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1 INTRODUCTION 

Now you can easily computerize all your letters, reports, 
forms, and memos, even if you have no word processing or 
computer experience. With WORD WRITER 3's print 
preview feature, you can see your document on your computer 
display exactly as it will appear ... before you print it. This 
ensures that you get exactly what you want in the final copy. 

Over 200 tabs let you align your text so you can place it 
exactly where you want in your document. To further simplify 
and speed things up, most of the commands are referenced on 
two plasticized keyboard overlays, which are included with 
this program. 

WORD WRITER 3 interfaces with TIMEWORKS' DATA 
MANAGER 2, giving you a versatile mailing list maintenance 
system and customized report writer. The "mail list" function 
prints your addresses directly onto standard mailing labels 
and also inserts addresses into your letters. You can even 
generate customized reports with your DATA MANAGER 2, 
PARTNER 64, SWIFTCALC, or SYLVIA PORTER program 
and transfer these reports into WORD WRITER 3 documents. 

Your WORD WRITER 3, with its keyboard overlays and 
DATA MANAGER 2 interface, transforms your computer 
into an efficient, professional-quality word processing station. 
No extra hardware or add-ons are required. 

1 



1: Introduction/What Is a Word Processor 

Take the time now to review at least the first three chapters of 
this manual and follow our step-by-step instructions. That 
way you'll get the most from your computer and this 
program- the most flexibility, the most professional results ... 
and the most fun! 
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What Is A Word Processor, and What 
Can It Do for You? 

One way to understand a word processor is to think of it 
as a computerized typewriter that talks to you as you work 
together. You use a keyboard to operate a word processor, 
and the final product is printed out on a sheet of paper. 
However, a word processor is a much more efficient 
machine for creating, editing, and producing printed 
documents than even the most sophisticated typewriter. 

The key benefit of using a word processor is that you can 
edit text for corrections and revisions. For example: You 
have just finished a 20-page report and you are submitting 
it to your superior (or teacher) for approval. After reading 
it over, he or she points out one aspect of your report that 
should have been covered in more detail, and you need to 
add two paragraphs. If you were using a typewriter, you 
would have to retype the entire document. This would 
take even the experienced typist several hours. 

Not with your computer and WORD WRITER 3! 



How Is WORD WRITER 3 Different/lntroduction:1 

If you had written your report using a word processor, 
corrections would have taken only a few minutes, because 
you can easily insert additional text into a document. As 
for retyping, leave that to your printer. Even the lowest­
cost printer can out-type the most experienced typist. (A 
"slow" printer turns out about 250 words a minute, but the 
fastest typist can only type about 100 words in that same 
minute.) Best of all, your printer will not introduce any 
errors into your document during the printing process. 

You can also use your word processor as a THOUGHT 
PROCESSOR. When you are assembling all those great 
ideas for your report, use WORD WRITER 3's Outliner 
feature to organ ize those ideas! All your ideas will be 
neatly (and safely) arranged on a computer disk for easy 
retrieval at a later time. Since it is so easy to type your 
THOUGHTS on a word processor, you will begin to break 
away from the shackles imposed by pencil and paper. 
You'll never again have problems deciphering your notes 
and rough drafts, and you'll make revisions with justthe 
push of a few buttons. 

How Is WORD WRITER 3 Different? 

WORD WRITER 3 differs from other word processing 
software in two imprtant ways: I) Keyboard overlays 
simplify its use, and 2) WORD WRITER 3 can be 
interfaced with other programs. 

3 
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TIME WORKS designed this program with the first-time 
computer user in mind. If you have never used a computer 
before, you'll feel right at home with this program because 
of its common-sense approach to user interaction. All 
word processing commands are clearly referenced on two 
keyboard overlays-you don't have to memorize 
commands. After you press the key to activate a WORD 
WRITER 3 feature, the program guides you through its 
proper use with logical and easy-to-follow prompts. 

The WORD WRITER 3 program also has been designed 
to interface with TIMEWORKS' DATA MANAGER 2, 
SWlFTCALC, PARTNER 64 and SYLVIA PORTER'S 
PERSONAL FINANCIAL MANAGER. This unique 
compatibility lets you expand the capabilities of WORD 
WRITER 3 far beyond those of conventional word 
processing programs. For example, you can transfer 
reports from your DATA MANAGER 2 to a document 
you are creating with your WORD WRITER 3. Or you 
can generate individually addressed, personalized form 
letters. Take addresses from your DATA MANAGER 2, or 
PARTNER 64, or develop your own address list in 
WORD WRITER 3, and then transfer them onto your 
personalized form letters. 

Enough talk! Get ready to enter the world of 
computerized WORD AND THOUGHT processing. 



Getting Started: 2 

2 GETTING STARTED 

Before you can begin actually composing and editing text, 
there are a few housekeeping chores to attend to. Essentially, 
these relate to introducing WORD WRITER 3 to your 
computer's memory; telling WORD WRITER 3 about your 
printer; preparing a new, blank disk to receive your text; and 
reading about whatever is new about WORD WRITER 3 
since we wrote this manual. 

The first command or computer instruction you need to know 
is that whenever we say "enter" we mean type in the desired 
response and press the Ij):Ul'iNI key. 

Although most purchasers of this program are Commodore 
64 owners, it is possible to run WORD WRITER 3 on the 
Commodore 128 as well. C128 users: To load this program, 
you must be in the C64 mode. To do this, turn on your 
computer, disk drive, and monitor. Then, type: GO 64 and 
press liJ"II'iJ~I. When asked, "Are you sure?" press~. You 
will see the C64 BASIC display. Alternately, you could place 
WORD WRITER 3 in drive 8, turn on the computer and it 
will change to the C64 mode. 

5 
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Loading WORD WRITER 3 from BASIC 

I. Hook up your computer, including your disk drive and 
printer. 

2. Carefully insert your program disk (labeled Side I) in 
disk drive 8 so that Side I faces up. Now close the 
protective gate. 

3. Next, type: LOAD " :*",8 and press I;J3IiIJjNI. 

4. When the word "Ready" appears on the screen, and the 
• is on, type: RUN and press IjJ3IiIJjNI. 

5. You will now see the options for installing SwiftLoad. 
To install, press the fS':7!JIt::!l:f!1jl. To bypass SwiftLoad, 
press any other key. ' 

6. Once loading is complete, you will see the WORD 
WRITER 3 introductory display on your screen. In 
response to the prompt, press ~ to use the word 
processor. 

To load even more quickly, you can bypass the 
interface feature. Turn on the computer, disk drive, and 
printer. Insert the program disk and type: 
LOAD"WW",8 and press IjJ3IiIJjNI. When "Ready" 
appears, type RUN. You will not, however, see the 
introductory display. 
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Loading WORD WRITER 3 from GEOS 

1. Insert your WORD WRITER 3 program disk (labeled 
Side I) with Side 1 up into drive 8. 

2. Use either the mouse or joystick to move the arrow on 
your screen to the disk drive icon and click the button. 

3. The disk directory (the file cabinet icons) will appear on 
your screen. Move to the upper left icon and select the 
main program by double-clicking the button. T his will 
load WORD WRITER 3 into your computer. 

Creating a Data Disk , 

A data disk is where you save the text-letters, reports, 
addresses, outlines-that you compose. Your text is NOT 
to be stored on the program disks. The introductory 
display screen will take you step by step through the 
process of creati ng this disk. 

1. You will see the prompt INITIALIZE WORD WRITER 
3 DATA DISK?(Y IN). Press ~ for yes to create a data 
disk for storing information generated with WORD 
WRITER 3. Remove the WORD WRITER 3 program 
disk and insert your own 51,4" floppy disk into the disk 
drive. 

7 
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WARNING: Any information existing on the disk you 
use for this purpose will be erased, so be sure there is 
no important information stored on it. The "write 
protect" notch must also be uncovered. 

2. Check to be sure the disk you have in the disk drive 
does NOT contain any important information. Then 
press ~ or ~ in response to ARE YOU SURE THIS IS 
WHAT YOU WANT TO DO?(Y /N). 

NOTE: Before proceeding, take the time to make back­
up copies of the three sides of WORD WRITER 3 and 
use these as your working program disks. Place the 
originals away (perhaps in a safe deposit box) for 
safekeeping. To guard against the loss of important 
information, you should always make "backup" copies 
of data stored on disk. It is also a good idea to store 
your information on disk ever '/2 hour or so while you 
are working in order to avoid, or at least minimize, loss 
of your text. See your disk drive user's manual for 
information on making copies of your data disks. 

3. In response to ENTER TODAY's DATE?(MM/ DD/ 
yy), enter today's date in the MM/DD/ YY format. For 
example, January 9, 1988, would be entered as 01/09/88. 
Then press liJ¥UlliNI. 

4. After you enter the date, your disk drive will set up the 
"road map" it will use to store information on your data 
disk. This process is called initialization. 



Loading a Printer File/Getting Started: 2 

5. Once the data disk is initialized, remove it from the 
disk drive and insert your WORD WRITER 3 program 
disk into the disk drive, as requested on the display. 
Press ~ and the word processor section of WORD 
WRITER 3 will be loaded into the computer. 

o 

Creating and Loading a Printer File 

When you load WORD WRITER 3 the first time, a screen 
will appear informing you that no printer file has been 
created. Ten common printer types will be listed on your 
screen. If your printer is compatible with one of these, you 
may use our pre-set printer codes by simply following the 
steps outlined below: 

a. Remove the write-protect tab from your WORD 
WRITER 3 disk. 

b. Insert the WORD WRITER 3 disk into the disk drive. 

c. Press the number beside the appropriate printer. 

d. Replace the write-protect tab after WORD WRITER 3 
loads. 

Following on page lOis what you will see on your screen: 

9 
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** NO PRINTER FILE HAS BEEN CREATED ** 

To create a printer fIle containing 
present printer codes for one of the 
printers listed below, remove the write 
protect tab from your program diSk, 
place the disk in the drive, and enter 
the corresponding number. (If your 
printer is not compatible with one 
listed below, press any other key to 
begin WORD WRITER 3. See your WW manual 
for information on printer fIles.) 

1)Commodore 1525/801 / 803 
2)Commodore 1526/ mps802 
3)Commodore mpslOOO 
4)Okidata 120 
5) Diablo / Brother 

Select one: • 

6)Okimate 
7)Okidata 
8) Star 
9)Epson 
0) Bluechip 

Be sure to reinstall the write protect 
tab after WORD WRITER 3 loads. 

Illustration 1 

If you do not see your printer listed, press IjJ:ti111jNI to 
continue and refer to Appendix I, "Unraveling the Mystery of. 
Your Printer." This appendix section also instructs you how to 
modify your printer "style sheet" according to your own 
specifications. (You don't have to load a printer file in order to 
use WORD WRITER 3.) 
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After you have loaded a printer file, you may look at or 
alter the two Print windows ((eOjJ! ~ and ~~) and set 
your screen colors, device numbers, and tabs as you wish. 
These options and how to save them are discussed later. 

Reading the Update File 

Be sure to take a look at the UPDATE file on your 
program disk. This file contains any modifications that do 
not appear in the manual. To view this file press ~ I! to 
get a prompt which says LOAD ERASES DOCUMENT, 
ARE YOU SURE?(Y IN). T hen, press~. The next prompt 
is LOAD FILE NAME?, and then you type: UPDATE. 

11 
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3 USING THE WORD PROCESSOR 

Now that you've completed your preliminary housekeeping, 
you're ready to start word processing. First, you'll learn how to 
find your way around the editing screen and to adjust the 
screen colors to your personal preference. Next, you'll load in 
a sample document to practice on. We'll introduce you to the 
essential command keys and then to those keystrokes which 
help you move around the screen and document; the primary 
editing keys; the document formatting keys; and the special 
keys. By the end of this Chapter, you'll be ready to compose 
your own document. 

But first, it seems that there is so much to learn that you'll 
never keep it all straight in your head. To overcome this 
feeling, we've provided keyboard overlays to refer to as you go 
along. To make best use of the keyboard overlays, place them 
on your computer above the top row of keys, and alongside 
the [j] and li:] keys. Affix them with transparent tape. Don't 
worry if they don't make sense now. Soon they will. 

Now, let's g~t acquainted with the editing screen display. To 
reset your computer from working with the UPDATE file, 
press tIti'jJ!r:J. In response to RESET WORD WRITER? 
(YIN), press~. You will now see the WORD WRITER 3 
display. 

12 
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. The WORD WRITER 3 Display . 

At the top of the display you will see this line: 

WORD WRITER 3 P:OI L:Ol C:OI 

We call this the prompt line. WORD WRITER 3 
continually asks you questions during your use of this 
program. These questions will always appear in this part 
of your display. We call these questions, or instructions, 
"prompts." On the right side of the prompt line, you will 
see P:OI L:Ol C:OI. These numbers will tell you the 
cursor's location. For example: 

P:Ol stands for the page number where your cursor is 
located. You are now on page 1. You can create 
documents of up to 255 pages with WORD WRITER 3. 

L:OI stands for the line number where your cursor is 
located. You are now on line 1. There are 58 lines per 
page. The page will automatically "flip" when you try to 
type on line 59. When the pages "flip" the border will 
flash to alert you that your page is full. 

C:Ol stands for the column number. You are now in 
column 1. The column number is your horizontal position 
on the display. 

You will now see the prompt FLASHING CURSOR?(Y/ 
N). The cursor is the small block you will see on the 
display. All the information you enter into WORD . 
WRITER 3 will be placed where the cursor is located, and 
the cursor moves as you type. If you want the cursor to 
blink, press i:j for yes. If not, press ~ for no. 

13 



3: Using the Word Processor/The Display 

Next, you will see LINE LENGTH?(10-250). Enter a 
number between 10 and 250, then press IjJ::tllJjNI. Your 
document will be set up for the line length you have 

, entered. l)pically, an 8Y2-inch sheet of paper has 80 
characters across, but you may want margins on both 
sides of your text. If you want a 10-character margin on 
each side of your text, enter 60 for the line length, then 
press IjJ:jllJjNI (80 characters across. minus 10 each for 
the two margins). Then use the "Set Margin" command 
explained on page 26 to enter your 10-character left 
margin. If you press IjJ:jllJjNI in response to the above 
prompt, your line length will be set automatically at 60. 

14 

NOTE: If you enter a number longer than 40, you won't 
be able to view your entire document from right to left as 
you edit it. (You will have to scroll your sc reen to ,see a ll of 
your text.) You might want to enter 40 as your line length 
when you first load the program. After you type in your 
document, you can change the line length before printing 
by inserting a check mark instruction at the top of your 
document. See page 26 for information on check mark 
instructions. 

.1 
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Changing the Display Colors 

Unless you have specified differently in a printer file, each 
time you load WORD WRITER 3, the background will be 
black and the prompt line and text will be white. You can 
easily adjust these colors for maximum contrast and eye 
comfort. To do so, press the ~ key and use the keys 
indicated to change the text, prompt, and 
background colors on your display. 

o 

Loading the Sample Document 

To help you get acqua inted with WORD WRITER 3, we 
have placed a sample document on the program disk. To 
load the sample document, be sure the WORD WRITER 
3 program disk is in the disk drive, and that you have 
loaded th e program into your computer. Then press the 
~ key (@Ji"". ~). You will see a se ries of questions 
come up in the prompt area. Respond to them as shown: 

Question Your Response 

SA VE OR LOAD?(S/L) Press [! to load. 

MERGE OR LOAD?(M / L) Press [! to load. 

LOAD ERASES DOCUMENT, 
ARE YOU SURE?(Y IN) Press'-:' for yes. 

LOAD FILE NAME? Type in SAMPLE 
and press I iJ$UI, iN I. 

15 
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Our sample document will appear on your display. Now 
let's learn the functions of some important keys you will 
need to operate WORD WRITER 3. 

Learning the Keys . 

The Essential Keys 

Essential keys are those you need to know before you can 
do almost anything else. Introduced below are those 
which get you started in editing text, moving through the 
prompts, and manipulating your disks. 

These keys will help you type and edit text in the 
document window: 

[!I'i)! Used to access commands from the keyboard 
overlay. To use a function , press the tl"i)! key, and at the 
same time, press any of the keys noted on the keyboard 
overlay. Also used to return to the main text display after 
cataloging a disk or after disk error conditions. 

NOTE : rIUi)! is generally used for the functions at the 
top row of the top keyboard overlay. ~ is generally used 
for the bottom row functions. 



I 
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f$Ji",.. Used to type in upper case letters and other 
special characters. Also used to access function keys ~, 
~,~, and li:]. Used, as well to access special functions 
listed with the f$Ji",.. symbol on the top keyboard 
overlay. 

~ [j Exits WORD WRITER 3 to enter disk commands. 
In response to the prompts, this command enables you to 
format disks, erase files, consolidate files and remove 
damaged files. Specific instructions are on pages 48-49. 

Use these keys to edit text in the prompt area: 

~lli["M3 Moves the cursor to the first character 
while in the prompt area. 

btlill,.. Erases the entry in the prompt area. 
~lli["ffil3 

-= Moves the cursor in the prompt area. 

Moving Around 

~ Used to move the cursor right and left on the display. 
Press the =- key to move the cursor to the right. Press 
btlill,.. ~ to move the cursor to the left. 

btli ll ,.. t. Used to move the cursor up and down on the 
display. Press the t • to move the cursor down. 

17 
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NOTE: When the cursor reaches the edge of the display, 
the screen automatically scrolls (moves hori zonta lly) to 
show you the text you want to see. 

tll'iJ! ~ Moves the cursor to the end of the line on 
which it is located. This function is useful when reviewing 
text. 

~ ~ Moves the cursor to the beginning of the line on 
which it is located. 

~~Ij[.)M3 Moves the cursor automatically to the 
upper-left corner of the display. 

@Jill,., ~li[.'~13 Moves the cursor to the top of the 
entire document. 

IMPORTANT NOTE: If the word processor ever "acts 
up" (unusual text movement), use this function to reset 
your document. The text you have entered will not be 
harmed. 

tII'iJ! -- Moves the cursor to the end of your document. 

w::J -- Moves the cursor to tab locations on your 
screen. These locations are denoted by the small 
rectangles along the prompt line at the top of the screen, 
known as the tab line. When you press the tab key, the 
cursor will move to the column under the next rectangle 
along the line. See page 23 for information on setting or 
clearing tab locations. 
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The ~ key does the same thing as the - key. It simply 
advances the cursor to the next tab location. 

[I(j Moves the cursor to the top of the next page. The 
cu rsor wi II move to the top of the next page if you have 
any text there. If there is no page, nothing will happen. 

Li:J or f#Jilljj [I(j Moves the cu rsor to the top of the 
previous page. The cursor will move to the top of the 
previous page if you have any text there. If there is no 
previous page, nothing will happen. 

~ ~ Quickly moves the cursor down through your 
document. 

~ ~ Quickly moves the cursor up through your 
document. 

Editing Keys 

Before we learn the ed iting keys, we should say a word 
about Word Wrap. Word Wrap a ll ows you to type new 
text into the computer in a continuous stream, with no 
need to press the IjJ3IIIJjNI key. The Automatic Word 
Wrap feature will be inoperable when you ed it a 
document (at these times you can use the Format 
command, discussed on page 25 to realign your margins.) 
When you return to the end of your document and resume 
entering text, Word Wrap will again by operational. 

19 
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~[!l3! Deletes a character to the left of the cursor. 

@Ji"'" Inserts a character to the left of the cursor. 
1Imi~[!l3! Also inserts a blank space under the cursor. 
You can then enter your new text into the blank spaces, as 
usual. 

tlUiJ! D Deletes a Word, a Return, or to End of 
Text You will see the prompt WORD RETURN 
EOT(W / R/E). Press ~ to delete the word when the cursor 
is located on the first letter of that word. 

rlniJ! [j Deletes text to the right of the cursor to end of 
line. 

~ D Moves you into the Insert Mode. The letters INS 
will appear in the prompt line. Now, each time you enter a 
character, all of the characters to the right of the cursor 
will be moved over one space. To turn off the Insert Mode, 
press ~ D again. 

rluil! ~ Inserts an entire blank line into your text. 

Example: 

In our sample document, move your cursor to line 16, 
then press [!JI'i)!~ . A blank line will be inserted, and the' 
lines below it will each move down one line. 
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NOTE: The Insert Line function will only work when 
your cursor is located in the far left column on the display 
(column I or COl). 

rli"iJ! ~ Inserts a hard return (a permanent end of line) 
to the right of the cursor. This action causes an arrow to 
appear on the screen where you wish the hard return in 
your text. Then, when the computer formats your 
document, realigning your text to conform to the line 
length you have indicated, it won't "wrap" the text 
following an arrow. 

If you press the liJ3I"'iNI key when the cursor is at the 
end of your document, you will insert a hard return 
automatically. 

To insert a hard return elswhere in your document, move 
the cursor to the space just to the left of the location for 
the return. (The tlUi)! t:J keys will do this for you 
automatically.) Then press the tlUiJ! and ~ keys. The 
arrow symbol will appear where the cursor is located. (See 
the sample document for examples of hard returns.) 

Be sure that you have placed a hard return symbol on 
each blank line and at the end of every paragraph in your 
document. Also, be sure to place a hard return on every 
check mark line before formatting a document. 

To convert a hard return to a soft return (the computer 
ignores soft returns when it formats a document), move 
the cursor to the space at the leXt of the arrow symbol you 
want to change, and press [IJ'i)!~ . The symbol will be 
deleted. 
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[IUil! U Ii] deletes the liJ¥III'iNI symbol at the end of 
the line. Press [lUi)! ~ to move the cursor to the end of 
the line. Press [lUi)! U. Then press Ii] in response to the 
prompt. When you eliminate a liJ:tiil'iNI symbol, the line 
below may be moved up and merged with the line that 
contained the symbol. 

teUi)! ~ Searches through your document for a phrase 
or word of your choice. The computer will only sea rch for 
complete words, not fragments. For example, if you tell 
th e computer to search for the word "here", it will only 
find " here" in your document. It will not find "there", 
" adhere", or other words that contain characters in your 
sea rch word. 

Exa mple: 

In our samp le document, we would like to find the word 
"text." Press (tUi)!~. Then in response to SEARCH 
FOR?, type in "text," then press li):til'iNI. The computer 
sea rches through the document until it finds the word 
"text." 

Searching always begins from the point where your cursor 
is located. 

[IUil! ~ Searches for defined text and replaces it with 
newly defined text. Looks through your document for a 
phrase or word of your choice and replaces it with a word 
of your choice. The computer will only search for 
complete words, not fragments. For example, if you tell 
th e computer to search for the word "here," it will only 
find " here." It will not find " there," adhere," or other 
words that contain characters in your search word. 
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Example: 

In our sample document, we have misspelled the word 
"system." Now we would like to correct it. Press ('Uj)!~. 
Then, in response to SEARCH FOR?, enter "systtem." In 
response to REPLACE W1TH?, enter "system." The 
computer will automatically search through your 
document, and whenever it encounters the word "systtem," 
the word "system" will replace it. 

Search and replace always begins from the point where 
your cursor is located. 

Sii"". ~ (~ Sets and clears tabs. You can set up to 
200 at one time. To set a new tab location, move the cursor 
to the column on the display where you want the tab to be 
located, and press Sii"". ~ (~). A small rectangle will 
appear at the top of the colu mn along the prompt line. 
The row of rectangles that denotes tabs is called the tab 
line. 

lfyou want to clear a tab setting, move the cursor to that 
tab location and press~. The rectangle denoting that tab 
will be erased from the tab line and the tab will be cleared 
from the computer's memory. 

x. ~ U Sets the start of text to move or copy. Use this 
function to move or copy text from one part of your 
docu ment to another. The cursor must be located in 
column I (COl) at the extreme left of the line where you 
want to begin moving/copying. Position your cursor, then 
press Gl U. You will hear a beep. An example of the 
Move/Copy function follows .. 
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)( ~ ~ Sets the end of text to move or copy. To indicate 
the end of the block of text you want to move or copy, 
place the cursor in column I (CO l) of the line below your 
block of text. Then press ~ ~. You will hear a beep. An 
example of using the Move/ Copy function follows . 

')<, ~ ~ Sets the new location fo r moved or copied text. To 
indicate the new location fo r your moved or copied text, 
place the cursor in column I of the first line of the new 
location for your text. Then press ~ ~. You will be asked 
MOVE OR COPY?(M/ C). 
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Press ~ to MOVE the text. The Move command wi ll 
delete the text in the previous location. 

Press t!] to COPY the text. The Copy command will not 
delete the text in the previous location. 

Example: 

With our sample text, let's say you want to move lines 17 
through 19 to the top of the text just after the heading. 

1. Use the cursor keys to, position the cursor over the letter 
"T" in "To ease" on line 17 (L: 17) in column I (COl). 
Then press ~ U. 

2. Next, position the cursor over the letter "0" in 
"operation" on line 20 (L:20) in column I (COl). Then 
press ~ ~. 
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3. Next, position the cursor over the letter "E" in "Even if' 
on line 8 (L:08) in column I (COl). Then press m ~. 
You will be prompted MOVE OR COPY?(M/ C). Press 
UID for move. Like magic, your text will be moved. 
"Copy" works the same way, except your text will not be 
erased from its original location. 

Formatting Keys 

As you read before, the Word Wrap function is only 
operable at the bottom of your document as you enter new 
text. If you move back up into your document to edit text, 
Word Wrap will not work. During editing, you may find 
that the text you type in moves out past the line length you 
specified. 

To reatign your margins, use the Format command, 
accessed with the ~ ~ keys. Just press these keys, and 
the computer will re-arrange your edited document so that 
it conforms to your line length. 

If, when you loaded the program, you specified a line 
length of 40, you may want to re-format your document at 
a longer line length before printing. To do this, just insert 
a check mark instruction (discussed on page 26) at the top 
of your document and press ~ ~ to format it. The 
computer formats a document from the beginning of the 
line that contains the cursor. 

~ W Changes the page length to allow you to print 
either longer or shorter than a standard II-inch page. 
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NOTE: To prevent the computer from running para­
graphs together when formatting a document, you must 
enter a symbol indicating a "hard" IjJ",lljNI on every 
blank lin e and check mark line and after every paragraph. 
To learn more about this powerful feature, see page 21. 

f#1illjj D Centers text. To use this funct ion, type the text 
to be centered on the display, beginning in the far left I 

column (column I). Return the cursor to the beginn ing of 
the line and press f#1illjjD. The text on the line wi ll be 
centered to the line length you specified. Be sure there are 
no spaces a/if/" the text you want to center, because they 
will be taken into account when WORD WRITER 3 
centers your text. To clear any spaces trailing after your 
text press IjJOj,lljNI on the lin e. 

~ D Sets margins. To set the left margin of your 
document move the cursor to column I and press the ~ 
D keys. A check mark will appear on your screen in 
col umn I. Next to the check mark, enter the number of 
spaces you want for the left m argi n (a number from 01 to 
99- you must use double-digit numbers). For example, if 
you enter 10, your printed document will have a 10-space 
margin on the left side. After this number insert a comma 
and a number representing your desired line length. This 
sets your r ight margin. For exa mple, if you specified 
v 10,60, you would have asked for a one-inch margin left 
and right, printing 60 characters per line, 10 characters per 
inch. 
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If you changed your indent instructions from v lO,60 to 
v 50,30 a nd reformatted the text, your document would 
look quite different from the one described above. If you 
are using a typical 80-column printer, your text lthat was 
once centered with a 10-space left margin and 60-
character line length is now only 30 characters wide with a 
50-space left margin. 

You can use the v line anywhere in your document to 
indent specific portions of text. It is a good idea to use the 
check mark to indent text rather than to indent sections 
manually. The check mark lines will not appear in the 
final printout, and the line counter at the top of your 
screen (LOI) does not count check mark lines. This is a 
very powerful function , and you should experiment with it 
until you can use it comfortably. 

f#1i"j. ~ Right justifies text or aligns the right margin 
of your text into an even row. To use, type in your text 
beginning in column 1. Then place the cursor in column 1 
and press f#1i"j.~. The text on the line will move 
automatically to the right of the display. You can also use 
this function to right justify headings in your text. 

NOTE: Be sure there are no spaces after the text to be 
justified, because they will be taken into account when the 
WORD WRITER 3 justifies your text. To be sure there 
aren't any spaces affer your text, press IjJ:::tiil'iNI on the 
line . 
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Special Keys 

x ~ ~ Highlights text that you want to print in a special 
way. For example, if you want to type in a book title that 
you would like to underline in your printed document, 
just press ~ ~. Then type in the title. You will see each 
character highlighted on your screen. When you reach the 
end of the title, press ~ ~ again to turn off the highlight 
feature. -

You can also use this feature to highlight existing text in a 
document. In our sample document, move the cursor to 
the space at the left of "eas ily" in line 9. Press ~ ~ , and 
then press the right cursQr key ( -- ) until the cursor has 
moved over all of the characters in "easily." Press ~ ~ 
again or IjJ3III 'jNI to turn off the highlight feature. 

In addition to highlighting text, you must enter the printer 
code for the type face you want to use. 

NOTE : See Appendix I for information on entering 
printer codes. When you print your document, the 
highlighted text will appear in the type face you indicated . 

.l( ~ U!ll Checks the memory to tell you if you have room 
enough for the remainder of your document. Use this 
command while you are in the input mode to find out 
how much memory is left for data storage. 
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[?J [iJ Lets you repeat any key as often as you wish. 
When you load WORD WRITER 3, any key you press 
will repeat on your screen as long as you press that key. 
To turn off the repeat function , press ~ [iJ. To turn this 
function on again, press [?J [iJ . 

; or liIINFk1'.]:/ Aborts the present command. If you 
start to perform a function and change your mind , you 
can eas ily escape back in to the regular text entry mode 
with eit her a; or liIlNr~1'.]:/ command. 

~ ~ Exits to BASIC for entering the programming 
mode. 

Quick Keys 

Quick 'Standard 
Keys Keys Function 

[?J[! ~ Load a file 
[?J1i tiiijI!~ Print a document 
[?J(!] [?J ~ Quit 
[?J~ ~ Save a file 
[?J~ ["'iI! ~ View the disk Directory 
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Writi n9 a Letter 

Now you've had a chance to practice on a sample 
document, let's start a "real" document. Refer to the 
sections above and to your keyboard overlays. To save the 
file (write to disk so you'll always have it) press~. If the 
cursor is not at the top of the document, you will see the 
prompt FROM CURSOR? (YI N). Press i:j if yo u on ly 
want to save text from that point on and ~ to save the 
entire document. Next, you' ll see the prompt SAVE FILE 
NAME? At this point you should enter a fil e name of up 
to fourteen letters and numbers. Name it somethi ng 
unique, maybe the subject or the addressee combined with 
a date code. For example: Mom022088. Now. you're ready 
for the big test ... printing your own document. 

Printing a Document . 

Press the tIUj)! ~ keys Of press ~ Ii, and a window with 
twelve print options will appear on your screen. These 
options are: 
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PRESS RETURN TO PRINT (I-A) TO CHANGE 

1 Open 4,4,9 7 
2 Multi Copies N 
3 Number Pages N 
4 JJstify Text N 
5 Double Space N 
6 Sheet Feed N 
7 Chain Page N 
8 Merge Names N 
9 N orrnal .ABC II N 
0 IEm/MPSa::2 N 
A Linefeeds N 
FI Print Preview 

F 1 = PRINT PREVIEW 
RUNSTO P=END PRINT 

Illustration 2 

NOTE: Before using the Print option, save your document 
on your data disk. This will he lp guard against accidental 
loss of your docu ment. 

Following is a discussion of each of these options and 
instructions for choosing the settings for each. When you 
are satisfied with the sett ing for all 12 options, press 
IjJ3I,I 'jNI to print your document. At that time, you may 
see prompts that ask for information related to your 
choices for the options. After you enter your responses to 
these prompts, your document will be printed. (The 
printer starts printing from the current cursor location.) 
To stop the printer at any time, press th e IjlIJ~JAf!j'.]:l 
key. 
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Now let's take a look at each of these options: 

OPEN 4, 4, ? - Use option I to set the secondary 
address for your printer interface. (Secondary addresses 
are values sent by WORD WRITER to a printer that affect 
the manner in which text is printed, sllch as italic or all 
capital letters.) WORD WRITER 3 is set to work with a 
printer interface that has a secondary address of 7. If your 
printer has trouble operating with WORD WRITER 3 (for 
example, if it will on ly print in capital letters or graphics). 
your interface may use a secondary address other than 7. 
The table below shows some common interfaces and their 
seconda ry addresses : 

Secondary 
Interface Address 

Axiom Parallel 5 
Cardco (all models) 

Easy Print 7 
Micro World 302 and 
302C 
Easy Print Graphics 5 
Micro World 350 

Dip Switch 
Settings 

For the Cardco PS 
model on ly, set switch 2 
at the closed position. 
Switch 3 ON; switches 
L 2, and 4 OFF. 

Set switches I, 2. and 3 
for your printer (see 
your interface manual); 
switch 4 OFF; switch 5 
ON; switch 6 OFF. 
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Secondary Dip Switch 
Interface Address Settings 

Grappler 7 Switches 1 and 2 OFF; 
switches 3, 4, and 5 ON; 
switches 6, 7, and 8 
must be set for your 
printer (see your inter» 
face manual). 

Turbo Print 5 Switch ION; switches 
GTC and GT 2, 3, and 4 must be set 

for your printer (see 
your interface manual). 

Tymac 6 Switches I and 2 in 
lower right face of inter-
face (under paper) must 
be closed. 

U Print I N/A 
Xetec GPI 5 Switches I , 2, and 3 

OFF; switches A, B, and 
C must be set for your 
printer (see your inter-
face manual). 

Xetec JR 5 Switches 2, 3, and 4 ON; 
switch 8 OFF. 

Xetec Supergraphics 5 Switches 3 and 4 ON; 
switch 8 OFF. Set 
switches I and 2 for the 
font you want to use. 

In general. your interface must be set for the Transparent 
mode. 
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To change the secondary address in the Print window, 
press U. The number 7 on the right side of the window 
will change to 8. Keep pressing the U key until the number 
you want appears in the window. You have a choice of 
numbers from 0 to 9. COMMODORE PRINTER 
OWNERS: Do not change this option. 

NOTE: USING THE COMMODORE MPSIOOO 
PRINTER: WORD WRITER 3 only supports the 
MPSIOOO printer in the IBM mode. not the Commodore 
mode. At the Print window, press ~ for the option OPEN 
4,4,? This sets the correct secondary address for the 
MPSIOOO printer. Press ~ to select yes for NORMAL 
ASCII. Press ~ to set LINEFEED at Y for the 
Commodore serial cable. Dip switches I and 3 should be 
on and all others should be off. 

2 MULTI COPTES - To print more than one copy, 
press the number E3 and the N on the right side of the 
window will change to Y for yes. At printout time, you will 
see the prompt NUMB ER OF COPIES?(1 -99). Enter the 
number you want to print, and press liJ=UlliNI to print 
your document. 

3 NUMBER PAGES - If you want the printer to 
number the pages of your document, press~, and the N 
across from this option will change to Y. At printout time, 
you will see the prompt NUMBER PAGES STARTING 
AT?(1-250). Enter a number between I and 250 and press 
liJ::jilliNI to begin printing your document. 
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4 JUSTIFY TEXT - Use this function to align your text 
along the right margin of your document. Text in a 
justified document appears as a straight row on the right 
side instead of a jagged m argin . All text in the document, 
including indented material, will be justified when you 
use this option. To justify your text, press~, and the N 
across from this option wi ll change to Y for yes. Your 
document will be justified at printout time. 

NOTE: To keep portions of your document from being 
justified at printout time, use the check mark. Just place 
the cursor in the line above the text that you don't want 
justifred. Press ('IliJ!~, and then press G3 a. The check 
mark (V) will appear on your screen. Then enter 80 for 
your left margin and press (eniJ! ~ to enter a hard return. 
(The 80 is only a code that turns off justification.) To turn 
on the justification feature again, move the cursor to the 
line beneath th is b lock of text. Enter a check mark 
followed by 80 again. At printout time, the block you have 
delineated will not be justified. 

5 DOUBLE SPACE - To double-space your document, 
press~, and the N across from this option will change to 
Y. If you do not double-space your document, it will be 
single-spaced when it is printed. 

6 SHEET FEED - If you are using a printer with s ingle 
sheet friction feed, set this option for yes. If you are using 
the more common traction feed printer, leave this option 
set for no. To change the setting, press ~, and the N will 
change to Y for yes. 
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7 CHAIN PAGE - If your document is more than 10 
pages. you ca n store it in separate fil es a nd print it out 
late r using thi s page chaining option. The printer will 
chain eac h fil e to the next and number the pages 
consec utive ly. 

To use thi s option , load the first file into the computer. 
Th en press [IUiJ!~ . Then, press [j , and the N across 
from the "C hain Page" option will change to Y for yes. 
Now press liJ:::UlliNI to print the first file . When the 
printer is fini shed. load in the second file . Continue this 
process until a ll have been printed. If option 3 is set at Y 
for yes. th e pages will be numbered consecutively. You 
will be able to print up to 250 pages using this technique. 

8 M ERGE NAMES - To print out form letters using an 
address li st sto red o n disk. press ~. a nd the N will change 
to Y for yes. W hen you press liJ",lliNI to print, you' ll be 
asked to enter th e fil e name of your address li st. 

NOTE : To use th e "Merge Names" option, you must set 
option 2, " Multi C opies", at N for no, a nd yo u mu st set 
option 5. "Double Space" at N for no. If you want your 
pages numbered, enter I as your first number. If you do 
not perform th ese steps, th e "Merge Names" option will 
not work. 

9 NORMAL ASCII - If your printer requires norm a l 
ASCII characters. you mll st set this opt io n for yes. To set 
this o ption. press~, and th e N across fro m the option will 
change to Y for yes. If you a re using a Commodore 
printe r. leave thi s optio n set a t N for no. 
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NOTL Ifyou are using a non-Commodore printer. you 
may want to set your interface to the "transparent" mode 
and set option 9 on th e Print window. "Normal ASCII," at 
Y for yes. This wi ll help you bypass any poss ible 
inte rfacing prob lems. 

o 1526/ M PS802 - I f you are u si ng a Com modore 1526 
or MPS802 printer. yo u can unde rlin e text in your 
document by press ing ~ for this option. To use inverse 
print or expanded print on your Commodore printer. 
press ~ for no. Then enter the codes for one of th'ese 
options using a check mark. (Entering printer codes is 
discussed on pages 36-37.) If you are not us ing a 
Commodore 1526 or MPS802 printer. press ~ for thi s 
option. 

A LINEFEEDS - If your printer requires linefeeds. 
press ~ to change this option from N to Y for yes. See 
your printer manual for information on linefeeds. 

F I PRINT PREVIEW - Use thi s function to view your 
document on the scree n as it will be printed on your 
paper. Press liD whil e the Print window is on yo ur sc reen. 
The first 80 columns of your text will be displ ayed. 
including the left and right margins. A ny text that yo u 
have highlighted and assigned to printer code I (see pages 
36-37 for information on entering printer codes) will be 
underlined on your screen. All other text that you have 
assigned to other printer codes will appear highlighted on 
your screen. To pause the Print Preview mode. press th e 
t:i:l!1lt3 r::r..:liJ. Then press a ny other key to start again. To 
ex it this mode. Press lil!Rl~E#j"'::l . You will ex it to your 
document. . 
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NOTE: T he Print Prev iew mode requires II K o f free 
memo ry. If you do no t have enough memory ava il a bl e. 
this mod e will not wo rk. To check, press [!3 1.iID. 

Now let's try a pplying wha t we've ta lked a bout to using 
your printer with WO RD WRITER 3. Where do you sta rt? 
F irst. you will find a number o f fil es o n your progra m di sk 
th a t a re rela ted to d iffe rent printers. Each o f these fil es 
holds th e correct printer codes for a particular printer. 

To load o ne o f th ese fil es, load WORD W RITE R 3 into 
yo ur computer. and with the program di sk in th e di sk 
drive. press [eUjl!~ to view th e di sk d irecto ry. Loo k fo r a 
fil e na med fo r your printer, and press [eUjl! [! to lo ad thi s 
fil e into your co mputer. If your printer isn' t li sted, but is 
co m pa tibl e to a listed p rinter, load th e printer fil e th at is 
closest to your printer type. (Contact you r printer's 
ma nufactu re r fo r info rm a tion o n co mpatibility.) If you a re 
using a n interface, be sure it is set in tra nspa rent mode. 
(See A p pe nd ix I for mo re deta il s. ) 

O nce yo u have loaded th e printer fil e, press ~ ~. T he 
P rin te r Code window will appea r on your sc ree n. T he fi ve 
prin te r codes in this wi'ndow were loaded auto matically 
wh en you loa ded th e printe r. To learn more a bout codes, 
refer to A ppendi x I. 
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To use these codes in your document, you must first 
indicate which text you want to print in a spec ia l type 
face. Just move to th e first character of the text you want 
to print in a special way, and press Gl ~. Press the right 
curso r key. T he text under th e cursor will be hi ghlighted. 
Continue press ing this key until a ll o f the text yo u want to 
spec ify is highli ghted. Then press Gl ~ again to turn off 
the hi ghl ightin g fea ture. 

Now move the cu rso r to a bl a nk line a bove thi s text. Press 
Gl a to enter a check ma rk o n this li ne. Then enter a "c" 
followed by a number from I to S. Each number 
represents a line in th e Printer Code window. and each 
line ho lds codes for a diffe rent type face. E nter th e 
number of the line th a t conta ins the codes you wa nt to use 
on this highlighted tex t. For exa mple, if you are us ing a n 
Epson and wa nt to unde rlin e your highli ghted text you 
would now enter 

vc l 

Now press fS'i"l*. ~~Ii[']ffi"! to return to the top of the 
docu me nt. Press [IUiJ! ~ and liJ:j'IJiNI to print. When 
th e printer "sees" your code. it will print any highlighted 
text that follows in th e sty le you've selected. If it 
encounte rs a nothe r code in yo ur document it will print 
a ny highlighted tex t in th e new print face indicated by 
your new code. You ca n enter a check mark and a new 
code a nyw here in your document that yo u like. 
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Experiment with Your Printer 

Now that yo u have gotten yo ur feet wet with yo ur printer 
and WO RD WRITE R 3, do so me ex perim enting. (You 
may waste a lo t o f pa per, but you ca n't hurt a nything.) T ry 
out th e d ifferent codes in yo ur printer m anual with th e 
sa mple document a nd th en try th em out o n your own 
tex t. If your printer ma nual does no t d isc uss o r show a n 
exa mple of a specific printing feature, your printer 
p robab ly does no t produ ce th a t feature. 

If yo ur printer m a nu a l di sc usses a n o ptio n th at you 
ca nnot get to fun cti o n in WORD WRITE R 3, a nd you a re 
us ing a p rinter with a n interface, th ere a re two things you 
sho ul d do. F irst be sure you've set your interface in 
tra nspa rent mode (see your interface ma nu a l fo r info r­
ma ti o n o n tra nspa rent mode), and second, be sure you've 
selected Y fo r " N o rm al ASC II" in WO RD WRITE R 3's 
P rint window. If you still ex perience a problem, try 
fo ll owin g exa mples show n in your printer's m a nu a l. If 
yo u have a ny questi ons a bo ut th e wo rkings o f your 
printer, co nsult your dea ler o r your printer m a nufacturer. 
T hey kn ow th eir p rodu ct better than a nyo ne. 



Printer Codes/ Using the Word Processor :3 

~ ~ Enters a "global" printer code (one that affects th e 
entire document-for example. if you want to print th e 
whole document in italics). Note that this does not affect 
other printer codes. I n effect. thi s function gives you direct 
access to your printer. To tell the printer that you want 
your whole document printed in a special typeface. simply 
press ~ ~. You will see the prompt ENTER PRINTER 
CODES. E nter th e codes for th e typeface you want to use. 
You can enter up to 9 codes. When you have entered the 
la st code. press 255 a nd IjJ:tiII'jNI to tell the computer 
you have finished. For example, to print in emphasi zed 
type on a Star SG 10. you would type: 

27 IjJ:tiII'jNI 
69IjJ:tiII'jNI 
255IjJ:tiII'jW 

To erase the codes from the computer's memory after yo u 
have finished printing. turn yourprinter off and then on 
aga1l1. 
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4 PRODUCING SPECIAL 
DOCUMENTS 

As yo u begin getting acquainted with th e world of word 
process in g. yo u' ll probably limit yo urse lf to personal and 
business letters a nd maybe so me s imple repo rts a nd m emos. 

However. WORD WRITER 3 is capab le of much more. You 
ca n produce ve ry professiona l looking. lengthy reports, 
compl ete with repeating copy at th e top and botto m of each 
page. automatic page numbering, and any special type size 
and styl e treatments that your printer suppo rts. 

You ca n a lso create personali zed " m ass" mai lings, by 
in corpo rat ing add ress and persona l info rm ati o n into "form" 
lette rs yo u have created. 

To get th e most out of WORD WRITER 3, let's exp lore th ese 
specia l features. 
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Document Production 

With WORD WRITE R 3, th e tim e it takes to go fro m you r 
thoughts to fini shed printed d ocum ent is grea tly red uced. 
Listed below a re steps fo r produ c ing your document. 
Fo ll ow these guidelines and yo u' ll get th e most fro m you r 
WORD WRITER 3. 

I. Develop a purpose fo r your document and state cl ea rly 
what you wish to acco mpli sh . 

2. Write a n outline, us ing WORD WRITER'S O utliner 
feature (see pages 60-67) fo r th e resea rching a nd writing 
of your document. 

3. Ga ther th e info rm a ti o n you need to write yo ur paper. 

4. Write a rough d ra ft of yo ur doc um ent. Use you r ini tia l 
o utlin e as a road m a p. Leave notes to yourself in your 
docu ment any p lace yo u think you m ay wa nt to incl ude 
mo re in form at io n. 

5. P rint o ut and review yo ur rought dra ft. Penc il in a ny 
notes o r correcti o ns th at you wa nt to incl ude in the 
fin a l document. You may have to repeat this step 
seve ra l tim es. 

6. Mod ify your rough draft o n yo ur compu te r. 

7. F in a lly, prin t o ut yo ur document. 
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You can do all the steps listed above in WORD WRITER 
3. You'll probably skip some steps when doing a short 
document or letter. 

Headers and· Footers 

Headers and footers are what is known as "running text." 
They are labels at the top and/or bottom of each page that 
quickly identify something like the subject content, the 
date, the page number, or the author on every page. In 
WORD WRITER 3 there is a way to set up this 
information once and have it inserted automatically on 
each page. You won't have to type it in on every page. 

Interestingly, headers and footers can be comprised of 
one, two, or three parts and be printed at either the left or 
right margin or centered as you wish. 

For example, to make maximum use of the header and 
footer capability, one could set up the following: 

Matt Parsons Computer Science 360 Feb. 28,1988 

Chapter 3 Section II Page xx 

It's not often that you would ever need all of these labels 
on a page, but let's learn how to get what it is you do need 
to appear at the top and bottom of each page. 
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Headers 

Headers are running text that you wish to have appear at 
the top of each page. Suppose you'd like to have your 
report title centered at the top of each page. To do this 
move the cursor to the top left corner of page 1 and press 
~ato enter a V. Next, enter an H to indicate a header; 
a number to indicate the type code to your printer; an t 
(up arrow) to indicate you wish to skip the left margin 
entry; the text you want centered such as MY REPORT; 
and another t to indicate no text at the right margin. Your 
command line would look like this: 

VH l t MY 'REPORT t 

If you wanted text left, center, and right, your command 
might look like thi s: 

VH 1MY NAME, t MY REPORT t THIS DATE 

Remember, the t s are markers for the left and center 
positions, so if you only wanted your name, for instance, 
at the top right of each page, you would have to enter: 

VH I t t MY NAME 

Jfyou want your headers to skip page 1 and start on page 
2, you mu st have at least one line of regular text on page I 
before entering the header information. 
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And, if you wish to print all or parts of your header in 
some special kind of type treatment. you can do that too. 
Refer back to page 28 for the discussion of highlighting. 
Entering a ~ ~ before and after the text you wish in a 
special treatment such as bold face or italic and entering 
the appropriate printer code a llows you to emphasize your 
header text in a variety of ways. 

Now, let's suppose you would like th e page number to 
appear as part of your header, say in the upper right. To 
do this you insert the end-of-record symbol (f#ii"l*n) 
after the word "page." Your coma nd line might look like 
this: 

WORD WRITER 3 P:Ol L:05 C: 01 

,I 
vH2 MATT PARSONS t COMPUI'ER SCIENCE t PAGE ITl 

Illustration 3 

CD Tells the printer to place "Computer Science 360" in 
bold face type in the cente r of the line. 

CD Tells the printer to place a page number preceded by 
the word "Page" in the right position. 
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Footers 

Footers work the sa me way, except yo u enter a n F instead 
of a n H in th e chec k mark lin e. A typical Footer 
instruction might look like thi s: 

vi F2Repo rt 

This instruction tell s the computer to place the word 
" Report." in a specia l type face , at the left margin of the 
bottom of you r page. 

You can turn heade rs and footers o n and off. For 
exa mple. if a page in your repo rt contains a full-page 
table, and you don't want th e header to appear on that 
page, just move the cursor to th e bottom of the preceding 
page o n your screen and enter: 

At th e top of the next page, be sure to re-enter your header 
information. 

This powerful feature can help you produce professional­
quality documents. Take the time to ex perim ent and lea rn 
about headers and footers. 
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Disk Commands . 

Disk commands are instructions that you send to your 
disk drive via your computer. There are a number of disk 
commands that you can execute within WORD WRITER 3. 
Below is a list of some of the more common commands 
and the formats you must enter in order to use these 
commands. In order to understand disk commands more 
fully, consult your disk drive user's manual. 

NOTE: The 0 in each of the fo llowing disk command 
formats represents a disk drive nu mber. If you are using 
drive 1 of a dual drive, enter 1 in these formats instead of O. 

The INITIALIZE command: 

The INITIALIZE command resets the internal workings 
of the disk drive hardware. To execute this command, 
press the ~ [j keys. Then in response to DISK 
COMMAND?, enter "iO" (no quotes). Your disk drive will 
be initialized. 

The VALIDATE command: 

The VALIDATE command te ll s the drive to remove 
damaged files and to make sure that the files on your disk 
are placed close together without excess space in between. 
This means that any available space on the disk will be 
free for use. To validate a disk. press the ~ [j keys. Then 
in response to DISK COMMAND? enter "vO" (no 
quotes). Your disk will be validated. 
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The SCRATCH command: 

T he SCRATCH command tells your drive to erase 
specific files from the disk that is currently in the drive. If 
you want to scratch a file on a disk, press the (?J [j keys. 
Then in response to DISK COMMAND?, enter "sO:" (no 
quotes) followed by the name of the file you want to 
scratch. (If you have used the Scratch com mand on a disk 
three times. use the Validate command on that disk before 
scratching another file.) 

The NEW command: 

Last the NEW command tells the disk drive to completely 
erase all of the information on the disk currently in your 
drive. You can then use that blank, formatted disk with 
any program that you like. If you want to erase, or NEW, a 
disk, press the ~ and [j keys. Then in response to the 
prompt DISK COMMAND? enter "nO:" (no quotes) 
followed by the new name you want to ass ign to your disk 
and a two-character identification code that you assign. 
For example. you .might enter 

nO:work,l a 

Consult your di sk drive manual for more information on 
th is command. 
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Viewing the Directory 

After the disk drive executes your command. you may 
want to view the disk directory to be certain that your 
command was executed. 

To display a list of documents on your data disk. press 
either (IUjl! W or G3 ~ (for view.) Your text will 
disappear from the display. and you'lI see the directory. 
To stop the scrolling action on your screen. press the 
lil!Rl~t:i"':f key. To return to your document. press 
tIUjl!. 

If you are using a dual disk drive and request a disk 
directory. you will see the directory for the disk in drive O. 
To see the directory for the disk in drive I. press G3 W 
and enter I. Then press (IUjl! W to view the directory. To 
reverse this selection. press G3 W again and enter O. 
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Storing Addresses and Doing Form 
Letters 

One of the best features of WORD WRITER 3 is its 
capability to produce personali zed form letters. With this 
feature, you compose your letter. and WORD WRITER 3 
prints out letters with your addresses automatically 
included in each letter. You can print out up to SO letters 
at a time. Each letter can be up to four pages long. The 
addresses appear on your letter flush left (that is, 
beginning in column I) and are printed at th e left margin . 

Before using this feature. you must develop your address 
list. There are two ways to do this. You can use either 
WORD WRITER 3. or DATA MANAGER 2. 

A sample address list is inclu ded on the program disk in 
the file called "adr." "adr" is an example of how you must 
enter your addresses in WORD WRITER 3. To view the 
"adr" file, load it into your computer just as you load 
other files. 

To develop your add ress li st using WORD WRITER 3: 

Load WORD WRITER 3 into your computer. Before you 
begin typing in your address li st, type the word LIST (in 
all capital letters) and press IjJ::j,lljNI. 
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NOTE: It is very important that you enter the word LIST 
at the top of each of your address lists. If you do not 
perform this step, the computer will not be able to use 
these lists when you print out form letters. 

Now type in your addresses on the display, as shown in 
the example below: 

ADDRESS LIST 
John Doe 
1234 Maple 
Ocean City. NJ 72345 f#Ji"II.; 
Bob Johnson 
Acme Equipment Co. 
34567 State Dr. 
Williamsburg. PA 87655 f#Ji"lIn 
Sandy Thompson 
2345 W. Ontario 
Chicago. IL 60012 f#Ji"lIn f#Ji"lIn 

Where you see f#Ji"lIn in the example, press @Ji"lIn 
(end of record). You will then see the graphic character 6:J . 
This graphic character signals the computer that the full 
address has been entered. The double Eb Eb after the last 
address signals the computer that all aodresses have been 
entered. After typing in your address list. store it on your 
WORD WRITER 3 data disk. You can recall and modify 
it at any time. 

To develop an address list using your DATA MANAGER 
2 manual. This method provides a much better way to 
develop and maintain your address list. 
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NOTE: If you have a version of DATA MANAGER 2 
which does not contain the Extended Print option. you 
will need to use the specia l interface program on this disk 
to print labels. address lists. reports. or records. For 
instructions on using the interface program, or for 
information on upgrading your DATA MANAGER 2 
program to the latest version. contact our Customer 
Support Help Line (see the inside front cover of this 
manual). 

At this point, you have stored an address list on your data 
disk. Now, type your form letter into the WORD WRITER 
3. (Remember, no more than four pages!) Leave space 
where your addresses will be inserted. See the sample 
letter below: 

Ms. Cecelia Adler 
Timeworks Inc. 
444 Lake Cook Rd. 
Deerfield, IL 60015 

Dear Madam: 

Regarding your recent inquiry, I want you to know that 
your comments are of great value. Our mariual writers will 
take them into consideration in the future. 

NOTE: To view the way a letter should be set up for form 
letter printout. load our sample letter. stored on your 
program disk under " letter." 

53 



4: Producing Specia l Documents/Form Letters 

54 

Now, to print your form letters, press Sii"'" ~~ 
litl1M=! to reset the cursor to the top of your document. 
Then press teUjJ! ~ to call up the Print window, and 
follow these steps: 

1. Set option 5, "Double Space," at N for no. You cannot 
use this option when printing form letters. 

2. Set option 7, "Chain Page," at N for no. You cannot use 
this feature when printing form letters. 

3. Set option 8, "Merge Names," at Y for yes. This feature 
is necessary for form letter printout. 

When you are finished setting the print options, press 
IjJ:ji1ljNI. You wil l be asked for the name of the file you 
want to merge. Insert the disk that contains your address 
list in the disk drive, and enter the file name. The 
computer will begin printing o ut your letters with the 
addresses from your address li st inserted automatically. 
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Merging Reports from DATA 
MANAGER 2 

Another powerful feature of this word processing system is 
its ability to extract information from DATA MANAGER 
2. Information from this program cannot be interfaced 
directly with the word processor. This information must 
first be transformed so the word prqcessor can use it. You 
can use DATA MANAGER 2's Extended Print program 
to set up your information in two formats: addresses and 
reports. Addresses can be used for form letter printouts or 
inserted into your document as a list. Reports summarize 
your data base information in an easy-to-read columned 
format. Below is an example of a typical report: 

NAME 

John Doe 
Mary Smith 
Tom Johnson 

CITY ST 

Chicago, TL 
New York, NY 
Boston. MA 

PHONE 

312/222-1234 
212/321-6543 
617/345-0987 

You can store this report by name and load it directly into 
your document. 

Example: 

I. Let's assume you created a report with DATA 
MANAGER 2. and you stored it under the name REPl. 

2. Load WORD WRITER 3. and type in text to the point 
where you want to insert your report. 
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3. Press S'i"pj.~, or~, to load your report into 
WORD WRITER 3. Then follow the prompts below. 

PROMPT 
SA VE OR LOAD?(S/ L) 

MERGE OR LOAD?(M/L) 

LOAD FILENAME? 

YOUR RESPONSE 
Press I! to load. 

Press ~ to load. 

Type in REP}' then press 
IjJ:t,I'jNI. 

Your report will be appended to your document. To 
modify its appearance in your document. use your editing 
functions. 

You may also use this procedure to merge lists from the 
label maker into your text. To erase the text symbols that 
appear after each line, simply type a space over them. 
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5 WORD WRITER 3'S ADVANCED 
FEATURES 

The Thesaurus 

WORD WRITER 3 includes an integrated Thesaurus that 
offers you synonyms for over 60,000 words. The Thesaurus 
is available to you at the press of a key. 

The Thesaurus is located on the thesaurus disk that you 
will find in your WORD WRITER 3 package. This disk 
must be in the disk drive for the Thesaurus to work 
properly. 

NOTE: It is a good idea to make a backup copy of your 
Thesaurus disk before goi ng any further. 

To use the Thesaurus, just follow these steps: 

1. Insert your Thesaurus disk into your disk drive. 

2. Move the cursor to any character within the word you 
want to replace in your document. You can also place 
the cursor in the space after this word. Then press [?J ij. 
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3. At the top of your display you will see the word you 
selected. You now have three options: I) you can edit 
the word, 2) you can press f#1illijij ~1j[.'ffil3 and 
then press IjJ:tI"JjHI to return to your document, or 3) 
you can press IjJ:tI"JjHI and the computer will begin 
sea rching for your word in the Thesaurus. If the 
computer finds your word. it will load lists of synonyms, 
presented in groups called "clu sters," for your word. 
This may take up to a minute. Be patient. 

ENTER WORD #, CURSOR UP/DOWN, OR RETURN 

WORD: system 

1 convention 
3 fashion 
5 manner 
7 policy 
9 procedUl'e 

11 ritual 
13 rule 
15 usage 

IDustration4 

2 custom 
4 habit 
6 method 
8 practice 

10 process 
12 routine 
14 tradition 

1 OF 3 

4. Note how each synonym is numbered. In addition, each 
cluster is numbered. You will see the number of the 
cluster currently on your screen as well as the number 
of clusters for your word. To view the other clusters (if 
there are any.) press the DorU keys. 
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If you do not want to replace your word with one of the 
selections, press IjJ¥j'IJiNI. You will return to your 
unchanged document. 

To replace your word with one of the Thesaurus words, 
enter the corresponding number and press IjJ¥j'IJjNI. 
The Thesaurus window will disappear from the display 
and the new word will be substituted in your document. 

NOTE: The Thesaurus requires approximately 6K of 
memory, which is about three pages of text. You can check 
how much memory you have left by pressing ~ ~. 

The Outliner 

Remember how much you hated writing outlines when 
you were in school? WORD WRITER 3 makes this task a 
snap with an outlining feature which allows you to 
produce detailed outlines of your document. You can then 
edit these outlines until they suit your exact needs. 
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Creating an Outline 

WORD WRITER 3 offers you five levels for your outlines: 

I. I. to XXVII. 

2. A. to Z. 

3. I. to 99. 

4. a. to z. 

5. I) to 99) 

In outline form, these five levels would look like this: 

I. Main Topic 
A. Subtopic 

I. Subheading 
a. Breakdown of the subheading 

I) Further breakdown of the 
subheadi ng. 

To create your own outline, press ~ ~, then press ~ to 
enter the Outline Mode. When you enter the Outliner, the 
WORD WRITER 3 document that's in memory will be 
erased, but you will first be given an opportunity to save 
your document. Press ~ if you need to do so, or ~ to go 
directly into the Outliner. 
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Indexing the Outline 

The tab positions in the Outliner are preset at columns 2, 
8, II, 14, 17, and 20. Each of these tab locations represents 
an outline level. 

The Outliner automatica lly indexes-indents and 
ass igns the appropriate letter or number prefix- for you. 
Just press the ~ key or [j] key until the cursor is at the 
proper location for the level you want to enter. Listed 
below are the cursor positions for each of the outline 
levels: 

Cursor 
Location 

Outline 
Level 

1-6 7-9 
2 

10-1 2 13-15 16-20 
3 4 5 

Now press [!l D, and the letter or number (also 
called "indexes") that corresponds to this tab position 
will appear on your display. Next, enter the heading 
fO.r this level of your outline. To pass up a tab 
position, just press C!l ~ to move to the beginning of 
the line, and follow the procedure described above. 

NOTE: If WORD WRITER 3 finds an index out of place, 
two asterisks (**) will appear next to it, indicating that 
there is an invalid level on this line. If you place two 
asterisks at the beginning of the line, the Outliner will not 
a lter that line. 
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Continue tabbing to other positions and entering your 
outline indexes by pressing [!l D (you can also enter your 
outline indexes manually) until your outline looks 
something like this: 

I. Main Topic 
A. SUbtopic 
B. Subtopic 

II. Second Main Topic 
A. Subtopic 
B. Subtopic 
C. SUbtopic 

I. Subheading 
2. Subheading 

To modify your outline, use the editing keys on pages 19-
23 of your manual. 

Formatting an Existing Outline 

After deleting, adding, or moving lines in an outline, you 
may find that some of your indexes are wrong or out of 
place. You can re-index' your outline by pressing either 
~ ~ or [!l [II. (For this option to work properly, each 
line of your outline must be in its proper location.) 
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Let's see how it works. Delete line IJ-B from your sample 
outline (by moving the cursor to the first column in that 
line and pressing (eUiJ! [j,) so it looks like this: 

I. Main Topic 
A. Subtopic 
B. Subtopic 

II. Second Main Topic 
A. Subtopic 
C. Subtopic 

I. Subheading 
2. Subheading 

Now press ~ [II (or ~ ~). (There's no need to move the 
cursor first.) Your outline is automatically reindexed, so 
that all indexes are now correct. This feature will also 
work if you have more than one index that needs to be 
corrected. 

Shifting Part of the Outline Down 
Levels 

The "Down Level" ( ~ [!J) moves an outline heading and 
all of its subordinate headings down one outline level. 
You might find this a bit confusing, so let's take a look at 
an example. Start with the following outline. 
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I. Word Writer 3 
A. Spell Checker 

I. Integrated 
2. 85,000 Word 
3. Sub-diction aries 

B. Thesaurus 
1. Built-in 
2. Over 60,000 synonyms 

e. Outliner 
I. Idea processor 
2. Fu n to use 

II. Data Manager 2 
A. Data storage and retrieval 
B. Report writing 
e. Label making 

Let's say you decide that "2. Fun to use" is not strong 
enough to be a separate section. Instead, I.e. should read: 

1. Idea processor 
a. Fun to use 
b. Easy to follow 

2. Topic organizer 
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To make this move, position the cursor on the line that 
contains "Fun to use." Then press ~ l!J to select the 
"Down Level" option. Your outline would now look like 
this: 

I. Word Writer 3 
A. Spell Checker 

I. Integrated 
2. 85,000 Word 
3. Sub-dictionaries 

B. Thesaurus 
I. Built-in 
2. Over 60,000 synonyms 

C. Outliner 
I. Idea processor 

a. Fun to use 
II. Data Manager 2 

A. Data storage and retrieval 
B. Report writing 
C. Label making 

Now to complete your outline, move the cursor to the end 
of "Fun to use" and press [.OJ)! ~ to open a line, then 
C!3 l!J to tab over to the position under "a.," then C!3 D to 
insert text and type in "Easy to learn." Repeat the process 
to insert "2. Topic organizer." 
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Your outline should now look like this: 

I. Word Writer 3 
A. Spell Checker 

1. Integrated 
2. 85,000 Word 
3. Sub dictionaries 

B. Thesaurus 
1. Built-in 
2. Over 60,000 synonyms 

C. Outliner 
I. Idea processor 

a. Fun to use 
b. Easy to learn 

2. Topic organizer 
II. Data Manager 2 

A. Data storage and retrieval 
B. Report writing 
C. Label making 

NOTE: The "Down Level" option will not work on level 5 
headings. Also, you may need to format ( C!3 [i) your 
outline whenever you use the "Down Level" option. 

Shifting Part of the Outline Up Levels 

This option is the opposite of the "Down Level" option -
it shifts part of the outline up to the next level. (Obviously, 
it will not work on level I, Main Topic, headings.) To shift 
part of the outline up one level, press G'3 [!J. Remember to 
format your outline after using this option. 



Outline/WORD WRITER 3's Advanced Features:5 

Editing Your Outline 

Edit your outline the same way you would any WORD 
WRITER 3 document. See pages 19-23 of your manual to 
review the editing keys. 

Saving and Loading an Outline 

Saving or loading an Outline is the same as saving or 
loading a WORD WRITER 3 document. To save an 
outline, place your data disk in the disk drive, and press 
~ ~ (or ~). Follow the prompts, pressing ~ if you only 
want to save the part of your outline that's after the cursor, 
or ~ to save the whole outline. Then type in a file name 
for your outline. Un less an error occurs, you should see 
00, OK, 00,00 in the prompt line, meaning that your 
document has been saved. 

To load an outline that you saved previously, press ~ I! 
(or ~), follow the prompts, then enter the file name of 
your outline. 

Exiting the Outliner 

To exit the Outliner, press ~ ~, and then press~. This 
will return you to WORD WRITER 3, with your outline 
sqll in memory just like a regular WORD WRITER 3 
document. 
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The Spelling Checker 

WORD WRITER 3 includes Spell Checker, an 85,000-
wO'rd dictionary program which will read through your 
document for misspelled words and flag them so you can 
correct them. You can a lso enter your own 'dictiO'naries 
filled with lists of words which are not included in the 
WORD WRITER 3's dictionary. These lists are called 
"sub-dictionaries" a nd may be up to about 10K each in 
length . 

NOTE : 

To use the Spell C hecke r, load the document to be 
checked into the WORD WRITER 3. and select the 
"C heck Spelling" menu option by pressing the ~ key or 
@Jill".~ . Then follow the procedure described below. 

Checking Your Text Against the 
Dictionary 

The first thing the computer will do is check the length of 
your document to assure that it is not too long to check for 
spelling all at one tim e. If your document is too long 
(more than approximately 10 pages), you will be notified. 
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NOTE: The computer can only check spelling in 
documents of up to approx im ately 10 pages. If your 
document is too long, the compLlter wi ll tell you so. To 
check spell ing in a document of more than 10 pages long, 
you must save parts of the document under different file 
names and perform a spelling check on each of the 
smaller files. 

At printout time you will be able to use WORD WRITER 
3's document chai ning abi li ty to print out your document 
as one continuous manuscript. 

The computer will then sort a ll the words of your 
document into alphabetical order. The list will then 
appear on your screen, and you will be prompted to insert 
your dictionary disk in the disk drive so that the computer 
can read the Spell Checker dictionary. Then press 
IjJ::ti·"jNI. 

The computer wi ll begin checking the spelling in your 
document against your copy of WORD WRlTER 3's 
dictionary. The words of the dictionary will appear in 
alphabetical order at the top of your screen as the 
computer completes this process. (Thi s wi ll be your 
indicator of the progress of the spelling check.) When the 
computer matches a word from your document with a 
word in WORD WRITER 3's Spell Checker dictionary, 
that word will be deleted from the sorted li st on your 
screen. 
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NOTE: When the computer checks your spelling, it 
ignores capital letters. This means if a word appears in the 
Spell Checker dictionary in lower-case letters, but it 
appears with a capital letter in your document, the 
computer will still recognize that both are the same word. 

Checking Your Spelling Against a 
Su b-Dictionary 

When the computer is finished checking your document 
against the Spell Checker dictionary, the list of words on 
your screen will be reduced to only those that were not 
found in the Spell Checker dictionary. These words are 
called "suspect" words. You will now be asked if you are 
using a SUb-dictionary. 

What is a sub-dictionary? 

A sub-dictionary is a list of up to 3,000 of your own 
personal spelling words that you can create using WORD 
WRITER 3. This word list may contain words such as 
proper names or technical terms that are not found in the 
Spell Checker dictionary but may occur in your docu­
ments. (You may still want to check the proper spelling of 
these words.) 



Spelling Checker/WORD WRITER 3's Advanced Features :5 

You can create a sub-dictiona ry word list by entering your 
words into WORD WRITER 3 in a single column. Be sure 
that you spell each word correctly. You can add to your 
sub-dictionary at any time, just as you would add text or 
ed it a ny of your other documents. A typical word list 
would look like thi s on your di splay: 

subd 
Timeworks 
WORD WRITER 3 
Swiftax 
Swiftcalc 

You mu st enter the word "subd" as the first word in yo ur 
sub-dictionary. 

NOTE: If a sub-dictionary is not in alphabetica l order, a 
large sub-dictionary could slow down the computer when 
it is performing a spelling check. To put your sub­
dictionary in alphabetica l order and thus eliminate this 
problem, perform a spell ing check on the sub-dictionary. 
The computer wi ll then so rt your sub-dictionary words 
into alphabetical order and delete duplicates and words 
that may already appear in WORD WRITE R 3's Spell 
C hecker dictionary. You will then be given an opportunity 
to save your sorted sub-dictionary as a list of "suspect" 
words. Continue following these instructions to perform a 
spelling check on yo ur sub-dictionary. 

71 



5: WORD WRITER 3's Advanced Features/Spelling Checker 

72 

After entering words in your sub-dictionary, you must 
save it on your data disk using the same procedure as you 
would to save other documents. You can name your sub­
dictionary anything you choose. (See page 15 of your 
manual for information on saving documents.) 

You can load your sub-dictionary into the computer from 
your data disk any time you want to add or edit words. If 
you make changes to your sub-dictionary, remember to 
save it on your disk under a new name because your disk 
drive will not overwrite an existing file on your disk. (You 
can also use the Scratch command to erase the old file 
before saving the new file on you r disk. See pages 44-46 
for information on disk commands.) 

If you are not using a sub-dictionary, respond to the 
prompt USING A SUBDICTIONARY?(Y I N) with an ~ 
for no. If you are using a sub-dictionary, respond with a ~ 
for yes, and follow the computer' s instructions to load 
your sub-dictionary into the computer. 

The computer will begin checking your spelling against 
your sub-dictionary. The words of the sub-dictiona ry will 
appear at the top of your screen as the computer 
completes the process. When the computer finds a word 
from your document in the sub-dictionary, that word will 
be deleted from the sorted li st on your screen. 
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Correcting Your Misspelled Words 

When the computer is finished checking your document 
against both the WORD WRITER 3 Spell Checker 
dictionary and your sub-dictionary, you will see the 
prompt: 

Fl :REPLACE WORD F3:NEXT WORD F8:EXlT 

Now the computer will begin displaying the words that 
are either spelled incorrectly or that simply did not appear 
in either dictionary. 

NOTE: The computer assumes that those words that do 
not appear in either dictionary are misspelled, even 
though they may be spelled correctly. These words are 
called "suspect" words. 

The computer will start at the top of the document and 
stop at each word that was either misspelled or not found 
in the dictionaries. The word will be highlighted in your 
document and the word will appear on the prompt line. 

You now have three choices: 

I. If you are certain that the highlighted word is indeed 
spelled correctly, then the computer only selected it 
because it did not appear in either dictionary. Press the 
~ key to continue checking other words in your 
document. 
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2. If the word is obviously misspelled and you would like 
to enter the correct spelling (you may need to refer to a 
good old-fashioned dictionary if you are not sure of the 
spelling), press the [j] key. A cursor will appear after 
the word in the prompt line. You may edit the word by 
using the lbac§Qa~.!. kij!to erase incorrect characters 
and then typing in the correct characters. When you are 
satisfied that the word is correct, press the 'iJ=UlliN' 
key. The incorrect spelling in your document will be 
replaced automatically with the edited word from the 

prompt line. 1 ~/S'0}£ L ~ 

3. To exit the Spell Checker before you have finished 
looking at the misspelled words, press the ~ key. You 
will be asked to confirm that you want to leave the Spell 
Checker. If you press W, you can continue looking at 
your misspelled words. If you press ~, you will be given 
an opportunity to save the suspect words. 

Saving the Suspect Word List 

When you have corrected all of the misspellings in your 
document, or you have pressed the ~ key to exit the Spell 
Checker, you will see the following prompt: 

SA VE SUSPECT WORDS?(Y IN) 
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Now you will have a chance to save the list of words that 
the computer found as misspelled words in your 
document. Vou might want to do this if the words were 
not really misspelled but instead were not included in the 
WORD WRITER 3 dictionary. You can load this word list 
into the WORD WRITER 3 as a document and view it at 
a later time, or you can save this list and use it as a sub­
dictionary when checking other documents. Press ~ to 
save the suspect word list. If you press W, you will retu rn 
to the text entry mode. 

If you press~, the word list will appear on your display. 
Vou may now ed it it by using any of WORD WRITE R 3's 
fu nctions. When you are satisfied with the word list, you 
ca n save it on a disk to use later. 

To save the suspect word li st, press @ti"".li:l. Be sure 
your data disk is in the disk drive. When you see the 
prompt SAVE OR LOAD?(Y IN), press~. Then press W 
in response to SA VE FROM CURSOR?(Y IN). In 
response to the prompt SAVE' FILE NAME?, enter a 
name for your file, press IjJ:ti,IJjJH and the list will be 
saved on the disk in your drive. 

If you have previously saved a sub-dictionary file on your 
disk, and you wish to add the suspect word list to that file, 
follow these steps: 

I. Press ~ to the SAVE SUSPECT WORDS? prompt. 
When the list of suspect words appears on your screen, 
place the data disk containing your currect sub­
dictionary in your disk drive. 
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2. To load your current sub-dictionary into the computer 
and merge it with your suspect word list, press the 
Sii"". and ~ keys. When you see the prompt SAVE 
OR LOAD?(Y IN), press [! for load. Then enter the file 
name of your sub-dictionary, which will be loaded into 
your computer and appended to the end of your suspect 
word list. 

3. Now you must save this new file onto your data disk, 
but your disk drive will not overwrite a file on a disk. 
Either save your file under a new name or erase the 
first one from the disk using the Scratch command. 
(See page 45.) Then save your new sub-dictionary under 
the name of the scratched file. 

When you are finished saving your suspect word list, 
press the ~ key (Sii"'" ~ to return to the text entry 
mode. 

The Built-In Calculator . 

WORD WRITER 3 has a built-in calculator which will 
help you perform quick calculations on numerical data as 
you are entering a document into the word processor. Just 
press the ~ key, and the calculator will appear on the 
screen. 



Calculator/WORD WRITER 3's Advanced Features:5 

Enter your numbers just as you would with a standard 
calculator. As you type them in on your keyboard, they 
will appear in the window of the calculator on your 
screen. This calculator can perform the following types of 
calculations. 

+ADD 

- SUBTRACT 

* MULTIPLY 

/ DIVIDE 

RAISE TO A POWER 

CHANGE SIGN (Makes a positive number negative or 
vice versa.) 

Below is what the calculator looks like on your screen: 

WORD WRrrER3 P:Ol L :Ol D: 01 

C E t I 

7 8 9 * 

4 5 6 

1 2 3 + 

0 +:-

illustmtion5 
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To enter a calculation into the calculator, press the ~ 
key. When the calculator appears on your screen, enter the 
first number of the equation. Then press the key for the 
sign you want to use (for example, if you are performing 
an addition problem, press the 0 key). Then enter the 
second number of the equation, and press the II key. The 
answer to your mathematical problem will appear in the 
window of your calculator. 

Jfyou want to enter this answer in the document currently 
in the computer' memory, press the!aj key immediately 
after pressing the II key. The answer will appear in your 
document wherever the cursor is located. 

Here are some examples for u sing the calculator. 

I. Addition: 10.3+ 12.5+ 11.8 

To solve this problem, enter 10.3 in your calculator and 
pressO. Then enter 12.5 and press 0 aga iFl. Lastly, 
enter 11.8 and pressll. The answer. 34.6, will appear in 
the calculator window. 

2. Subtraction: 34- 23.2 

To solve this problem, enter 34 in your calculator and 
pressa. Then press 23.2 and press II. The answer, 10.8, 
will appear in the calculator window. 

3. Multiplication: 220 * 43 * 2 

First press the number 220 in the calculator and press *. 
Then enter 42 and press I again. Lastly, enter 2 and 
pressll. The answer. 18,480, will appear in the 
calculator window. 
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4. D ivis ion: 234/32 

First enter the number 234 in the calcul ato r and press 
the ~s i g n. Then ente r 32 and press II. The answe r, 
7.3 125, will appear in the calculator window. 

5. Raise to a Power: 2 t 2 

To so lve this problem, ente r th e number 2 in the 
calculato r and press the n key (near the upper right 
co rn er of th e keyboard). Then press al a nd the II sign. 
T he answer. 4, will appear in the calculator window. 

6. C hangi ng a Sign 

If you enter a positive number into the calculator, you 
ca n change it to a nega tive (-) number if you press th e B 
key. You must do this before you press the operation 
key (+ . - . *. /, o r t ). This key also lets you change a 
negative number to a positive number. 

If you enter an eq uation with more than o ne type o f 
math em a ti ca l operation-perhaps the problem invo lves 
both multiplication and divi sion-the computer will solve 
the calculations in th e order that you enter them. To 
return to the text entry mode when yo u are finished with 
the calculator. press the Ii:l key again. 
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Producing Documents, Letters, and 
Reports with WORD WRITER 3 

You can use the WORD WRITE R 3 for anything you 
used to do on a typewriter. You will find it much more 
efficient than your old typewriter. With a word processor, 
you can stom your information on a floppy disk instead of 
in a file folder. You can store about 60 pages of text on a 
computer disk. and you can recall your text quickly by 
name. 

You can even write your rout ine correspondence in 
WORD WRITER 3. Your letters will then have a 
professional look, assuring a positive reaction from the 
person who receives it. Better sti ll , you will always have a 
copy of your letter safely tucked away on a computer disk. 

And how about that term paper o r business report? With 
WORD WRITER 3. you ca n spend your time thinking 
about what you are writing. rather than worrying about 
how it looks. because WORD WRITER 3 and your printer 
will take care of that. 
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With a Communications Program 

WORD WRITER 3 offers modem users a special program 
to convert word processed documents to a form that 
communications programs can read. Most communica­
tions programs read files in PetASCII characters. Using 
the program called "Convert" on the WORD WRITER 3 
program disk, you can translate a WORD WRITER 3 
document into PetASCII characters and then transmit it 
through your modem. You can also convert a document 
from your communications program into a form that 
WORD WRITER 3 can use. 

To load the "Convert" program, follow these steps: 

1. Turn on your computer, disk drive, and monitor. 

2. Place side I of your WORD WRITER 3 program disk 
in the disk drive. 

3. Type LOAD"CONVERT',8 and press IjJ3I"'jJU 

4. You will be asked what type of conversion you want to 
perform: a WORD WRITER 3 file to PetASCII 
characters, or a PetASCII file to a WORD WRITER 3 
file. 

5. Next, enter the name of the file you want to convert and 
the new name for the converted file. Follow the disk 
placement prompts on your screen. Your file will be 
converted in the manner that you chose. 
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With GEOWRITE ' 

NOTE: Due to the constraints ofGEOS. you will only be 
able to transfer a document of 6,000 characters 
(approximately 3 pages) into GEOWRITE. If you are 
transferring a longer WORD WRITER 3 document. it is a 
good idea to save that document in increments of 3 pages 
or less as you enter it into WORD WRITER 3. Then you 
can transfer each of these segments into GEOWRITE 
using the following instructions. 

Now that WORD WRITER 3 is GEOS compatible, you 
can use information from WORD WRITER 3 with 
GEOWRITE, the GEOS word process ing program. This 
information must first be co nverted to a form that 
GEOWRITE can understand. Then use GEOWRITE's 
"Paste" function to place your converted data wherever 
you like in your GEOWRITE document. 

To convert your WORD WRITER 3 document to a form 
GEOWRITE can read, follow these steps: 

1. First. you must create a file on your GEOS Work disk 
with the information from your WORD WRlTER 3 
program that you want to transfer to GEOWRITE. Use 
the WORD WRITER 3 "Save" option to create this file. 

2. Exit WORD WRITER 3. 

NOTE: Whenever you exit a program that you 
originally loaded while in GEOS, you must re-load the 
GEOS operating system. 
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3. Insert your WORD WRITER 3 program disk in the 
drive. 

4. Use the mouse to select the di sk drive icon in GEOS. 
When th e directory appears. select the icon labelled 
"Convert." 

5. A small menu will appear. Select option 3. "WORD 
WRITER 3 to GEOS." (The first option, "WORD 
WRITER 3 to PETASC II," allows you to convert a 
WORD WRITE R 3 fi le to a form that can be used by a 
program that uses PETASCII characters. The second 
option, "ASCII to WORD WRITE R 3," allows you to 
convert another program's fil e to a form WORD 
WRITER 3 can understand. 

6. Inse rt your GEOS Work di sk in th e disk drive. 

7. You will be asked NAME OF FILE TO READ? Enter 
the name of the file you want to convert. The computer 
will now convert your file to a form GEOS can read. 

8. When th e conversion is finished, in sert your G EOS 
program disk (NOT your Work disk) in the disk drive. 
Ybu will now be able to load GEOS. Follow the 
instructions in your GEOS ma nua l to do so. Then 
insert your work disk and load GEOWRITE from this 
disk. Follow the instruction s in your GEOS manu a l. 
Then use GEOWRITE's "Paste" option, which is 
discussed in the GEOS manual. to load th e information 
from your converted fil e into GEOWRITE. 
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1 UNRAVELING THE MYSTERY OF 
YOUR PRINTER 

A ll of us would like to use a ll o f o ur printer's specia l features 
without first lea rning about our printer. But give n the 
variations betwee n printers, that' s virtually imposs ibl e. We'd 
like to help you learn about your printer as q ui ck ly and 
painlessly as possible so you ca n app ly th at knowledge to 
your work with WO RD WRITE R 3. T hi s section will help you 
get the most out of your printe r a nd show you how you ca n 
customize the appea rance of your documents. Let's begi n! 

Installing Other Printers 

T here are add itio na l printe r files o n the program disk. To 
view a list of these files, press (!tIj;J! ~ or ~ ~ to see if 
there is a fil e for your printer. A ll of the printer fil es o n 
yo ur program disk have th e name of the printer and the 
extensio n .DEF. such as E PSON.DEF. If you see your 
printer (or o ne th at's compatible with your printer) li sted. 
yo u ca n load it by press ing [eniJ.~. T hen. in respo nse to 
LOAD PRINTER FILE?(Y I N) . e nter~, a nd type the 
name of the file you want to view (i.e., EPSONDEF). 
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Creating Printer.Def Files 

You can save any changes you make in the printer set-up 
operation as described on page 9 and make them your 
permanent "style sheet." Follow these steps: 

I. Remove the write-protect tab from your program disk. 

2. Place your program disk in the disk drive. 

3. Now press[lJjljJ!~. In response to SAVE DEFAULT 
SETUP?(Y I N), press ~. 

NOTE: If PRINTER.OEF a lready exists on your disk, 
you must erase it from the disk before you can create a 
new PRINTEROEF file. to do this, press [!l (j. In 
response to ENTER DISK COMMAND, type: 

sO:printer.def 

Press IjJ3I'l ljNI. This will SCRATCH (erase) the file 
PRINTEROEF from your disk. 

4. Replace the write-protect tab to protect the disk against 
accidental erasure. 
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This creates a file on your WORD WRITER 3 disk called 
"PRINTERDEF." This is a special file which also 
contains your choice of screen colors. tab settings. printer 
codes. and the device numbers you specified for your data 
disk. thesaurus, and printer. Each time you load WORD 
WRITER 3, the program will look in this file for your 
selections. 

NOTE: If your printer stops printing in the middle of a 
document and the cursor appears in the upper left corner 
of your screen, the printer has probably come across an 
invalid printer code (a number greater than 255). Enter the 
correct code or simply press IjJ¥I'lJjNI, and the printer will 
continue. Before you print another document enter the 
correct code. 

Using Special Printer Features 

Your Printer Doesn't Understand 
Letters! 

When you send a document to your printer from your 
computer, the computer does not really send the 
document as you see it on your screen. The printer would 
not recognize the letters that you have typed in. Instead, 
your printer understands numbers from 0 to 255. For 
example, when you tell it to print "hello," the computer 
actually sends a numbered code that represents the word 
"hello": 

72, 69, 76, 76, 79 
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These numbers represent a code called ASCII (American 
Standard Code for I nformation Interchange, pronounced 
ASK'e.e). Each character that your printer prints has its 
own ASCII code: A is 65, B is 66, C is 67 and so on. To 
help confuse the issue, ° is 48, I is 49, 2 is 50, and so forth. 
Fortunately, you only need to type a word like "hello" and 
your printer does the rest. 

Control Codes 

Although most of the ASCII codes tell the printer to print 
a letter or a number, there are other numbers or groups of 
numbers that tell the printer to print in a certain way, 
such as italics, boldface, and underlining. These numbers, 
which are sometimes referred to as "control codes" or 
"pri nter codes," usually vary from printer to printer. For 
example, to print Doub le Width (expanded) on a 
Commodore printer, you must enter two control codes: 

Expanded on 14 
Expanded off 15 

However. to use the same function on a Star or Epson, 
you must enter three codes: 

Expanded on 27,87,1 
Expanded off 27,87,0 

On an Okidata printer, the codes are 27, 31 and 27, 30. 
Printers, as you can see, are far from standardized. 
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Where do you find these numbers? In your printer 
manual! Somewhere in your printer manual, you should 
find a chart containing control codes for all of the special 
functions (underlining, expanded print, boldface, etc.) that 
your printer can perform. 

The ESCAPE Code 

If you don't have a Commodore printer, one very 
important code that you should become familiar with is 
the ESCAPE code, which is often abbreviated ESC. The 
ESC code is ASCII code 27. This code tells the printer that 
the number(s) that will follow represent a control code, 
not a printable character. For example, to use boldface on 
a Star or Epson printer, you must enter the codes: 

Boldface on 27, 71 
Boldface off 27, 72 

Printer manuals sometimes show these codes as charac­
ters. If your manual used this method, you would see the 
following codes for boldface type: 

Boldface on ESC G 
Boldface off ESC H 

When the ESC code appears in your manual next to a 
character, you will know that you must enter the control 
code for G, not the letter itself. 
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All well and good, you say, but how am I supposed to find 
codes for letters like G and H when I see them in my 
printer manual? Very simple. You can either look for the 
ASCII table which should be provided in your manual, or 
you can turn on your computer and type: 

?asc("g") IjJ:;j,IJjNI 

The computer will respond: 71. You can, of course, enter 
any character you wish in place of"g" and the computer 
will dutifully tell you its ASCII code. 

How to Read Your Printer Manual 
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By now we've piqued your interest in control codes, and 
we hope you have gone to your printer manual to learn 
more about them. You're ready to get to work, but as you 
look at the page of codes you may become totally 
confused because you're faced with something like this : 

Character 
Underline on ESC "-" I 
Underline off ESC "-" 0 

Hex 
20,01 
20,00 

Decimal 
45,1 
45,0 

(These codes are for a Star or Epson printer.) Don't worry. 
All of this actually means something! When you look at 
this table, there are three bas ic things to keep in mind: 
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I . Disregard any information labeled "Hex" or 
"Hexadecimal." The data in the "Hex" column is mea nt 
primarily for programmers. The only information you 
need to wrry about is in the "Character" column or the 
"Decimal" co lumn. Both columns hold the same 
inform ation stated in different ways. 

2. Be aware that the ESC code is often shown in only one 
of these columns, but it must be entered before the 
values shown in the "Decimal" column, even if your 
printer manual does not show this specifi ca lly. For 
example, the codes you must enter to turn on the 
underlining feature in the above sample are: 

27,45, I 

The 27 (ESC) was NOT SHOWN in the manu al under 
"Decimal", but you must enter it before the codes 
shown in the "Decimal" column. Note that these va lu es 
correspond to the codes listed in the "C haracter" 
column in our example: 

ESC 27 
45 
I 

3. Finally, entries in the "C haracter" column are not 
always what they seem. Entries inside quotes, like the 
"_ " shown here. actually sta nd for the ASCII value of 
the character shown in quotes (in this case, " "stands 
for 45). You ca n find this information in the ASCII 
conversion chart in your printer manual, or you can use 
BASIC to find the ASCII code as we showed you ea rlier 
(remember: enter ?ascC_ ") while in BASIC, and the 
computer will respond with 45). 

93 



1 : Appendix/Advanced Printer Usage/Your Manual 

94 

If your printer manual uses the quotation mark format, 
it is usually safe to assume that entries shown in quotes 
should be "looked up" and that entries NOT shown in 
quotes should be entered "as is." In this example, I 
would simply be entered as 1. 

Some printer manuals use another type of format when 
presenting codes in the "Character" column. For 
example, you might see: 

ESC _ c h r$( I ) 

In this example, notice two things: 

The _ is not inside quotes. 

The I is presented in the chr$(n) format (n= I in this case). 
The chr$ format tells you that the value inside the 
parentheses is to be entered "as is." Therefore, it is safe to 
assume that numbers that are not presented in the chr$ 
format must be looked up in your printer manual. 

As a general rule. remember that all non-numeric 
characters must be looked up in your printer manual. and 
their ASCII value must be used instead (even if these 
characters are not shown in quotes in your manual.) In 
addition. all numeric characters in quotes must also be 
looked up. 



Printer Codes/ Advanced Printer Usage/ Appendix:1 

NOTE: Commodore printers usually do not use the ESC 
code, and the numbers you find in your manual are 
almost always exactly what you must enter. This means 
you need not worry about ASCII tables. If, however, you 
want to print a Commodore graphic character, like a heart 
or an underscore, you' ll need to determine the ASCII 
value of the character in BASIC (remember ?ascC¥")) and 
send that value directly to the printer. This technique will 
also work with non-Commodore printers. 

At this point, you should be able to make a little more 
sense out of your printer manual and printer control 
codes. If your printer manu al uses some strange format 
not covered here, we hope that the above section has 
helped you to formulate the questions you need to ask 
your printer's manufacturer when you contact them for 
clarification. 

To erase the codes from the computer's memory after you 
have finished printing, turn your printer off and then on 
agatn. 

Setting Printer Codes 

WORD WRITER 3 can be customized with five printer 
codes which can be preset. To view these codes, press ~ 
~. You will see a window containing 10 lines. The first 
line will be copied to the prompt area of your display, and 
your cursor will be on the right edge of the text. 
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27,45, 1-UND ERLINE 
RETURN -CHANG E CRSR-SELECT RUN /STOP- EXIT 

illustration 6 

PRINTER CODES: 

C1 27,45,l-UNDERLINE ON 
27,45,0-UND ERLINE 0 FF 

C227,EB-EMPHASIZED 
27,'iV 

C3 27,f2-ITALICS 
27,53 

C4 27,E3,l-SUBSCRIPT 
27,84: 

C5 27,E3,O-SUPERSCRIPT 
27,84: 

Along the left edge of the window you will see the 
characters C I, C2, C3, C4, and C5. Beside each of these, 
there might be a corresponding "ON" code (up to 6 
numbers separated by com mas). For example, to make 
code I underlining for an E pson printer, you would enter 
the following: 

Cl 27,45,1 
Cl 27,45,0 

The second line is the "Off' code for code I. 



Printer Codes/ Advanced Printer Usage/ Appendix: 1 

To change a code, move the cursor (using the t and. 
keys) to the code you want to change. Then use your 
prompt area editing keys to edit the code. When the code 
is correct for your printer, press IjJ3I,I JjNI. Press 
liJIIm~i'l=- to return to your document after you have 
changed your codes. 

To use these codes in your document, highlight the text to 
be affected (see page 28) and position the cursor in a line 
above the highlighted text. Press ~ ~ to insert a new 
line, and then press [!l a to enter a check mark. Now 
enter the code specifying how you want the highlighted 
text to be printed. 

For example, if you have an Epson printer, code I (V cl) 
would appear underlined on your printed page. You can 
enter another check mark and change the code you are 
using at any time. You can also enter mUltiple (up to four) 
codes on one check mark line. 

For example, let's say you are using an Epson printer. (If 
you have loaded the EPSON.DEF file previously, your 
Printer Code window will display codes for code 2 
(boldface), code 3 (italics), and code 4 (subscript).) You 
have highlighted three different words in a sentence, and 
you want the first word printed in boldface, the second in 
italics, and the third in subscript. You would enter the 
following check mark line on the line above your 
highlighted text: 

v c2,c3.c4 
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The words in your sentence would remain highlighted on 
your screen. However, when you print this text, the first 
highlighted word in your sentence would appear in the 
typeface for code 2 (boldface), the second would appear in 
code 3 (italics), and the third would appear in code 4 
(subscript). Unless you enter another code after this text to 
specify another type face, code 4 will remain in effect for 
all subsequent highlighted text. 

WORD WRlTER 3 will default to code I if you highlight 
text but do not enter any check mark line. You can also 
enter your codes directly into the check mark line. Just 
press the [!l and a keys to enter a check mark. Then 
enter your margin and line length information. Your line 
might look like this: 

V 10,60 

Now enter a comma after your line length number (60 (n 
the above example) and begin entering your printer codes. 
For example, if you entered the codes to underline on a 
Star printer, your line would look like thi s: 

V 10,60,27 ,45, 1,255,27,45,0,255 

You can enter up to 10 numbers for the beginning 
sequence and 10 for the ending sequence. Each sequence 
must end with the number 255. This feature allows you to 
vary type faces throughout your documents. 
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Specifying Device Numbers 

WORD WRlTER 3 allows you to specify the drive that 
contains your data disk, the drive that contains your 
Thesaurus or Spell Checker dictionary, and the printer 
that you are using. To specify these device numbers, press 
C!l [!J. You will see the prompt DATA DEVlCE?(8/9). 
Enter the number of the disk drive you want to use for 
your data disk. (If you do not know the number of your 
drive, consult your drive manual.) 

Next, you will be asked to enter the number of the device 
that contains your Thesaurus/dictionary disk. If you are 
using one drive, enter the same number you entered for 
the first prompt. Jfyou are using two drives, enter a 
different number for each prompt. Last, you will be asked 
to enter the device number for your printer. Enter either 4 
or 5. The program assumes your printer is a device 4 
unless you tell it otherwise. (If you have two printers 
connected to your system, and you want to use the second 
printer, enter a 5 here.) This feature is not ava ilable in the 
Outliner. 
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2 TROUBLESHOOTING 

PROBLEM REMEDY 

PROGRAM WILL NOT LOAD 1. Turn off disk drive 
and computer, and try 
again. 

DEVICE NOT PRESENT 
ERROR 

READ OR WRITER ERROR 
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2. Clean heads on disk 
drive. 

3. Check computer 
hookup. 

4. Make sure the pro­
gram disk, not data 
disk, is in disk drive. 

Check hookup and 
power supply for all 
devices. 

l. Insert correct disk into 
disk drive 

2. Use a better quality 
disk for data. 

3. Replace data disk with 
previous backup. 

4. Remove write protec­
tion from data disk. 
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PROBLEM 

SYSTEM FROZEN, SCREEN 
BLANKS OUT, PROGRAM 
LOST (due to power fluc­
tuations) 

PRINTER DOESN'T PRINT 

REMEDY 

Restart all devices and 
reload the program. 

1. Be sure printer is 
plugged in and turned 
on. 

2. Be sure printer has a 
ribbon and paper. 

3. Turn printer off and 
then on again. 

4. Check to see that 
printer is connected to 
disk drive. 

PRINTER PRINTS ONLY Use proper secondary 
UPPER-CASE LETTERS AND address. (See option 1 in 
GRAPHIC SYMBOLS the Print window. Most 

Commodore printers use 
7 as a secondary 
address.) 
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PROBLEM REMEDY 

PRINTER TRANSPOSES If you are using an 
UPPER CASE AND LOWER interface, be sure you've 
CASE OR PRINTS ONLY selected Y for option 9, 
UPPER-CASE CHARACTERS "Normal ASCII", in the 

Print window. Then 
select the window. Then 
select the proper second­
ary address for option 1 
in the Print window to 
set your interface to the 
"Transparent" mode. See 
your interface user's 
manual for more 
information. 

NOTE: If you are using a Commodore or compatible printer, 
set option I in the Print window, "Open 4,4,?," at 7 and option 
9, "Normal ASCII." At the Y I N prompt, choose N or your 
printer will not function properly. 

OTHER PROBLEMS 
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Consult the following 
Pre-Call Checklist before 
calling Timeworks' 
Customer Support Help 
Line: 
(312) 948-9208 
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3 ERROR MESSAGES, PRE-CALL 
CHECKLIST 

Occasiona lly, when things go bump in the night a n erro r 
message will appea r in th e prompt line. It indicates th at eith er 
WO RD W RITER 3 o r the computer has encountered a 
p ro bl em, a nd it wo n't continue to work unt i Iyou correct it. 
Below a re li sted th e most co mmo n erro r messages a nd th eir 
remedies. O th ers m ay be found in th e m a nu al for your 
o perat ing system. 

ERROR MESSAGE 

I. Device not p rese nt. 

2. Disk full. 

REMEDY 

C heck to see th at a ll 
periph era l equipment is 
properly ca beled, 
plugged in. and turned 
o n. 
F il e was not saved. Save 
to a fres hly initi a li zed 
disk. 

NOTE: If it's th e p rinte r th at is not registe red as being 
present, fil e will simply print to sc ree n. 
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ERROR MESSAGE 

3. D isk ID mis matc h. 

4. Document too large. 

5. F il e already exists. 

6. F ile not fo und. 

7. O ut of range. 

8. Read / write error 

9. Write protect on. 
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REMEDY 

I nitial ize the drive using 
the disk commands 
optio ns. (See page 48.) 
Then save or load the fil e 
using 0: before the file­
na m e: O:myfi le. 
Res ave the document 
into more than one file. 
F il e was not saved. Save 
under a different name. 
View the directory. 
Perhaps the fi lena me is 
incorrect or was not 
prev iously saved. 
Program will not a llow 
you to copy or move text 
onto itself. 
Transfer any readable 
files over to a freshly 
form atted disk. 
F ile was not saved. 
Uncover the notch o n the 
disk a nd save aga in. 
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Pre-Call Checklist 

Before You Call .. . 

1. Have you inve'stigated your manual thoroughly 
(Troubleshooting, Error Messages, Facts at Your 
Fingertips, and the Index) for the answer to your 
question? 

2. Has the problem ever appeared before? What 
procedure did you use to produce the problem, and 
can you reproduce the situation repeatedly? Have you 
tried reproducing the problem with hardware other 
than your own? 

3. Are you using any additional equipment with your 
system, such as a keypad, modem, ram card or fast­
loading devices? If so, disconnect the additional 
hardware and try to repeat the problem. If not, did you 
change your hardware or software configurations 
before you first experienced the problem? 

4. If the problem is related to printing, have you checked 
your printer manual or contacted your printer 
manufacturer for the answer? Have you read your 
interface manual or contacted your interface 
manufacturer? 

5. Have you returned your Registration Card to 
Timeworks? 
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If You Call ... 

1. Which Timeworks product are you calling about, and 
what is the version number? (For example, WORD 
WRITER 3 version \.\.) You will find the version 
number on a white tag on the back of your program 
disk. 

2. What system are you using? (For example, 
Commodore 64.) 

3. Have your user's manuals at hand when you call, and 
keep your manual and any other pertinent materials 
near the phone in case we need to call you back. 
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4 QUICK REFERENCE SECTION 

Facts at Your Fingertips 

The Calculator 

~ Call the calculator onto your computer disp lay. 

~ Recalls la st va lue from calculator into text on screen. 

Operations: 

+ Add 

* 

/ 

Subtract 

Multiply 

D ivide 

Raise to a Power 

C hange sign from + to - or from - to + 

~ Erases calculator from display. 
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Copying Text Information 

I. Move the cursor to the first character in the block of 
text you want to copy. and press [!3 O. 

2. Move the cursor to the first character in the last line of 
the text you want to copy. and press ~ ~. 

3. Move the cursor to the first character of the first line 
of the new location of the block. and press G3 !5J. 

4. Press ~ in response to the prompt. Your text will 
be copied. 

Cursor Movement Keys 

-
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Moves the cursor one space to the left. 

Moves the cursor one space to the right. 

Moves the cursor up one space. 

Moves the cursor down one space. 

Moves the cursor down quickly 

Moves the cursor up quickly 

Moves the cursor to the first position on 
the line. 

Moves the cursor to the last position on 
the line. 

J 
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Moves the cursor up one page. 

Moves the cursor down one page. 

@lin, .. 
Moves the cursor to the top of the current 
page. 

t1u'ifJ iteJM3 Moves the cursor to the top of the 
document. 

Moves the cursor one tab location to the 
right. 

rtUil ! - Moves the cursor to the end of your text. 

Deleting a Character from Your Text 

1. Move the cursor to the position at the right of the 
character to be delected. 

2. Press ~l!l3!!. 

3. The character to the left of the cursor will be deleted. 

Deleting a Line from Your Text 

1. Move your cursor to the first character of the line you 
want to delete. 

2. Press ttj'jl! fj. and the line will be deleted. 
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Deleting Text to End of Document 

I. Move the curso r to the line just above the text to be 
deleted. 

2. Press~U. 

3. Press fS'i"I*H:I to delete a ll tex t from that point to the 
end of the document. 

Deleting a Word from Your Text 

I. Move the cursor to the word you want to delete. 

2. Press (1JIi)! U. 

3. Press ~ to delete the word. 

Disk Commands 

To use a disk command, press ~ (j. In response to the 
prompt, enter the appropriate information for the comma nd 
you want to use: 

Initialize Enter iO to initialize your disk drive. 

New Enter nO: followed by the new name for your 
disk and a two-character identification code 
that you assign. This command will erase all 
information from a disk in the drive. 

Scratch 
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Enter sO: followed by th e name of the file you 
want to erase from your disk. 
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Validate Enter vO to validate a disk. This command 
removes damaged files and consolidates disk 
space. 

If you are using disk drive I of a dual drive, substitute I for 0 
in any of the above entries. For more information about disk 
commands. see your disk drive manual. 

Erasing a Document from Your Data Disk 

1. Place your data disk in th e disk drive. 

2. Press ['!l [j. 

3. In response to the prompt, enter sO: (if you are using 
disk drive I of a dual drive, enter s I:) followed by the 
name of the file you want to erase from your disk. 

4. The file will be erased. 

Formatting Text ~U ~ ~ ~ aJ!A-; 
.M-t ~~~~ 

1. Move the cursor to column one on the line just above 
the block of text you want to format. 

2. Press ~ a. and a check mark will appear. 

3. Enter the number of spaces you want for a left margin 
followed by a comma. Then enter the number of spaces 
you want for a line length. 
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4. Press (IUil! [:l to insert a hard return at the end of 
every paragraph, on all blank lines, and after all check 
mark indents. Hard return symbols will keep the 
formatting command from running paragraphs 
together. 

5. Press ~ ~, and your text will be formatted according 
to your check mark instructions. 

Inserting Characters into Your Text 

I . Move the cursor to the location where you want to 
insert the character(s) into your text. 

2. Press fS'illj' ~l!I3! once for each character 
you want to insert. 

3. Enter the character(s) you want to insert. 

Inserting a Line into Your Text 

I. Move your cursor to place in your text where you want 
to insert a blank line. 

2. Press [IJI'il! ~ and a new lin e will appear above the 
old one. 
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Merging One File into Another 

1. Load your first document into the computer. 

2. Press~. 

3. Press [! in response to the first prompt, and press ~ 
in response to the second. 

4. Enter the name of the file you want to merge, and 
press IjJ",I'jJH 

5. The second document will be loaded into the 
computer and appended to the first. 

Moving Text Information 

1. Move the cursor to the first character in the block of 
text you want to move, and press ~ iI. 

2. Move the cursor to the first character in the last line of 
the text you want to move, and press ~ ~. 

3. Move the cursor to the first character of the first line 
of the new location of the block, and press ~ ~. 

4. Press ~ in response to the prompt. Your text will 
be moved. 
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The Outliner 

~I!J Shift outline down one level. 

~ lior 
[?J~ Format outline. 

(!l 0 II.1dex outline. 

(!l I! or 

~ Load outline. 

(!l~ Create outline. 

(!l ~ or 

~ Save outline. 

~l!J Shift outline up one level. 

Printing Documents 

1. Press ['''iJ!~ or ~ Ii to ca ll up the Print window. 

2. When the print window appears. enter your selections 
for any or all of the print options. 

3. Press liJ-UlliNI to start printing. To stop printing. 
press lillJ~f4@j'.l:j. 
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Saving a Document File on Your Data Disk 

I. Place your WORD WRITER 3 data disk in the disk 
drive. 

2. Press ~ or ~ ~. 

3. Press ~ in response to the first prompt. In response to 
the second prompt, press ~ to save from the cursor 
location, or press ~ to save the entire document. 

4. Enter the name of the document fi le you want to 
load, and press liJ:j,IJiNI. Remember that each 
document must have a unique file nam e. 

5. Your document fil e wi ll be loaded into the computer. 

The Thesaurus 

I. Insert your Thesaurus disk and press ~ ij. 

2. Move the cursor to the word you want to replace. 

3. Press li):UIJiN' to begin searching in the Thesaurus 
for a replacement word. 

4. Use the t and ~ keys to view the clusters of synonyms. 
To replace your wo rd, enter the number of the 
synonym you want and press 'jJ .... JiNI. The new 
word will be placed in your document. If you do not 
want to use a synonym, press 'iJ",IJiN' only to return 
to your document. 
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Glossary 

BACKUP: 

BYTE: 

CHARACTER: 
Numeric: 
Alphabetic: 
Symbol: 
Alphanumeric: 

CLUSTER: 

COMMAND: 

CURSOR: 

DATA: 
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A duplicate set of data to be used in 
case the original is lost destroyed or 
accidentally altered. 

In computer language, the name 
given to eight bits of information. 
For our purposes, one byte 3@ 1 
character. 

o through 9 
A through Z 
! -#$%'*+/=? ( ) 
Any combination of numerics, 
alphabetics, or symbols. 

In the Thesaurus, a group of 
synonyms displayed on the same 
screen. 

An instruction for the computer to 
follow. 

The computer-generated square that 
pinpoints your position on the 
display. 

The information you enter to be 
processed. 
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DATA DISK: The disk created to store your data 
base information. 

DELETE: To remove from the file. 

FUNCTION KEY: The special set of keys on your 
computer identified as ~, ~, ~, 
etc. 

HARD RETURN: Symbol used to tell the computer to 
keep two sections of text separate 
when it formats a document. Hard 
returns are needed at the end of a 
paragraph and on blank lines. See 
also Soft Return. 

ICON : A small picture used to represent on 
the display and object or action. 

INDEX: The letter or number (I., A , 1., etc.) 
in front of an outline entry. 

INITIALIZE: To prepare a new disk to receive 
data. To activate a disk drive. 

INTERFACE: A connection between two systems 
or devices. 

PROGRAM DISK: The disk you purchased, containing 
the WORD WRITER 3 program. 
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PROMPT: 

SEARCH: 

SEARCH ITEM: 

SOFT RETURN: 

SYNONYM: 

THESAURUS: 

TOGGLE: 
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The line of words, located at the 
very bottom of your screen, that 
requests your response. Ex: 
SEARCH FOR? 

A systematic examination of 
information in a specific field of 
interest. 

A group of characters within any 
given field that the computer will 
search for. 

Invisible return placed in text after 
the IjJ3I'IJjNI key is pressed. The 
computer ignores soft returns when 
formatti ng text. See also Hard 
Return. 

A word with a similar meaning to 
another word. 

The WORD WRITER 3 feature 
containing over 60,000 synonyms to 
help you find just the right word for 
your WORD WRITER 3 documents. 

A key or sequence of keys which 
can either activate or turn off a 
feature. For example, if you press 
(or toggle) ~ D to activate the 
Insert Mode, pressing it again will 
turn it off. 



5 INDEX 

A 
Abort, 29 
Address lists, creating, 52-53 
ASCII characters, 36 

B 
Backing up data, 8 
BASIC 

Exiting to, 29 
Loading the program from, 

6 
Built-in calculator. See 

Ca lculator 

C 
Ca lculator 

Exa mples for using, 78-79 
Mathematical operations 

used in, 77 
Operation of. 77 
Order of calculation, 78 

Centering text 26 
C haining pages, 36 
C hanging display co lors. See 

D isplay co lors 

Index/ Appendix:5 

Check mark instructions 
For margins, 26-27 
For printer codes, 38-40, 

97 -98 
Check spe lling. See Spel l 

C hecker 
Clearing tabs, 23 
Commodore printer, under­

lining on, 37 
Communications program, 

using a WORD WRITER 
3 document with , 81 

Copy 
Dictionary fi les, 68 
Text 23-24 

Correcting misspelled words, 
73 

Cursor 
Fast movement, 19 
Key s, 17-1 9 
Moving to the beginning of 

a line, 18 
Moving to th e end of a 

line, 18 
Moving to the top of a 

document 18 
Moving to the top of the 

previous page, 19 
Moving to th e top of th e 

next page, 19 
Moving to the top of a 

page, 19 
Moving to end of docu­

ment 18 
Moving to tab, 18 
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D 
Data disk. creating. 7 
DATA MANAGER 2. inter­

facing with. 52-53. 55-56 
Delete 

Character. 20 
Line. 20 
Return. 20. 22 
To end of text. 20 
Word. 20 

Device numbers. specifying. 
99 

Disk commands. 48-49 
Disk directory. 50 
Disk drive address. See 

Device numbers 
Display colors. 15 
Document production 

procedure. 43 
DOUble-spacing printed text. 

35 

E 
Editing keys. 19-25 
Editi ng the prompt area text. 

17 
End of record symbol. 52 
Error Messages. 103-104 
Escape to text entry mode;)9 
Exiting to BASIC. 29 

F 
Facts at Your Fingertips. 

107-115 

120 

Fast cursor movement. 19 
Flashing cursor. 13 
Form letters 

Developing address lists 
for. 52-53 

Merging addresses into. 36. 
53-54 

Setting your printer for. 54 
Format command. 25 

G 
GEOS. loading the program 

from. 7 
GEOWRITE. using with 

WORD WRITER 3 
docu ments. 82 

"G lobal" printer code. 41 
Glossary. 116 

H 
Hard returns. 21 
Headers and footers. 44-47 
Highlighting text. 28 

Indent. 27 
Initializing a data disk. 48 
Insert 

Character. 20 
Line. 20 
Return. 21 

Insert Mode, 20 
Interface with DATA 

MANAGER 2. 52-53. 55- 56 



J 
Justifying text, 27, 35 

K 
Keyboard overlays, 12 

L 
Line feeds, 37 
Line length, 14 
Loading 

M 

Document files, 15 
Program, from BASIC 6 
Program, from G EOS, 7 
Sample document, 15 

Margins, aligning, 25, 27 
Margins, specifying, 26 
Memory, checking, 28 
Merging files, IS, 36 
Moving cursor. See Cursor 
Moving text, 23-24 
MPSIOOO printer, 34 
Multiple copies, printing, 34 

N 
Normal ASCII. See ASCII 

characters 
Numbering pages, 34 

o 
Open 4,4,?, 32-33 
Outline 

Editing, 66 

Index/ Append ix:5 

Entering Outline Mode, 60 
Exiting, 66 
Formatting, 62-63 
Indexing, 61 -63 
Loading, 60 
Saving, 66 
Shifting sections up or 

down, 63-65 

p 
Pre-call checklist, 105-106 
Print 

Documents, 30-39 
Quitting, 31 L 

Form letters (see Form 
letters) 

Print Preview mode, 37 
Printer codes 

Entering in Printer Code 
window, 97 

Entering in text, 97-98 
GlobaL 41 
Loading from Printer.def 

file, 95-99 
Quitting, 41 
TutoriaL 89-99 

Printer.def file, loading, 9 
Printer device number. See 

Device numbers 
Printer files on disk, 10 
Prompt area editing keys, 17 
Prompt line, 13 
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Q 
Quick keys, 29 
Quitting. 29 

R 
Repeating keys. 29 
Reports. 55-56 
Returns, 21 

5 
Sample document loading. 

IS 
Saving documents. 15 
Search command. 22 
Search & Replace command. 

22-23 
Secondary address, 32-33 
Setting tabs. 23 
Sheet feed. 35 
Spell Checker 

Checking spelling in 
documents. 68 

C hecking long documents. 
69 

Correcting misspelled 
words. 73 

Suspect word lists. saving. 
74 

Sub-dictionaries. 70 
Sta rti ng. 6-7 

T 
Tabs 

C learing, 23 
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Keys used for. 23 
Setting. 23 

Thesaurus, 57-58 
Troubleshooting. 100-102 

U 
Underlining on a 

Commodore printer. 37 
Update file. I I 

W 
Word wrap. 19.25 
WORD WRITER 3 display. 
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Personal Computer Software 

Timeworks has put the personal in Personal Computer 
Software. 

We have pooled creativity, technical knowledge, manufacturing 
expertise, and conscientious quality control to bring to you the 
versatility and reliability demanded by the computer 
generation. 

We have dedicated ourselves to the development of programs 
which meet the needs of the computer user-both functional 
and recreational. Each program is designed and tested with the 
user's needs foremost in our minds. 

Timeworks' programs utilize maximum computer capacity. Our 
manuals are user-friendly, written in plain easy-to-follow 
English, and carefully edited to provide continuity and 
correlation with the program. 

If superior design, maximum capability, effective graphics, and 
dependable performance are important to you, look into 
Timeworks' personal computer software. 

You'll be amazed at the difference a personal commitment to 
quality can make. 

For other Timeworks software see your local Timeworks dealer, 
or contact Timeworks, Inc., for a list of our latest software. 

Timeworks, Inc. 
444 Lake Cook Rd. 
Deerfield, IL 60015 
(312) 948-9202 
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