right and left margins or indents. MS Word enlarges the spaces
between words so that the text fills the whole line evenly. See
also Ragged.

Keep. An instruction to keep all of the specified text together
(usually a paragraph or table) on one page when a document is
printed.

Key code. One or two characters you can use to assign a format
to selected text. In addition to predefined key code
combinations, you can also define new key codes with Style
sheets.

Leader character. A character used to fill a tab character (e.g.,
dots), which helps to draw the reader’s eye across columns, as in

a table of contents.

Load. To transfer a document from the disc into MS Word with
the Transfer Load or Transfer Glossary Load commands.
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Main Command Menu. The list of command names that
appears below the text window whenever MS Word is ready for
you to choose a main command. MS Word currently has two
Command menus, the main Command menu and the Gallery
menu. (The Library menu is reserved for future use.) See also
Command menu.

Margin. The area from the edge of the page to the edge of the
text, without indents. There are also top and bottom margins
that are measured from the edge of the page to the top of the
first line and the bottom of the last line on the page.

Menu. A list of choices, either of commands in a Command
menu or options in a command field.

Message. A notice on the Message Line that tells you either
what to do next (a prompt) or that something is wrong (an error
message). See also Message Line.

Message Line. The line below the Command menu on the
screen, where MS Word displays messages.

New Line Mark. A symbol that shows where you have started
a new line without starting a new paragraph by pressing
+ (Return].

Options. A command that lets you turn on and off the audible
alarm and overtyping; set the unit of measure to be used in
command fields; and make special symbols visible or invisible
on the screen.

Orphan. The first line of a paragraph when it appears alone at
the bottom of a page or column, while the rest of the paragraph
appears on the next page or column. MS Word automatically
avoids page breaks that leave orphan lines.

Overtype. An MS Word option that lets you type new text
directly over old text. turns overtyping on and off.



Paragraph. Text between two paragraph marks. See also
Paragraph mark.

Paragraph Mark. A character that shows the end of a
paragraph. Press to insert a paragraph mark. Use the
Options command to make paragraph marks visible on the
screen.

Pitch. A measure of the number of characters in an inch.
Typewriters and printers are usually 10-pitch (10 characters per
inch) or 12-pitch (12 characters per inch).

Point. A measurement used to specify type size. A point is
approximately 1/72nd of an inch.

Print. The command that lets you print, repaginate, and print
merge documents.

Print Merge. An MS Word feature that lets you print multiple
versions of a document by combining variable text (such as
addresses) with a standard document (such as a form letter).

Print Wheel. On an impact printer, an interchangeable wheel
with a character set in a particular font and size.

Printer. The output device used to print documents. Such
devices include dot matrix, impact, and laser printers.

Printer Description File (PRD). A file for each of the printers
supported by MS Word that contains a list of the fonts available
on the printer and the dimensions of the characters in each font.

Proposed Response. The response in a command field that MS
Word will use to act on the command unless you change it.
Proposed responses are shown in parentheses or are highlighted
when the highlight is in the command field. Proposed responses
are usually the responses that were last used for the command.

Quit. The command you use to leave MS Word when you are
finished using it.
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Ragged. Text with an uneven left (ragged left) or right (ragged
right) margin. See also Justified.

Reference Mark. A character that indicates footnoted text and
footnotes.

Remark. A comment you can add to a style’s name to remind
you what the style is for and when to use it.

Replace. The command that lets you search for and replace text
in one step.

Response. Information you choose or type in a command field
to tell MS Word how to act on a command. MS Word usually
shows a proposed response in every command field. See also
Proposed Response.

Repaginate. To update the pages in a document, so that page
marks are shown where the text will stop printing on one page
and begin on the next. Repaginating is done automatically when
you print a document. You can also choose the Print Repaginate
command to update page breaks without printing the
document.

Ruler. The horizontal line on the top border of the text window
that displays the positions of tab stops and indents. You can turn
the Ruler on and off with the Window Options command.

Running Head. Text that is printed at the top or bottom of
every page. Running heads can include page numbers, dates,
titles, or other text.

Save. To store a permanent copy of a document on disc with the
Transfer Save command.

Scrap. A temporary storage area that holds a copy of the text you
last deleted with the Delete command or or copied
with the Copy command. The contents of the Scrap is shown
between braces ({ }) on the Status Line. To retrieve the contents
of the Scrap, choose the Insert command or press [Insert Line |.



Scratch File. A temporary file in which MS Word stores the text
you enter, format and change, until you save the document.

Scroll. To move text so that parts of the document outside the
window move into view.

Search. To use the Search command to tell MS Word to find and
go to a specific group of characters, a word, or a phrase in a
document.

Select. To lengthen the cursor to highlight the character or
group of characters that will be affected by the next command.

Selection. The highlighted character or group of characters that
will be affected by the next command you choose.

Separator. Any non-alphanumeric character marking the end of
a word. Separators include punctuation marks, spaces, tabs,
paragraph marks, and line breaks.

Soft Break. A page or line break that is determined by page or
line layout. Soft breaks may change after further editing of the
document. See also Hard break.

Status Line. The line on the screen where MS Word displays the
page number of the document you’re working on, the contents
of the Scrap, the percentage of free space, the status of locking
keys, and the name of your document.

Style. A part of a Style sheet that you can create and use to
assign a particular format to selected text. A Style sheet is made
up of one or more styles.

Style Bar. A vertical column to the left of the left margin in the
text window that displays formatting information such as
paragraph styles and page breaks. The Style Bar can be turned
on and off with the Window Options command.
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Style Sheet. A file containing a list of styles that you can create
and use to assign specific formats to selected text. You create,
review, and change a Style sheet with the Gallery menu.

Subscript. Text that appears slightly lower on a line than the
text around it.

Superscript. Text that appears slightly higher on a line than the
text around it.

Tab Stop. A position for aligning text in columns by using tab
characters. Use the Format Tabs command to set and clear tab
stops.

Text. Characters that make up your document. Text is either
typed in the text window or inserted from other files. Characters
typed as commands, responses in command fields, and
formatting key codes are not text.

Text Window. The window that occupies most of the MS Word
screen, in which text appears as you type.

Transfer. The command which is used to save, load, delete and
otherwise work with files on disc.

Type Face. See Font.

Undo. To reverse the most recent editing command with the
Undo command. Undo can itself be undone.

Usage. A part of a style’s name that describes what kind of text
the style is used to format. For example, some typical usages are
footnotes, headings, tables and quotations.

Variant. A letter or number that distinguishes different styles
with the same usage. See also Usage.

Vertical Scroll. To move vertically within a document that is
longer than the text window, so that parts of the document
formerly above or below the window come into view.



Widow. The final line of a paragraph when it appears alone at
the top of a new page or column, while the rest of the paragraph
is on the preceding page or column. MS Word avoids paragraph
breaks that would leave widows.

Window. A rectangular portion of the screen through which
you look at a document. In MS Word, you can have up to eight
windows open at once. Each window can contain a different
document or part of a document that is visible in another
window.

Word. Any alphanumeric character or group of alphanumeric
characters that is surrounded by separators. See also Separator.

Wordwrap. Automatic placement of a word on the next line.
When you are typing text and you reach the right margin, MS
Word checks to see if the word you type fits completely on the
line. If not, MS Word automatically places the whole word on
the next line.
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abbreviations, of
measurements

6-41, 12-43

activate the text window 12-2
active document name 4-7
alignment
of tab stops 3-25/3-26,
12-32
of paragraphs 12-22
Alpha command 1-9, 4-14, 12-2
arrow keys 3-3, 5-11
ASK instruction, in print
merge files C-12
assigning format styles to text 7-33
audible alarm 12-43
automatic replacement of text 3-12/3-16
B
5-5
backup files 10-6, 12-74
deleting 12-74
backup copies of documents 10-3
.BAK 10-6
beep, from computer 12-42
i2L3¥e! function key 2-20
boldface characters 2-19, 2.20,
6-5, 12-9
bottom of document, go to 3-4, 5-10
C
C. Itoh Starwriter printer A-18
cancel keys 4-10
m,function key 11-2
to activate the Command
menu, 1-13
cancelling a command 1-10

cancelling printing
cancelling the Quit command
capabilities of MS Word,
general overview

key

carrying out a command

case of characters to Search or

Replace for
RS function key

centering
paragraphs

tab stop
centimeters, using as a
measurement
changing an existing
document, basic steps
changing discs, when to
changing text, see editing text
character formats, see also
formatting characters

removing

table of

Choose TypeFace

function keys

choosing a command
with the Touchscreen
choosing a function key, with
the Touchscreen
clear text output
clearing
all
the Gallery window
memory
tab stops
the text window

closing windows
columns
entering text in tables of
number of
columns of text, printing in
multiple

12-52
12-55

Intro-1/intro-3
4-11
4-18

2.17, 6-12,
6-18, 12-22
12-33

6-41, 12-43

10-2

2-14,6-3/6-9
12-9
6-5

1-13, 2-19,
6-8, 11-5
2.9, 2-24

D-4

D-5
A-20

12-62
7-13, 12-64
12-62

3-25, 6-32
1-15, 5-26,
12-62

5-28

3-18
12-18

6-45
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combining documents
combining Style sheets
command fields
choosing a response
correcting mistakes in
filling in
moving from one to another

proposed responses in

when they appear empty
commands, basic steps for
using

cancelling

carrying out

choosing

completing
confirming
executing see carrying out
listing of all, see Chapter 12
viewing lists of responses
Command Area
Command menu

activating
correcting mistakes on
highlight on
using
conditional text, in print
merge files
continuous form paper, using
control key combinations
for formatting characters
for formatting paragraphs
when you need to use
Convert program, for
WordStar conversion
Copy command

copying footnotes
copying text, see also copying,

inserting

between windows

12-70
12-71
3-13

4-15

4-17

4-15

1-15, 4-11,
4.16

4-15

12-7

4-13

4-17
1-16, 4-18
2-9, 4-13,
11-10
1-16, 4-18
4-18

4-18

4-17

1-7,4-4

1-8, 4-5, 4-11/
4-18

1-9, 4-12

1-10

1-9

4-11/4-18

c-9

8-3
4-9,11-7
6-4,6-9
6-18

7-28, 7-36

B-1

3-10, 5-17,
12-3

12-21

3-10/3-12,
5.16
5-28

between documents
to the Glossary

to the Scrap
correcting mistakes, as you
type
on the command menu
with
with Undo
creating a new document
basic steps
key
cursor
disappears between
characters
extending
expanded
what it indicates
moving the

daisywheel printers, see also
impact printers
data record
database programs, using with
print merge
datafile
preparing with dBasell
decimal tabs
decorative font
key
key

Delete command
deleting
backup files
documents and other files
from disc
footnotes
files that you can’t delete
hyphens
items from Glossary

5.29
5-17, 5-22,
12-3
3-11,12-3

5-5
1-10
2-3
12-75
2-1
5-2/5-4
4-9

1-6, 4-3

6-27

2-6
1-12/1-13
1-6

1-7

A-18
C-5

c-7
c-4,C-5/C-6
c-7

3-26, 12-33
A-4

2-7,4-10

2-7, 4-10, 5-15
3.7, 5-15, 12-4

12-74

10-9, 12-64
6-36, 12-21
10-11

6-26

12-66



paragraph marks ((Return]

characters)

deleting text
and leaving Scrap as is
to the Glossary

to the Scrap

deselecting text

desktop computer keyboard
Diablo printers

direction to search in
directory of documents,
viewing

disc drives
saving to different ones
changing default
types of
discs
changing
working with documents on
different ones
display, how lines are
formatted
division
definition of
how to begin a new
how to format
when to begin a new
where new one begins on
the page
division formats

initial settings
margins
multiple columns
page length and width
page numbers
placement of footnotes
understanding them
where new one starts
division mark

2.3
2-7,5-15
5-15, 12-4
5-15,5-22,
12.4

2-8, 3-7,
5-15, 12-4
2-17

2-7, 1-11
A-18

3.17

10-5, 10-7,
12-61

10-4
12-71

10-1

10-2

10-9

12-44

6-37

6-39, 12-14
6-40

6-38

6-44, 12-14
2-14, 6-37/

6-45,12-13/

12-18
6-39, 12-14
6-43

6-45

6-42

6-43

6-37
6-42/6-45
6-44

6-39

division numbers, on the
Status Line
division style, in a Style sheet
document

loading

merging

saving
document names

viewing list of
Document disk full
dot matrix printers and fonts
double underlining
double-spaced text, sec also line
spacing

Edit command, on Gallery
menu
editing text
overview
basic types of changes
basic steps
footnotes
keys
ELSE instructions, in print
merge files
End Mark
key
Enter Ytoconfirm
loss of edits

Enter Ytoconfirm
loss of edits to
style sheet
Enter Y to create
file

Enter Y tocreate
style sheet
Enter Y to overwrite
Enter Y to save
glossary, Nto lose
edits, or Cancel

4-5
7-22

3-1

12.70

2-25

10-6, 10-11
10-7

10-10
A-6/A-12
6-5, 12-11

12-24

7-27,12-6
5-9/5.21
Intro-2
5-13/5-21
5.4

6-35

4-10

c-9

1-5, 3-4, 4-4

4-9

1-16, 12-63,

12-77

12-64

12-69

12-69
12-74

12-67
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entering text

entering text, with SET and
ASK print merge instructions
function key

Epson FX-80 printer

Epson RX-80 printer

erasing characters with
(ESC], to activate the

Command menu
to cancel a command
E X, on the Status Line

EXAMPLE.DOC

executing a command, see
carrying out a command
expanded cursor

extending the selection with

external disc drives, setting
number of on HP Portable

F

field names, for print merge
in datafile

filenames
of active document
extensions
changing
deleting from disc
entering
extensions
for documents
for Glossary
for printing document to
disc
for Style sheets

Index-4

5-4/5-8
C-12

2-16
A-10
A-10

1-6, 2-4, 5-5

1-9, 1-15

1-10

2-6, 2-19, 4-7,
5-13

3-2

1-12/1-13

2-5/2-6, 2-19,
3-6,5-13

Getting
Started-4

10-6

10-11, 12-72
12-64

2-25, 3-2
12-69

12-69

12-67

12-46
12-69, 12.71

on Status Line
restrictions on
viewing list of
when deleting documents
from disc
when merging documents
when renaming documents
when renaming Style sheets
when saving documents
finding document on disc
finding text, with the Search
command
fixed pitch fonts
font names, specifying as
character formats
font size, specifying as
character formats
fonts
and character pitch
available for the current
printer
fixed pitch
generic ones available for
different printers

on the screen and when
printed
footer text, see running heads
footnotes
automatically numbered
copying
deleting
editing
inserting

jumping to

moving

numbering, automatic
positioning on the page
printing at the bottom of the
page

printing at the end of the
document

2-26
10-6
10-7, 12-61

12-654
12-70
12-73
12-73
12-73
12-69

3-17
A-13

6-5, 12-11
6-5, 12-11
A-13

12-11
A-13

A-1/A-20,
A-4

12-11

6-34/6-37
6-35

12-21

6-36, 12-21
6-35, 12-20
6-34, 12-19,
12-20
12-39/12-40
6-36, 12-21
12-20

6-37

6-37, 12-18

6-37, 12-18



reference marks

window
window, moving to
foreign fonts
form letters, creating and
filling in
Format Character command
in the Gallery
Format command
Format command, in the
Gallery

Format Division command
in the Gallery
Format Footnote command

Format Par ] HUEE

Format Paragraph command

for line and paragraph
spacing
to keep paragraph on same
page
Format Running-head
command

Format Style command
Format Style Character
command

Format Style Division
command

Format Style Paragraph
command

Format Style Sheet command

Format Tabs command
Format Tabs Clear command

Format Tabs Reset-all
command

6-34, 6-35,
12-20,
12-39/12-40
6-36

5-27

A-4

c-1/C-19
6-4,6-7, 12-9
12-12

12-6

7-18, 7-19,
12-8

6-40, 12-13
12-19
12-19
2-16, 2-22,
6-22, 11-3
6-12, 6-15,
6-16, 12-21

6-21
6-24

6-46, 6-47,
12-25
12.27

7-6, 12-28
7-6, 12-28
7-6, 12-28
7-6, 7-34,
12-28
3-18/3-21,
3-22, 12-29
6-32, 12-29

6-32, 12-30

Format Tabs Set command

formats, see also formatting
assigning from a Style sheet
changing, see individual
format commands and Style
sheets
defining on a Style sheet
differences on screen and
printer
types of

formatting
advantages of using Style
sheets
aligning paragraphs
aligning tab stops
assigning styles from a Style
sheet
centering paragraphs
format commands vs. Style
sheets
indenting paragraphs

justified paragraphs
keeping paragraph on one
page

left flush paragraphs
line spacing

margins

multiple columns
multiple paragraphs
overview

page length and width
page numbers
paragraph alignment
paragraph spacing

removing character formats
right flush paragraphs
selecting text to be
formatted

3-25, 3-22,
6-30, 6-33,
12-31

12-27

7-18

6-50
2-14
6-1/6-51

7-2
6-18
12-32

7-1
2-20, 2-22,
6-12, 6-19/
6-20, 12-23

6-18

6-24, 12-23
6-18

6-22, 12-24
6-43

6-45, 12-18
6-16
Intro-2
6-42, 12-15
6-43

6-18, 12.22
6-12, 6-21,
12-22

6-5

6-18

12-7



styles in Style sheets
with Style sheets
formatting characters

as they print
before you type
boldface

changing the format
double underline
font name

font size

how to

italic

on a Style sheet

on the screen
small caps
strikethrough
subscript
superscript
underlining
uppercase/lowercase
ways to

with control key
combinations

with function keys

with Style sheet attached
formatting divisions, see also
division formats

how to

initial settings

on a Style sheet
formatting footnotes

positioning on the page
formatting paragraphs

as you type

12-8
12-27
2-18/2-20,
2-14, 6-2,
6-3/6-9, 12-9
6-3

6-6

12-9

6-6
12-10
12-11
12-11
6-6/6-9
12-10
7-13

6-3
12-10
12-10
12-11
12-11
12-10
12-10
6-4

6-4, 11-9
2-19/2-20,
6-4,6-17,
11-5
6-9

2-14, 6-2,
6-37/6-45
6-40/6-41

6-39

7-22

6-2, 6-34/6-37
6-37

2-20, 2-14,
2.15/2-18,
6-2, 6-10/
6-27, 12-19
6-15

as they print

control key combinations
how to

initial settings
keeping on same page
on the screen

on a Style sheet

open space

spacing

special function keys
ways to

with control key
combinations

with function keys
with function keys

formatting running heads

positioning on page
formatting tabs, see also tab
stops

alignment
formatting text, see also
individual formats

Free space in memory (% Free)

function key labels
choosing with the
Touchscreen
function keys
above the numeric keypad
detailed listing
practice using
to format characters
to format paragraphs

for line and paragraph
spacing
for selecting text

6-11
11-10
6-15/6-19
6-10

6-24

6-11

7-18

6-21
6-21/6-23
6-14

6-12

6-12
11-3

2-16, 2-22,
6-12

6-3, 6-46/
6-49, 12-25
6-47

6-28/6-34,
3-22/3-26,
6-2, 12-13/
12-34
6-28/6-29

2-14/2-23
2-26, 4-6, 10-4
1-10, 4-7, 11-1

D-5
1-10/1-12, 4-7
11-6
11-1/11-6
1-11

2.20, 6-8
2-16, 2-22,
6-12, 6-17



Gallery command, see also
Style sheets

Gallery Insert command
Gallery menu
Gallery Name command
Gallery Scrap
Gallery Transfer Clear
command
Gallery Transfer Delete
command
Gallery Transfer Load
command
Gallery Transfer Save
command
Gallery, exiting and returning
to document
Gallery, using the Edit
command to leave
getting a document from disc
getting help
global search and replace
Glossary
clearing all items
clearing some items
deleting text to
deleting items from
Glossary
example of using
inserting text from
merging text from a file into
memory
names, length of
names, viewing list of
placing text in
saving the text to a file
saving entries in
using

using another

7-5,7-12,
12-34
7-14
4-12
7-31

7-14

7-13

7-31

7-8

7-26
7-27,12-6

4-13,7-27
3.1

3-14
12-58

3.7, 5-17
12-66
12-66
5-16

12-66
5-24
5.23, 12-37

5.23
12-3

12-3

5.22

5.23
12-67/12-68
5.21/5-24,
9-3

12-67

go to
top of document
bottom of document
page

gutter width

H
hanging indent

header files
header and footer text, see also
running heads
Help
how to ask for
using

function key

Help command

Help menu
help text

how to exit and return to a

document

how to find what you need
highlighted text, see Selecting
HP2225 Think]Jet Printer
HP2601A Daisywheel printer
HP2602A Daisywheel printer
HP2674A Integral Printer
HP2686A Laser]et Printer
HP82905B Dot Matrix Printer
HP82906A Dot Matrix Printer
HP2932A Dot Matrix Printer
HP2934A Office Printer
HP Portable keys, differences

hyphens
deleting

3-4,5-10
3.4, 5-10
12-40

6-43, 12-15

2-23, 6-20,
12-24
c-7

12-25

12-35
1-13, 1-14,
12-34
1-14, 3-14,
11-2
1-14/1-15,
3-14,4-14,
12-34
1-14, 3-14

12-35
12-36

A-8

A-15
A-16

A-6

A-9

A-6

A-7

A-7

A-8
Getting
Started-8
6-25/6-27
6-26

Index-7



entering different types
non-breaking
non-required

IF instructions, in print merge
files

impact printers and fonts
inches, using as a
measurement

INCLUDE instruction, in print

merge files
Indent 15t Line

function ke
Indent Lef tfRlJusE Y
Indent Righ1J{hldstoll

key
indenting paragraphs from
margins

indents and margins
viewing on the Ruler

key
key

Insert command

Insert command, in Gallery
inserting footnotes
inserting new line in a
paragraph

inserting new text

inserting one document into
another in print merge files
inserting styles in a Style sheet
inserting text
from multiple data records
from the Glossary

Index-8

6-26
6-25
6-26

C-9
A-12/A-18

6-41, 12-43
c-16

2-23
2-23

2-23

2.20, 2-22,
2.23, 6-12,
6-19/6-20,
12-22

6-19

6-20
2.12/2-13,
4-10,5-14

3-9, 4-10, 5-17
3-8/3-9, 12-36

7-14, 12-37
12-19

3-20

2-8, 2-10, 5-4/

5-8, 5-14

C-16
12-37/12-38

C-14
5§-23, 12-37

from the Scrap

in front of the cursor

with
Install MS Word Program

installing MS Word
on the HP Portable
Computer

on the HP Touchscreen
Personal Computer

Introducing Microsoft Word
instructions, in documents to
be merged

invisible characters, making
visible

function key

italicizing text

J

Jump command
Jump Footnote command

Jump Page command
justified paragraph

keep paragraphs on same page

key codes

appearing in Style bar
changing

3-8, 3-11,
5-16, 12-37
3-8

3-11
Getting
Started-6

Getting
Started-4

Getting
Started-3
1-1

C-4

3-19
1-13
1-13, 6-5,
12-10

12-39
5.27, 6-34,
6-35, 12-39
12-40
6-12, 6-18,
12.23

6-12, 6-24,
12-23
7-10, 7-14,
12-38

7-36

12-42



Key codes conflict
key combinations
keyboard
differences on the HP
Touchscreen and HP
Portable

illustration

keyboard template
keys that lock or “toggle”

L

Laser]Jet Printer
leader characters in tab stops

learning Microsoft Word, how
to

left flush paragraph

left flush tab stops
left margin, indenting
Library command
function key

line spacing
lines, using as a measurement
lists, viewing when filling in
command fields
loading

documents into window

Style sheets into Gallery
locating text

jump to page
locking keys
long documents, working with
lowercase characters

12-71
4.9, 11-7
4-8

Getting
Started-8
Getting
Started-8,

1-4
1-11,4-9,11-6
4.6

A-9
6-29, 6-34,
12-33

Using-1/
Using-4
6-12, 6-18,
12-22
12-33

6-19

12-41

1-12

6-22

6-41, 12-22

4-17

3-1, 10-6,
12-68

12-62, 12-68
5-9/5-10,
12-59

12-40

4-6

9-2

12-10

mailing labels, using print
merge for
function key
to return to main function
key labels

main Command menu
manual, how to use

margins

gutter

left and right

and indents

indenting

top, bottom, left, right

viewing
mass mailings, see Print Merge
matching cases

when replacing text

when searching for text
measurements

abbreviations for

in command fields

in division formats

in tab stops

specifying default

types you can use
Memory/Edisc

memory available, indicating
with % Free
memory, clearing
merging documents
merging
another Glossary with
NORMAL.GLY
documents together
Style sheets together
Message Line
text from different files

2-16, 2-18,
2-19

4-12
Using-1/
Using-4

6-43
2-20
2-20, 6-43
2-23
6-43,12-17
2-20

12-58
12-60

12-43
6-41
12-14
3-23
12-43
6-41
Getting
Started-4

2-26, 4-6, 10-4
4-6
C-1

12-67
12-70
12-71
1-8, 4-5
Cc-1

Index-9



variable information from
another file
messages
action to take in response to
alphabetical listing
causes of
Microsoft Word Program Disc,
write-protecting the master

mistake, undoing
modern fonts
movement keys
moving in a document, see also
scrolling
moving the cursor
keys to use
moving footnotes
moving tab stops
moving to another window
with the Touchscreen
moving within text
moving text, see also deleting,
inserting
between documents
between windows
MS Word Basics
MS Word concepts
MS Word keyboard
MS Word screen
MS Word Utilities Disc
multiple columns of text

multiple documents, working
with

multiple windows, when to
use

MWO0001.TMP, see scratch file

Name command, in the
Gallery

Index-~-10

12-47

13-1/13-26
13-1/13-26
13-1/13-26

Getting
Started-2
12-75
A-4

4-9

3-3, 5-9/5-10
1-7

4-9, 11-7
6-36, 12-21
3-25

D-4
1-7

3-5/3-9, 5-16
5-29

5-28
4-1/4-18
1-1/1-17

4.8

1-3,4-2

8-2

6-45, 9-4,
12-18

5-24

7-31, 12-42

name, of active document
naming documents
NEC Spinwriter Model 3550
NEC Spinwriter Model 7710
new line character
how to make visible
inserting
viewing
new lines within a paragraph,
see also wordwrap

new page, starting
NEXT instruction, in print
merge files

key

when selecting
Ne x 1 Wi ndowliihlustolNGg

non-breaking spaces
non-required hyphens,
displaying

normal division

normal paragraph style
Not avalidwindow
split

notetaking
numeric keypad, function keys
above

o

Okidata Microline 92 printer
Okidata Pacemark 2350 printer
Okidata Pacemark 2410 printer
function key
opening new windows
opening space between
paragraphs

4-7

10-6

A-17

A-17

4-4, 12-44
6-24, 6-33
3-20, 6-24
3-19

3-18/3-21,
5-7, 6-23
5-8

c-16

3-3, 3-8, 4-9,
5-10

5-13

5.27, 11-2,
12-82

6-27

12-45
7-22, 7-34
7-34

12-83, 12-84,
12-85
9-2

1-11, 2-7, 4-9

A-11
A-12
A-11
2-17
5-25, 12-81

2.15, 9.1,
12.24



Options command

measurements
to display line breaks for
special printers

OT on the Status Line

outdented paragraphs
outlining

overtyping text

overtyping, toggle

PAM.

page break symbols
page breaks

resetting
when you don’t want it to,
see also keep
page layout, see also division
formats
specifying in a Style sheet
page length
page mark
page numbers
format of
in running heads
jumping to a specific
on the Status Line
positioning
printed in top or bottom
margins
specific ones to print
starting number
page width
pagination, updating without
printing

3-19, 4-4,
12-42
6-42, 12-14

6-50

2-13, 4-7,
5-14, 12-42
12-24

9-2
2-12/2-13,
5-14

4-10, 12-44

Getting
Started-3,
1-1,1-17
6-44

6-44, 6-51,
9-3, 12-.54
8-8, 12-53

6-51

6-50

7-22

12-15

5-8

6-43

12-16

6-48

12-40

4.5

6-43, 12-15

12-15
12.50
12-16
12-15

12-53

paper size

paper
using continuous form or
single sheets
type of

paragraph formats

how to assign
initial settings
table of
understanding
paragraph indents
paragraph marks

invisible
viewing
paragraph spacing
initially set to single
paragraph style, in a Style
sheet
paragraphs
alignment of

how to start a new one
joining
splitting
when to begin
pitch of characters, and fonts
pitches, available as
measurements
plain printing
points, using as a
measurement

preset tab stops
key
when selecting
Print command
Print Direct command
Print File command
Print Merge command
details for using
print merge, basic steps for
using

6-42

8-3

12-50
2-14, 2-20,
6-10/6-27
6-12

6-10

6-12
6-18/6-24
6-19/6-20
4-4,6-10,
12-44

2-2

3-19

2-15, 6-21, 9-1
2-2, 5-6

7-18

6-12, 6-18,
12-22

4.9, 5-6, 6-11
6-12

6-12

6-11

A-13

6-41, 12-43
A-20

6-41, 12-22,
12-43

6-28

3-3,4-9, 5-10
5-13

3.27, 12-45
12-45

12-46

12-47
c-1/C-19

c-2

Index-11



inserting instructions in

document

inserting whole documents

instructions, summary of

instructions, using

preparing datafile

preparing main document

for

specifying field names
Print Options command

to specify printer type
Print Printer command
print queue

Print Queue command
Print Queue Continue
command

Print Queue Restart command

Print Queue Stop command
Print Queue Pause command
Print Repaginate command
Printer commands
printer files
what they do
printers, see also individual
printer names
choosing the one to use in
Print Options
dot matrix that work with
MS Word
impact that work with MS
Word
specifying the one to use

teletype that work with MS

Word
printing
basic how tos
before you print for first
time
canceling
directly from keyboard to
printer
document to disc file

index-12

C-4
C-16
C-18

c-8

C-9/C-5

c-2

c-2

8-2, 8-4, 8-5,
8-7, 12-48
A-5

3-27, 12-52
8-5, 12-49,
12-52

8-6, 12-52

12-53

12-53

12-53

12-32

8-8, 12-53
8-3

8-1, A-1/A-2
A-S

2-49

8-3

8-1
8-4, 12-52

12-45
12-46

documents

main commands for
multiple copies

multiple versions of a
document

options that can be changed
overview

plain (without formats)
rough drafts

specific pages

specifying the type of paper
feed

stopping

stopping from the queue
Style sheets

the current selection

to a queue

to non-standard printer, see
PRINTERS.DOC on Utilities
Disc

variable line addresses in
merged documents

while you edit

with continuous paper

with single sheets of paper
prompt, creating your own in
print merge files
proportional spaced fonts, on
impact printers
proposed responses, in
command field

8-1/8-9,
12-52
12-45
12-50

12-47
12-48
Intro-3
A-20

8-4, 12-49
8-6, 12-49

12-50
3-28

12.53

12-45

8-6, 12-50
12-49, 12-52

Cc-12

8-5, 12-49,
12-52
12-50
12-50

C-14
A-13

3-15

queued printing

Quit command

cancelling
quitting MS Word

8-5, 12-49,
12-52
1-17, 2-26,
12-54
12-55
1-17, 2-26



settings that are saved
Qume Sprint 11 printer

12-55
A-18

read only, status for document

or other file

reference mark, footnote
jumping to

remark in style on Style sheet

changing
renaming documents
renaming Style sheets
repaginate document without

printing
ke

key

replacing text by overtyping
Replace command

when to use
replacing text
by overtyping
using special symbols
with text from the Scrap
with the Replace command
responses, in command fields
responses, blank in command
fields
Resume command, from the
Help menu
key
to complete and carry out a
command
to start a new paragraph
when to press
right flush paragraph

12-70
12-20
12-39/12-40
7-11, 7-16,
12-38

12-42

10-11, 12-72
12-72

8-8
11-2

5.19, 11-2,
12-59
2-12/2-13
3-12/3-16,
5-20, 12-56
5-20

5-14
12-56
5-17
S-18
3-13

12-7

3-14
4-9

1-16
1-6, 2-2, 2-3
5-6

6-12, 6-18,
12-23

right flush tab stop
right margin, indenting
roman fonts
rough draft printout
Ruler

brackets on

turning on and off

viewing margins on
when clearing tab stops
when setting and changing
tab stops
with Format Tabs command
viewing

running heads

available positions on page

creating

editing text of

formatting

positioning on page

specifying pages to print on

turning into normal text

turning on

turning off

with page numbers
running head symbols in Style
bar

12-33
6-19
A-4
8-4

4-4, 6-20, 6-28

2-21/2-22,
2-23

2-20, 9-2,
12-81
2-21/2-22
12-30

12-29, 12-31
3.23

12-81
6-46/6-49,
12-25

6-46, 12-25
6-46, 12-25
6-48

12.25
6-47,12-18
12.6/12-27
12-26
12-25
12-26

6-48, 9-3

6-47, 12-80

saving a document

when to

without formatting

to a different file

to discs in different drives
saving a Style sheet
saving Glossary entries

2-24, 3-27,
10-3, 12-73
2-26, 4-6,
10-3

12-75
12-74

10-4

7-26, 12-73
12-67

Index-13



Scrap

in Gallery
inserting text from
Gallery
placing text in
symbols in

scratch file

screen, parts of
script fonts
scroll keys
Scroll Line
scrolling
from left and right
keys for
to top of document
to bottom of document

up and down a windowful

at a time

up and down a line at a time

with the Touchscreen
keys to use

search again

search text

Search command

to extend selection
when to use
search and replace, see also
Replace command
confirming
direction of
searching
again for the same text
within a selection

key, to extend the

selection

index-14

2.8, 3-7, 3-8,
3-11, 4-6,
5-15,5-16
7-14

12-37

12-38

5-16

4-6

10-3, 10-6,
10-17
1-3,4-2

A-4

3-3

1.5, 4-3, 5-9
3.3, 5.9
5.10

4-9
3.4,5-10
3.4,5-10

3.3,5-10
3-3,5-10
D-1/D-2
11-8
12-59
3-14
3-17/3-18,
5-18/5-19,
12-59
12-59
5-18

12-56
12-58

12-57, 12-60
12-59

5-19

12-57, 12-59

2-5,2-19, 3-6,

4-10,
5-13

ST OV-TAMNIRY function key

selecting

characters
characters to be formatted
entire document

keys to use

lines

paragraphs
sentence(s)

text to be formatted
text to move

with function keys
with the Touchscreen
whole document
words

selection
changing the size of
extending
reducing the size of
SET instruction, in print merge
files
setting memory on the HP
Portable

setting tab stops

key

simultaneous editing and
printing

single sheet paper, using
single-spaced text, see line
spacing

size of windows

small caps, as a character
format

space between paragraphs,
initially none

1-11, 2-15,
2-19, 3-6,
3-10, 5-11,
11-2

1-12, 2-5,
5-11/5-13
5.11

12-9

2-15, 2-22,
5.12

11-8

1-12, 5-12
3-5/3-6,5-12
3-10, 5-12
12.7
3-5/3-6
2-19, 11-3
D-2

5.12

1-12, 2-6,
2-19, 5-11

5-13
3-6,5-13
2-6,5-13

C-12

Getting
Started-4
3-25, 6-30/
6-31

4-9

12-49, 12.52
8-3

5.28

6-5,12-10



spaces, non-breaking

spacing
between paragraphs, see also
paragraph spacing
line and paragraph

spacing, vertical

special keys

special symbols on the screen,
turning on and off

splitting windows
starting a new line in the same
paragraph
starting a new page
starting a new paragraph with
starting MS Word, how to
Status Line

braces ({ }) on

EX on

OTon
stop printing
stopping MS Word

when documents have not
been saved
settings that are saved
strikethrough
style, changing name of
Style already
defined
Style Bar
turning on
style definition
style name
Style sheet key codes, viewing
in window
Style sheet suggestions
about character styles
about key codes
about usages
about variants

6-27

2-15, 12-22
6-21/6-22,
12-22
12-22

4-9

3-19, 4-4,
12-44
5-25

5-7
5-8

2-2,2-3
1-1

1-8, 4-5
2-85-16
2-6, 2-19
2.13

8-4

1-17, 2-26,
12-54

12-54
12-55
6-5, 12-10
12-42

12-71

4-4,6-47,7-36

12-80
7-12
7-9

12-80

7-30
7-27
7-28
7-29

Style sheets
adding a style to

assigning formats from
attaching to a document
basic steps for creating
changing NORMAL.STY
clearing

creating

creating useful ones
default settings
definition

deleting

editing

example of how to edit
loading

merging

parts of

samples and examples
saving

viewing

using NORMAL.STY
using with documents
styles
copying on Style sheet
deleting from Style sheet
inserting on Style sheet
assigning to text from a Style
sheet
style usages, defined
subcommands
submenus
subscripts
summary, of print merge
instructions
superscripts
symbol fonts
symbols on the screen
in the Scrap
in the style bar

in the text window

7-1/7-40
7-14, 12-37/
12.38
12-28
7-34, 12-27
7-12

7-40

7-12, 12-64
7-12

7-27

7-26

7-2

7-31, 12-64
7-31

7-32

7-8

12-71

7-9

7-3

7-26

7-6, 12-34,
12-62

7-7

7-33

7-31
7-31
7-31

7-35
7-28
4-14
4-14
6-5, 12-11

Cc-18
6-5, 12-11
A-4

4-6
4-4,6-47,
12-80

1-5, 4-3, 6-47
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viewin
Sysiem Gont i oRRNES

key

3-19

Getting
Started-4

T

key
to move between

command fields

Table 6-1. Character Formats
Table 6-2. Paragraph Formats
tables, entering text in

tabs, see also tab stops
centered
decimal
inserting
in tables

left flush
right flush
types of
tab stops
aligning

appearing on Ruler
changing

changing alignment of
clearing

clearing all

clearing some while setting
others

initial settings

leader characters in
measured from margins
moving

moving to on the Ruler
on the Ruler

preset

resetting initial ones

Index-16

1-15,4-11, 5-7

1-15
6-5

6-12

3-18, 5-7,
6-23, 6-33
6-28/6-34
6-29

3-26, 6-29
3.21
3.22/3-26,
6-33

6-28

6-29

6-29

3.25/3-26,
12-32

12-29, 12-31
3.22/3-26
3.26/3-26
3.23, 3-25,
6-32, 12-29
12-30

12-1
12-29
6-34, 6-29
12-29
3.25, 6-32
3-22

6-28, 6-29
6-28
12-30

setting

setting multiple

viewing

with leader characters
teletype printers
Texas Instruments 850 Printer
text window

activating

symbols in

clearing
Think]Jet Printer
TMP
top of document, go to
Toshiba P1350 printer
Touchscreen

Transfer command

Transfer command, in the
Gallery
Transfer subcommands
Transfer Clear Command

in Gallery
Transfer Clear All command
Transfer Clear Window
command

Transfer Delete command
in Gallery

Transfer Glossary command

Transfer Glossary Clear

command

Transfer Glossary Save

command

Transfer Glossary Merge

command

Transfer Load command

in Gallery
Transfer Merge command
Transfer Option command
Transfer Rename command

3-24, 6-30/
6-31, 12-31
6-31, 12-32

6-28

12-33

A-19

A-10
1-4/1-7,4-2

1-9, 4-12, 5-4,

12-2
1-5,4-3
1-15

A-8

10-6
3-4,5-10
A-12

1-11, 11-6,
D-1/D-4
2-24, 3-1,
10-3, 12-60

12-62

4-14

1-15, 12-62
7-13, 12-64
12-63

1-16, 5-26,
12-63

10-10, 12-64
7-31

12-65

12-66
12-67

12-67
3-1, 10-7,
12-68

7-8

12-70
12-71
12-72



Transfer Save command

in Gallery
type faces and styles, italic
typing
choosing Alpha command
first
direct to the printer
overview
new text

typing over text

Undo command

underlining

double
undoing editing changes
uppercase, turning on
uppercase characters
usages in Style sheets

changing

defined

list of
using MS Word on the HP
Portable

\/

variable line addresses,
printing
variant

changing

2-285, 3-27,
10-4, 12-73
7-26
1-13

1-9

12-45

intro-1

1-5, 2-2, 5-4/
5-8
2-12/2-13,
5-14

2-9, 4-14,
12-75
6-5, 12-10
6-5, 12-11
2-9

a-11

6-5, 12-10
7-10, 7-15,
12-38
12-42
7-28

7-11

Getting
Started-7

c-12
7-11, 7-16,
12-38
12-42

vertical spacing

viewing, filenames

viewing glossary names
viewing lists when filling in
command fields

viewing, ruler

viewing special symbols
viewing tab stops

visible, making special
characters

w

widow lines, avoiding
window

clearing

closing

color of

size of
window borders, moving
Window command
Window Close command
Window Move command
Window Number
Window Options command
window size, changing
Window Split command
Window Split Footnote
command
Window Split Horizontal
command
Window Split Vertical
command
window size, changing
windows

clearing text from

closing

for footnotes

moving between

moving to footnote window

opening

12-22
12-61
12-3

4-17
12-81

9-2, 12-80
6-28

12-44

6-24

12-62
12-77
12-79
12-80
12-77
2-21, 12-75
5-28, 12-77
5-28, 12-77
1-5,4-3, 12-77
2.21, 12-79
12-77

5.25, 12-81

6-36, 12-82
12-83

12-84

5-28
4-2,5-24/5-30
5-26

5-28

6-36, 12-82
5-27,11-2
$5-27

$5-26

Index-17



splitting

using multiple

using as a scratch pad
word processing features,
overiew
YL RR-R B4 function key
alegfs & Relald function key
WordStar files, converting to
MS Word
wordwrap
write-protecting the Master
Microsoft Word Program Disc

5-26
5-24/5-30, 9-2
5-30

Intro-1/intro-3
1-12
1-12, 2-19

B-1
2.3, 5-5, 6-23

Getting
Started-2
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