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Welcome

Welcome to WordStar, the most respected name in word processing. If you're
new to word processing, you're about to be intreduced to a whole new world
of word technology. 1If you're new to WordStar, you’ll be amazed at the speed
and versatility of this program. And if you're a WordStar user who's
upgrading, you'll love the new features.

This section of the book contains all the information you need to install
WordStar on your computer, Installation instructions begin on page xiv.

For WordStar Users
Who Are Upgrading

If you don't want to go through the step-by-step installation instruclidns, Just
copy your original disks, then run WINSTALL. Be advised though that
WINSTALL has been changed. Keep these important points in mind:

» WordStar comes with two installation programs, WINSTALL and
WSCHANGE. WINSTALL provides for a basic installation of WordStar,
WSCHANGE, a more detailed installation program, includes all of the
WINSTALL options but also allows for extensive customization of
WordStar.
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Xii

This version of WordStar comes with an extensive patching program,
WSCHANGE. Any patches you made to previous releases of WordStar
won't work with Release 4. See Appendix C, "Customizing WordStar."

For hard disk users, WordStar is set up to look for its files in User 0 (zero)
on the A drive. If you copy WordStar into a different drive and for user
number, you need to change the default drive and file search user number
with either WINSTALL or WSCHANGE. Also, it's important to remove the
following files from previous versions of WordStar to avoid confusion with
the new WordStar files. Keep a copy of these files on floppy disks.

WS.COM WSMSGS.OVR WSU.COM
WSOVLY1.0VR WS.INS SPELSTAR.OVR
MAILMRGE.OVR  WINSTALL.COM

Te get the most out of WordStar on a two floppy disk computer, you might
want to refer to the section on special program disk configurations. (See

pp. xxi.)

This version of WordStar has many new features and requires more disk
space and more memory.

For two floppy disk systems, you can boot with your WordStar program
disk by putting system tracks on your copy of that disk.

Be sure to read What's New for new features and changes in WordStar.
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First, Copy Your Disks

Before you install WordStar you need to copy your WordStar disks. Follow
the instructions for your type of computer.

IF YOU HAVE A TWO FLOPPY DISK COMPUTER

You'lf need Your CP/M Boot/Utilities disk

Tha disks in your WordStar package

The extra set of disk labels in your WordStar
package :

Four blank formatted disks

Follow these steps to copy your disks. Two floppy disk drives are usually
labeled A and B. If yours are different, make the appropriate substitutions.

Note: The disks in your WordStar package are singfe-sided disks. If your
comptiter uses double-sided disks, you will have more room available on your
disks, and may get more files on your disks than Indicated in the precedure
below. _

1

Place your CP/M Boot/Utilities Disk in drive A and a blank formatted disk
in Drive B.

Press *~C to “log” both disks in.

Use your system’s diskcopy program to make a copy of the CP/M
Boot/Utilities disk on the disk in drive B.

Note: The disk copying program may be called a variety of things
including copydisk or backup.

Remove the CP /M Disk from drive A, and set it aside. Move the copy from
drive B to drive A.

Erase all the files from the disk in drive A except for PIP.COM (and
possibly STAT.COM). Now place the WordStar Program Disk in drive B,
and press ~C.

Note: Each disk made this way is “bootable.”

Xiii



Welcome

6 Atthe A> prompt, type pip a:=b:*.* and press Return. When the copying
is finished, remove the disk from drive A, and label it as your working
WordStar Program Disk.

It there is enough room left on this program disk, you may want to copy
the complete printer library file (WSPRINT.QVR) found on the WordStar
disk labeled Printer. Or you may want to copy the WORD Plus programs
and dictionary onto the program disk (See steps 7 and 8 befow).

7 Repeat steps 1 through 6 to make a copy of the Installation Disk, a copy of
the README /PATCH.LST disks and a copy of the Dictionary disk.

8 Copy the foliowing files from the WORD Plus Program disk onto the copy
of the Dictionary disk you just made (rather than ancther blank disk):

REVIEW.COM, SPELL.COM, MARKFIX.COM and TW.COM.

Note: If the disk still has some room on it, you can copy some of the other
WORD Pius program files as well. However, with small capacity floppy
disks, you may need to erase PIP.COM (and STAT.COM) to make room.

Use your coples of the WordStar disks. Store the originals in a safe place.
Now, turn to "Installing WordStar" below.

IF YOU HAVE A HARD DISK COMPUTER

1 Copy all the disks to the drive and user number where you will be running
WordStar.

Note: Make sure you copy the PRINT disk after you copy the contents of the

program disk. This way, you will have the full printer library (WSPRINT.OVR)
on your system, rather than the small version that Is on the program disk.

Installing WordStar

You install WordStar so it will work with your computer, printer, and terminal.
To install WordStar, you run a program called WINSTALL.

xiv
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WordStar comes with two installation programs, WINSTALL and WSCHANGE.
WINSTALL provides for a basic installation of WordStar. WSCHANGE, a more
detailed installation program, includes all of the WINSTALL options but also
allows for extensive customization of WordStar.

Starting WINSTALL

IF YOU HAVE A TWO FLOPPY DISK COMPUTER

1 Put your copy of the Program disk in drive A and the Installation disk in
drive B.

2 Type b: and press Return to log on to drive B (B> will appear on yo'ur
screen.)

3 Type winstall a:ws and press Return.

The Main Installation Menu is displayed on your screen. Note: If the Main
Instailation Menu doesn’t appear correctly, press “C to exit WINSTALL.
Then, at the system prompt, type winstall a:ws -x and press Return. (The
-x turns on the XON/XOFF protocoal.} If the menu display is still not
correct, press ~C again, and type winstall a:ws -LL. (The -L causes a
delay after each line is displayed. You may use more L’s for longer delays.)

Note: If you type just winstall to start the program, you’ll be asked which file
you want 1@ install. Type ws to install the file WS.COM.

Go to the next section, "Working Your Way Through WINSTALL," for step-by-
step instructions.

IF YOU HAVE A HARD DISK COMPUTER

1 Make sure you're logged onto the drive and user number where you
copied all the WordStar Release 4 files.

2 Type winstall ws and press Return,
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The Maln Installation Menu is displayed on your screen. Note: If the Main
Installation Menu doesn't appear correctly, press “C to exit WINSTALL.
Then, at the system prompt, type winstall ws -x and press Return. (The -x
turns on the XON/XOFF protocol.) If the menu display is still not correct,
press ~C again, and type winstall ws -LL. (The -L causes a delay after
each line Is displayed. You may use more LU's for longer delays.)

Note: If you type just winstall to start the program, you'll be asked which file
you want to install. Type ws to install the file WS.COM.

Go to the next section, "Working Your Way Through WINSTALL " {or step-by-
step instructions.

Working Your Way Through WINSTALL

The Main Installation Menu provides the major selections for the installation
program. Each selection leads to another menu with more specific choices.

Use the following step-by-step instructions as your guide. Don’t worry if you
make a mistake. You can stop the installation at any time by pressing ~C
(press the Ctr key and the C key at the same time) and start over. Even after
you've finished, you can go back and change your selections.

Installing Your Console

1 Press Ato display the Console Menu.

2 Press A to display the Terminal Selection Menu.

3 Choose the terminal or computer that is appropriate for the system you are
using.

4 Press X to return to the Main Installation Menu.
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Selecting Your Printer

IF YOU HAVE A HARD DISK COMPUTER

Follow the steps below to select your printer. If youwant to select more than
one printer, tumn to the section, "Selecting More than One Printer,” in Appendix
C, "Customizing WordStar," for specific instructions.

1 Press B to see the Printer Selection Menu.

2 Find your printer on one of the menus. If your printer isn’t on the first
menu, press the number of a different menu.

i your printer isn't listed on any of the menus, see the WordStar Printer
Information brochure for suggestions on what printer to choose.

3 Press the letter next to your printer on the menu. The name of your printer
will appear at the top of the screen.

4 Press X to return to the Main Installation Menu.

The printer you chose is the one WordStar will use automatically. (In
computer lingo, this Is called the default printer.) WordStar actually comes
preinstalled for over 50 printers. At print time you can choose to use any of
these printers.

Note; WordStar assumes the default printer you select is connected to your
computter at the port called "LST:." If your printer won’t work with WordStar,
try changing the port. See Appendix C, "Customizing WordStar,” for
instructions on changing the printer port.

IF YOU HAVE A TWO FLOPPY DISK COMPUTER

WordStar comes ready-to-run with almost any printer by using a generic
printer driver. Once the installation process is completed, you can print the file
PRINT.TST to see what kind of output your printer produces with the draft
printer driver. if you would like to use a printer driver that is specific for your
printer, follow the instructions for creating a new WSPRINT.OVR disk in the
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section Special Installation Options for Your Two Floppy Disk Computer
(page xxi).

Naming Your Disk Drives

Now, you'll tell WordStar which disk drives your computer has and which one
you'll run WordStar from.

1
2

ress C to see the Computer Menu.

Press A to choose your disk drives.

Press Y (for yes) to change the information.

Type the letter of the drive where your WordStar program files will be
located. (On atwo floppy disk computer, this is usually A, and on a hard
disk computer, C.)

If the disk drive you just named Is floppy, press Y. Ifit’s hard, press N.

Type the letters of the remaining drive(s) on your computer and indicate if
each is floppy or hard.

Press Return when you are done.
WINSTALL displays your selections.

At the prompt, "Do you want to change this? (Y /N),” press N if your drive
selections are correct. You'll return to the Computer Menu.

If you need to change your drive selections, press Y. Then follow steps 4-8
above.

Selecting Your Operating System

WordStar needs to know which operating system it will be running under, and
how many users may be on the system.

1

Press B to display the Operating System Menu.

xviii
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2 Choose the option appropriate for your system.

3 Press X twice to retum to the Main Installation Menu.

Finishing the Installation

If you want to go back and change any of your selections, choose the
category again from the Main Installation Menu. Otherwise, follow these steps
to finish the installation:

1 PressX.

2 Atthe prompt "Are you through making changes? (Y/N),” press Y.

When you see the system prompt again on your screen, WordStar is installed

and ready to use. Now, turn to "Starting WordStar”® for instructions on starting
the program.

Starting WordStar

Once you've installed WordStar, here’s how to start the program every time
you want to use it.

IF YOU HAVE A TWO FLOPPY DISK COMPUTER

1 Make sure your computer is on and booted. The A> should be on your
screen. (If you booted with the CP/M boot disk, remove the disk from
drive A. if you booted with your WordStar Program disk, leave the disk in
drive A)

2 Put the Program disk in drive A and a blank formatted disk in drive B for
your word processing.

Always do your word processing on a disk indrive B. This time you're
using a blank disk but you can also use disks that have files on them.

3 Type b: and press Return.

Xix
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4 Type a:ws and press Return.

Read “A Few Important Notes® on the next page. Then you'll be ready to
begin learning WordStar.

IF YOU HAVE A HARD DISK COMPUTER

1 Make sure your computer Is on. You should see C> on your screen.

2 Make sure you are logged on the drive and user numbsr where the

installed copy of WordStar is.

3 Type ws and press Return.

Read "A Few Important Notes® on the next page. Then you'll be ready to
begin learning WordStar.

A Few Important Notes . ..

Look at the file called READ.ME for late-breaking information ahout
WordStar. Included is specific information about how your printer works
with WordStar. Atthe system prompt, type type read.me and press
Return. {If you're using a two floppy disk computer, this program is on the
Read Me / Patch List disk.)

To see how your printer works with WordStar, you can print a file called
PRINT.TST. (If you're using a two floppy disk computer, this file Is on the
Program disk.)

Be sure to send in your Registration Card to validate your warranty and
receive current information about WordStar from MicroPro.

The Customer Service booklet provides information about technical
support, warranty replacements, and updates.
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Special Installation Options
for Your Two Floppy Disk
Computer

If you have a two floppy disk computer, you can CUStOITIlZG WordStar so that
the program works best for you.

Creating a Special Program Disk

The Program disk that you created during installation contains the files people
use most often.  You can customize your program disk by eliminating files
you won't need and adding those you'll use often.

Following is a step-by-step procedure for creating a special program disk.
You should read the entire procedure first in order to determine what you
want to do. Then go back to the beginning and follow the appropriate steps.

Start with a blank disk,

1 Formatthedisk. Place system tracks on the disk if you want to be able to
boot with it.

2 Copy the following flles onto the disk. {They're on the Program disk you
created during installation.}

WS.COM
WSMSGS.OVR
WS.0VR
WSPRINT.OVR

These four files are all you need to run WordStar.
Note: Bacause WordStar frequently reads messages and menus from the file
WSMSGS.OVR, making it the first file on the disk may speed up WordStar a
little.

3 Now you can add files based on what you think you'll need. Following are
some suggestions of files to copy:
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WSSHORT.OVR for the keyboard macro feature called "Shorthand.”
WSINDEX.XCL for the indexing feature.

WSHELP.OVR for ali the help messages.

Creating a New WSPRINT.OVR

If you want to use a printer driver that is specific for your printer rather than
the generic drivers supplied on the Program disk, follow the procedure below
for creating a new WSPRINT.OVR file.

1 Copy WS.COM onto a copy of the Install Disk. Place this copy in drive B.

2 Place a copy of the Print Disk (make sure it is a boot disk) in drive A.

3 Log onto the B drive, and type wschange ws. You will see the Main
Installation Menu. Type b (Printer), then b (printer driver library), and then
a (select library file), At the prompt, type a:wsprint.ovr and press Return.

4 You are back at the Printer driver library menu. Press b (create smaller
library. In response to the prompt about drive, type b and press Return.

5 Select the printer drivers you want from the lists of drivers shown
onscreen, :

Note: You may want to keep the drivers $TOC (table of contents), $INDEX
{indexing), PRVIEW and ASCII,

6 When you are through with WSCHANGE, copy the new WSPRINT.OVR on
drive B onto your working program disk.
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Learning WordStar

Learning WordStar can be fun and easy. In this part of the book, you’ll find
the following tools to help you learn.

if You're New to Computers This provides basic information about computers
and word processing for beginners. It also covers some operating system
functions like booting. If you're a beginner, this is a good place to start.

The Training Guide The Training Guide provides ten lessons to teach you
WordStar. The first six teach you the basics; the last four oifer lessons in
more advanced tasks. With the Training Guide you can learn at your own
pace and spend time working with the program as you learn.
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IF YOU’'RE NEW TO COMPUTERS...

You've come to the right place. The next few pages tell you something about
word processing and give you some background information about your
computer,

What Is Word Processing, Anyway?

Word processing is a computer-age term for typing and editing any kind of
text-letters, memos, articles, reports, even books. Word processing involves
typing into a computer, but it's more than just typing. Although the computer
keyboard looks a lot like a typewriter keyboard, it has special keys that a
typewriter doesn’t have.

With a typewriter, you see words on paper as you type. When you use a word
processor, you see words on the computer screen as you type. As you read
your text on the screen, you can change it or rearrange it—-and when it looks
just the way you want, you print a paper copy on your computer printer.

You can save text typed with a word processor and use it again later. Your
text is saved electronically in a file on your disk. When you want to work with
afile again, you simply ask for it by name. You can then make any changes
you wish, and print the new version.

The Operating System

The operating system conslsts of software programs that give your computer
the insHuctlons it needs to operate. The operating system is referred to as
CP/M".

The programs (such as FORMAT.COM) that make up the operating system
are contained on a disk. If you have a two floppy disk computer, you'll use the
operating system disk each time you turn on the computer. This disk is called
the system disk or boot disk. (f you have a hard disk computer, the CP/M
programs are usually located on the hard disk.)
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How to Start the Computer
In computer lingo, starting the computer is called booting the computer.

To start a two floppy disk computer, check your computer manual for the
procedure to start your computer. With some computers, you first insert the
operating system disk and then turn on the power switch. With others, you
first turn on the power switch and then insert the disk. Either way, take your
system disk out of the envelope and insert it in drive A. Close the door, If
your terminal has a power switch, turn it on,

After you've turned on the computer and ingerted the system disk, any
number of things might happen. Follow any instructions you see onscreen.
When you see A>or AQ> (the operating system prompt) on the screen, your
computer is ready to use-it's booted.

TIP Before you turn your comptiter off, make stire you see the operating
systern prompt on the screen. Then remove your disks and turn off the power
switch on the computer and terminal (if necessary). S

To start a hard disk computer, you usually just need to turn the power switch
on. The CP/M programs are stored on the hard disk. Leave the floppy disk
drive door open. Terminals also have a power switch. Turn it on.

Follow any instructions that appear onscreen. When you see C> or C0 > (the
operating system prompt, which may be some other letter) on the screen,
your computer is ready to use-it's booted.

TIP Before you turn your computer off, make stire you see the operating
system prompt on the screen. If you have a floppy disk in a drive, remove it.
Then turn oif the power swilch on the computer and terminal.

What is the Cursor?

The cursor Is a rectangle or dash ( _) on your screen. When you first turn on
your computer, the cursor appears right after the system prompt (A> or C>).
The cursor marks your place on the screen. It lets you know where you
are—whatever you type next will appear right where the cursor is.
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“Pressing” a Key

When you read instructions that tell you to “press” a key, push down the key
once and let it go. (On some keyboards, if you hold the key down, you might
get thisssssssssss. Then you have to use the Backspace key (or “H) to erase
all the extra letters.

Tips for Handling
and Storing Floppy Disks

When you're not using a disk, always keep it in its envelope. Storedisksina
case or box especially made for that purpose, or in ancther place away from
extreme heat, cold, sunlight, dampness, and so on.

Try not to handle disks excessively when they're out of their envelopes. Be
especially careful not to touch the exposed area in the middle and the oval
slot below it. Dust and fingerprints can damage your disks.

Don't bend disks or force them into the disk drive, and don't stack things on
top of them.

Keep disks away from magnets. Magnetic fields {including those from a
ringing telephone) can destroy the contents of disks. Don't use paper clips or
other metal clips on disks.

When you're putting a label on a disk, it's best to write out the [abel first, and
then place it on the disk. If you do write on the label after it's already on the
disk, be sure the disk is in its envelope and be sure to write with a felt tip pen.
Don't use an eraser on a disk label because eraser crumbs can harm the disk.
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Whether you're using a two floppy or a hard disk computer, it’s a good idea to
make an extra floppy disk copy of all your disks for safekeeping. If a disk ever
becomes worn out or damaged, you'll be able to make a new copy if you have

an extra stored away. Refer to your operating system manual for instructions
on copying disks.






Training Guide

Learning WordStar can be easy and fun! Following are 10 lessons to teach
you Word$Star. Each lesson gives useful information about WordStar and lets
you practice using the program with step-by-step instructions. The lessons
are written so you can review specific tasks individually later without having to
go through the entire lesson again.

Lessons 1-6 teach you everything you need to know to start working with
WordStar. The lessons are

Lesson 1-Learning the Basics

Lesson 2-Editing

Lesson 3-Formatting Your Document
Lesson 4-Working with Blocks of Text
Lesson 5-Finding Words

Lesson 6-Printing

Lessons 7-10 teach more advanced tasks. You may want to master what you
learn in the first six lessons, then go through the rest of the training later. The
lessons are

Lesson 7-More Features

Lesson 8-Advanced Formatting

Lesson 8-Chain Printing and Nested Printing
Lesson 10-Merge Printing

Now, you can start learning Word$Star by turning to Lesson 1.






Lesson 1

Learning the Basics

In this lesson you'll learn about

Starting WordStar

The Opening Menu
Getting Onscreen Help
Creating a File

Typing Text

Saving a File

Printing

In wotd processing, you'll usually follow the same steps each time you write
or edit. In Lesson 1, you'll learn and master the basic steps. Then you'll be
ready to learn more specific tasks you can do.

Getting Ready

If you have a hard disk computer, you can go on to “Starting WordStar.”

11
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Lesson 1 Learning the Basics

Floppy disk computer users need to set up a work disk for training. To do
that, you need a blank, formatted disk. If you need to format a disk, do that
now, then return here.

Follow these steps to set up your Training Work Disk:

1 Make sure your computer is on, the boot disk is in drive A and the system
prompt A> appears on your screen.

2 Atthe A>, type pip and press Return.

3 When you see the prompt *, remove the boot disk from drive A: and
replace it with your copy of the WordStar Program Disk.

4 Place a blank, formatted disk in drive B.
5 Type b:=a:*.doc and press Return.
The training files you'll need are copled onto the disk in drive B.

6 When you see the prompt * on your screen, remove the WordStar disk
from drive A and replace it with your boot disk, then press Return.,

7 Remove the disk from drive B. Label the disk “Training Work Disk.”

Now that yois've prepared your Training Work Disk, you're ready to begin.

12



Lesson 1 Learning the Basics

Starting WordStar

IF YOU HAVE A TWO FLOPPY DISK COMPUTER

You'll need the copy of the WordStar Program Disk you created during
installation and your Training Work Disk. Make sure your computer is booted
and the A> [s onscreen.

To start WordStar, follow these steps:

1 Place the WordStar Program Disk in drive A,

2 Place the Training Work Disk in drive B.

3 Typeb: and press Return.

4 Atthe B> prompt, type a:ws and press Return.

Always do your word processing on a work disk in drive B, Thé Program Disk

in drive A runs the program, and it’s a good idea never to put anything else on
it.

IF YOU HAVE A HARD DISK COMPUTER

1 Make sure you're in the user number that contalns the WordStar program.

2 Type ws and press Return.

The Opening Menu

The Opening Menu gives you a list of tasks you can do. Each task is assigned
a letter that represents a command, You decide what you want to do and
press the appropriate command.

13



Lesson 1 Learning the Basics

As you work with WordStar you'll notice the menus and the choice of
commands change depending on what task you're performing. No matter
what you're doing, there’s always a menu of commands at the top of your
screen. Manus are helpful when you're learning. Later, when you're more
proficient with WordStar, you can choose not to display them and have more

room on your screen.

Now, took at the Opening Menu.

exiting task
command

B open a document
N apen a nondocurent
P print a file
N serge print a file
S check speliimg of document
I index a document
T table of contents
X exit HordStar

help user number

14

»J help *-—-—drive

DIRECTORY  Brive C2
CHAPTER1.DOC  CHAPTERZ.DOC | CHAPTER3,DOC  RULER.DOC SAMPLE1.DOC
SANPLEZ. DOC  SAMPLE3.BOC | TABLE,DOC TEXT,DOC

OPENIHG MENLU

L change losged drive/directory
C pratect a file

E rename a file

0 copy a lile

¥ delete a Mile

F turn directory of T

Bsc shorthand

B run a progran

directory



Lesson 1 Learning the Basics

The directory display lists the files on your current disk. If you have a hard
disk computer, you probably have many files listed on your screen. If you
have a floppy disk computer, you'll see the training files you copied ento your
Training Work Disk displayed on the screen.

Getting Onscreen Help

As you're learning and using WordStar, remember that onscreen help is
always available. You get help by pressing J (or ~J) followed by the letter for
the command you want help with.

Note: Command letters are written in uppercase on the screen. When you
choose a command, you can type either an upper- or lower-case letter.

While the Opening Menu is on your s¢reen, practice getting help for a few
commands. Foliow these steps:

1 PressJ. (Remember, you don’t have to type an uppercase letter.) Read
the message.

2 Press Do get help on that command.
3 Read the information.
4 Press Esc.

Practice displaying help for a few other commands on the Opening Menu.

Creating a File

in word processing, documents you type are kept on a disk in a file. Each
time you write a document, a memo or letter, for example, you give it a name,
or filename. The computer stores and retrieves a document according to the
filename.

A filename can contain from one to eight characters, including letters and
numbers. It's good practice to use filenames that will remind you of the
contents of your document. Far example, a letter to your mother might be
“momlett.”

15
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In addition to the eight-character name, you can also add a file extension-a
period followed by three more characters. For example, for the letter to your
mother you can add a date reminder and call the file “momiett.feb.”

Using file extensions can help you remember the contents of your files, as in
the following examples:

Type of document Filename

A letter to your mother in March momlett.mar

A memo to Mary on November 2 mary1102.mem
A memo to John on January 15 john0115.mem
A monthly status report for April April.sta

Now, follow these steps to create a file:
1 Press D to open a document.
2 Atthe prompt “Document?,” type first.doc and press Return,

3 Atthe prompt "Can't find that file. Create a new one (Y/N)?.* press Y.

Typing Text

Now you've created a file called FIRST.DOC and you're ready to type. First,
look at the Edit Menu to familiarize yourself with the editing commands. You'll
learn more about specific editing commands In Lesson 2. :

The symbaol * stands for the Ctrl key. When you see a ~G command, for
example, you press the Ctrl key and the letter G at the same time.

Type the following letter, pressing the Return key whenever you see this word
Iin boldface: Return. Don’t worry when you come to the end of a line;
WordStar automatically “wraps” what you're typing to the next line. Pressing
Return acts like the Return key on a typewriter. If you press Return by
mistake, use the Backspace key to get the cursor back in the right position. If
you don't have a Backspace key, use “H.

16



Lesson 1 Learning the Basics

If you make typing errors, just leave them. You can correct them later when
you learn editing in Lesson 2. If you make a lot of mistakes and want to start
over, press “"KQ. Type Y to answer yes to the prompt. Then you'll be back at
the Opening Menu and you can start over at step 1 above.

Now, type the letter.

July 7, 1987«

)

Gulliver's Travel Service«—l

152 Lilliput Street.ed

$an Francisco, CA 94118

—t

Dear Mr. Gulliver, «—

.

I saw your recent advertisement in the newspaper and I am
interested in the European tour package you are offering fhis
month. My wife and I are interested in seeing all of the
countries you've listed, but we were wondering if we can
add Yugoslavia and Gregce to the trip, <

—

With the kids all off to college now. we are ready for this trip.
Could you please send me more information about the European
Tour. Thank you. <

-

sincerely, -

Saving a File

When you finish working in a file, you tell the computer to save and store your
document. Once a document Is saved, you can go back to it any time to edit
orread it.

Save the file FIRST.DOC.

Press “KD.

17
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You should be back at the Opening Menu with the filte FIRST.DOC now listed
in the directory display befow the menu. (if you're not at the Opening Menu,
you might have pressed the wrong keys. To get to the Opening Menu, press
U, then “KD.)

Printing

I your printer is set up, you might want to see your letter on paper. i you
don’t have a printer, skip this section.

Print the file FIRST.DOC.

1 Press P (Print a file),

2 Atthe prompt “Document to print?,” type first.doc.
3 Press Esc to skip the printing questions.

Your first document prints!

Reviewing the Basics

You've covered the basics of word processing in a few short steps. For most
word processing jobs, you follow these steps:

1 Startthe program.

2 Create afile.

3 Type your text,

4 Save the file.

5 Print.

What could be easier! Now, move on to the next lesson, where you'll learn

about editing with WordStar. (If you want to stop here and start the lessons
again later, press X to exit WordStar.)

18



Lesson 2

Editing
In this lesson you'll learn about

The Editing Screen

Moving Around in Your Document
Erasing and Inserting

Correcting with Overtype

Aligning Paragraphs

You've learned the basics—creating a file, typing text, saving a file, printing.
But the real power of word processing begins with editing. With the WordStar
editing commands, you can correct typos, change wording, insert words and
sentences, and more.

To practice editing, you'll work with the file you created In Lesson 1,

FIRST.DOC. If you're continuing from Lesson 1, you should be at the
Opening Menu. if you're starting over with this lesson, start WordStar.
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Lesson 2 Editing

Opening a File

In Lesson 1 you learned how to create a file. Now you'll go back to the letter
you wrote and edit some of the text.

To open the file FIRST.DOC, follow these steps:
1 PressD (open afile).
2 Atthe prompt “Document?,” type first.doc and press Return.

Here’s the letter you wrote in Lesson 1 ready for revisions!

The Editing Screen

Every time you open a document, the Edit Menu will be at the top of the
screen. Other parts of the screen provide useful information.

status fine
¢ Pét L14 CB1 Imsert Align
EDIT HENU
CURSOR SCROLL ERASE OTHER HENUS
“E up N up “G char ™ help *0 pnscreen format
*4 doum “Z doum “twrd "7 tab “¥ block & save

5 teft "B up screen Y line "V wurn insert off P print comtrols
*D right  "C doun Dei char "D align paragraph "Q quick functions
“f vard left screen *U unerase "N spilt the line Esc shorthand

*F word right “L F'ind/replace again

Ry B Ll B e B R it Gt SRR B R -

July 7, 1987 <
<

Guittver's Travel Service <

1682 Lilliput Street <

San Franciscos Ca 94118 <
<

Dear Mr. Gulliver, <
<

I saw your recent advertisement in the neuspaper and 1 an

interested in the European tour package you are offering this

month, MWy vife and 1 are tnterested in seeing all of the

countries you've Jisted, but we were wondering if we can add

Yugoslavia and Greece to the trip. ¢

ruler line l
flag column



Lesson 2 Editing

The status line contains the following information:

disk drive line number column number

§:FIRST.DOC PB1 L81 CB1 Insert Align-+— paragraph allgn on/off

filename page number insert mode on/oft

Press "X a few times and watch the line number change. Do the same with “D
and watch the column number change. (Make sure the cursor Is in a line with
text.)

The ruler line shows left and right margins and tab stops (the exclamation
marks). The line is 65 spaces long, and the tabs are set every 5 spaces, at 6,
11, 16, 21, etc. You'll learn more about the ruler line in Lesson 3.

The flag column contains characters, or flags, that WordStar displays to give
you information about what’s going on in your document. For example, <
means you ended the line by pressing Return, P indicates the end of the
page, and ~ shows the end of the file. For a complete explanation of all the
flag characters, see Flag column in the “Reference Guide."”

Moving Around in Your Document

Moving the cursor around Is a vital part of word processing. You need to
know how to get around your document quickly In order to fix and change
text. If you already know how to move the cursor ang scroll with cursor
control commands, then you can skip the next two sections and move on to
“Erasing and Inserting.”

Moving the Cursor

You move the cursor with control commands (keys used with the Ctrl key).
TIP Some keyboards have special keys with arrows on them pointing up,
down, left and right. Depending on your terminal or computer, these keys
may move the cursor in the indicated direction. However, terminals vary so

widely in how they work, that we will only talk about using control commands,
because they work on all keyboards.
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Lesson 2 Editing

Look at the Edit Menu for the commands listed under CURSOR. Locate those
keys on your keyboard. Because of their position on the keyboard, these
keys are called the “cursor diamond.”

To Move the Cursor Press
up one line “E
down oneline ~X
left one character 8
right one character ~D
left oneword ~A
right one word : ~F

Practice moving the cursor around. Remember, you press the Ctrl key and
the letter key at the same time. (If you happen to hit the wrong key while
you're moving around and something happens to your document, press "U.
If you accidentally add extra letters to your document, just leave them. You'll
learn how to delete later in this lesson.)

When you're finished, move the cursor to fine 1, column 1 of your document.
Remember to use the status line to help you with the location of the cursor.

Scrolling

Scrolling commands allow you to make much bigger moves in your
document. With scrolling, the cursor stays in one spot and the screen moves.
Look at the commands listed under SCROLL on the Edit Menu and then
locate the command keys on your keyboard. Notice that these keys belong
to alarger cursor diamond.

22



Lesson 2 Editing

TIP Fortouch typists especially, control commands are handy. You can
usually press Ctrl with your little finger and the letter key with the other fingers
of your left hand. As yoti're typing quickly, you never need to lift your hands
off the home row of keys to scroll or move the cursor around.

Try a few scrolling moves. You should be atline 1, column 1.

1 Press "Z afewtimes. Notice that the cursor is stationary and the screen
moves up.

2 Press "W until the first line of the document is showing on the screen
again,

3 Press ~C to scroll down a full screen. Notice how quickly the second part
of your letter appeared on the screen.

4 Press “Rto scroll up a full screen.

Erasing and Inserting

The abliity to quickly fix types and change wording in a document is one of
the great features of word processing. The commands for erasing are listed
under ERASE on the Edit Menu. Soon, you'll know these commands by heant
and won't need to refer 1o the menu,

You'll practice erasing and inserting by editing FIRST.DOC. Unless you've
made some typos in your letter, this document looks okay. But we'll work our
way through the letter, making a few changes as we go. Later, if you have
your own typos to fix, go ahead and fix them. You want your first document
to be perfect!

First, we'll practice erasing a single character with “G, erasing a word with T,
and erasing an entire line with Y.

Erasing a Character

1 Press “X 1o move the cursor down to line 10.
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Lesson 2 Editing

2 Press “F four times so the cursor is under the “t” in the word “tous.”
This letter should be capltalized!

3 Press “G and the “1” disappears. Notice how the text shifted to take up
the space of the missing lefter.

4 TypeT.
Did you press “T by accident? If you did, the entire word “tour”
disappeared. Tofix, press “U, unerase. Now try again.

Erasing a Word

You've changed your mind about the extra countries you want to visit.

1 Press “Afive times. (You're now on line 10, column 1.)

2 Press “X three times.

3 With the cursor under the “Y” in “Yugoslavia,” press *T.

4 Type Raly and press the Spacebar once.

5 Try the whole process again and change Greece to Austria.

Erasing a Line
1 Press “A three times to move the cursor left.

2 Press “X twice to move the cursor down to the sentence that begins “With
the kids.”

This sentence isn’t appropriate for a business letter.

3 Press Y and the sentence is gone. Notice how the text shifted up to take
up the space left by the sentence you erased.
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Lesson 2 Editing

Using Unerase

WordStar has a handy command that will save you time and frustration if you
erase something by accident or i you change your mind. The command ~U
unerase, will bring back the most recently removed text that was larger than
one character.

You just erased a line with Y. With the cursor at line 15, column 1, press “U

and watch the line return to your document. You can also use “U to cancel a
command.

Correcting with Overtype

In the exercises above, you erased text and WordStar inserted the
replacement text. You really have two ways (or “modes” in computer lingo)
to correct text in WordStar—by inserting characters or words (Insert on) or by
typing directly over existing text (Insert off). You choose this “mode,” that is
turn it on or off, by pressing ~V. (You'll find this command listed under OTHER
on the Edit Menu.)

Look at the status line. Press "V and watch what happens. Until this point,
you've had Insert on as shown by the word “Insert” in your status line. You
just tumned Insert off and the word disappeared. Press “V again and Insert
mode is back on.

Correct some text with overtype.

1 Press “Vtoturn Insert off. {(Watch your status line to make sure it's off.)

2 Make sure the cursor is at line 15, column 1, on the “W” in “With.”

Let's remaove this sentence again, this time by typing over the unwanted
text. Type We want to begin making travel plans soon.

3 Press “V 1o tumn Insert mode back on.

Now, you've still got some extra text that you need to erase.
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Lesson 2 Editing

Erasing with the Del

and Backspace Keys

The Del and Backspace keys also have erase functions. Del erases the
character at the cursor and Backspace erases the character to the left of the
cursor. {The DEL key may be labeled Rub out on your keyboard and “G also
works.)

You still need to clean up your document.

1 Press Del until all the extra text you don’t need on line 15 is erased.

Don’t worry about the hole in your paragraph. You'll learn to fix that next.

Aligning Paragraphs

If you make a lot of changes in a document, it may end up out of alignment,
just like the last paragraph of the letter that's on your scresn now. You'll use
the command *B to realign your edited documents.,

Realign the last paragraph in FIRST.DOC.

1 Move the cursor to the beginning of the paragraph, line 15, column 1,

2 Press "B.

The paragraph lines up correctly. Notice that the cursor is now at column 1 of
the line following the paragraph.

When you're making a lot of changes in a document, you'll need to use “B
often, Just remember that you must position the curser anywhere on the first
line of the paragraph and that ~B realighs only by paragraph.

Saving Your File--Backup Files

Press “KD to save and exit the file FIRST.DOC. Once you're at the Opening
Menu agaln, look at the directory. You'll notice a new file in the directory
listing called FIRST.BAK. Once you've edited and saved a file, WordStar
automatically creates a backup version of that file. Backup files have the
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Lesson 2 Editing

extension .BAK. You can’t edit backup files, but you use them to restore files
that have heen lost or erased. See the “Reference Guide” for more
information about .BAK files.

If you want to print FIRST.DOC, press P and follow the prompts.
Next, in Lesson 3, you'll learn about document layout. {If you want to stop

here and start the lessons again later, press X to exit WordStar, Beginthe
training again at Lesson 3.)
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Lesson 3

Formatting Your Document

In this lesson, you'll format a document. You'll cover these subjects:

Onscreen Format Menu
Centering Text

Ruler Lines

Clearing Tabs

Setting Tabs

Typing Columns

Dot Commands

Setting Margins

Setting Ragged Right Margins

So far, you've learned to create and save a document, move the cursor, and
use the WordStar menus and screens to type and edit a letter. Inthis lesson,
you'll learn another important element-how to format a document as you
type. The format determines how the document will look when it prints.

In this lesson, you'll type an itinerary. An itinerary requires a special page

design. You'll center text, set tabs and margins, and change the alignment of
right margins from justified to ragged right.
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Lesson 3 Formatting Your Document

Starting Up

You'll begin by starting WordStar and choosing a filename for a new
document, an itinerary, Remember that a filename should describe the
document’s contents.

1 Unless you are continuing from Lesson 2, start up WordStar.

2 Open a new document called TRIP.DOC.

TRIP.DOC will look like this when it’s printed.

| |
Q I IO
0: Itinerary }0

I |
0, Depart  Date Tine Arrive  Date Tine O

| |
0 | vienna  0/19 09:00 8 Zurich  10/19 10:25 p |
0| Zurich 10420 00:05 a Berne 10/20 02:25 a |

|
o | Not included in the rates are |

[ I
OI Transfer services, sightseelng, meals (except IO

I as specified), tips to station porters. wines, |
o! spirits. mineral waters. laundry. theater lo

[ tickets, and other items of a similar personal |
0= nature. i
0 | |

To type this document with its special page design, you'll use formatting
commands. The formatting commands are on the Onscreen Format Menu.

The Onscreen Format Menu

The basic formatting commands you'll learn in this lesson appear onthe
Onscreen Format Menu below.
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[ O N T S T O NN -

The ruler line contains these symbols:
L and R indicate left and right margins.
!indicates tab stops.
- indicates columns.
If you change tabs and margin settings while you're creating or editing a

documaent, the ruler line will reflect these changes. You'll learn more about
ruler lines later.

Clearing Tab Stops

Soma of the information in an itinerary is set up in columns. Before you set
tabs for typing these columns, you'll need to clear the current tab stops.

Whan you press the command to clear tabs, you'll see a list of current tabs,
decimal tabs (for typing columns of numbers), and information about clearing
single tab stops or all tab stops at once.

Now clear all the tab stops on the ruler line.

1 Atthe Editing Menu, press ~O. Find the command to clear tabs.

2 PressN.

3 Read the information on the screen.

4 Type Afor “All” and press Return to clear all tab stops.

The ruler line now shows no tab stops.

Setting Tab Stops
with Menu Commands

To type the travel information in ¢columns you'll set five tab stops at columns
11, 20, 32, 43, and 52. As you set the tabs, you'll see them in the ruler line.
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Set the tabs now.

1 Press ~0l and read the information on the screen before you answer the
prompt. Then type11 and press Return to set the tab stop at column 11,

Press "0l 20 Return to set the tab stop at column 20.

Press “Ol 32 Return to set the tab stop at column 32

= W N

Press "0l 43 Return to set the tab stop at column 43.
5 Press ~0Ol 52 Return to set the tab stop at colurmnn 52.

Another way to set tab stops is with an “automatic” ruler line. See the
"Reference Guide” for details.

Typing the Column Headings and Text

Once the tabs are set, you can type the headings. The headings are Depart,
Date, Time, Arrive, Date, Time.

1 Type Depart and press 1 (or the Tab key).
Type Date and press “I (or the Tab key).
Type Time and press "1 (or the Tab key).
Type Arrive and press "1 (or the Tab key).
Type Date and press "1 {(or the Tab key).

Type Time.

~N O O & W N

Press Return twice.

Now that you've typed the column headings, you can type the next lines the
same way. {If you tab too many times, you can press the Backspace key (or
“H) enough times to back up to the previous word. Then press Il again.)

8 Type the rest of the text shown below. Be sure to press 1 or the Tab key
to move the cursor to each tab stop.
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Lesson 3 Formatting Your Document

Itirerary

|
Not included In the rates are
PP |

Depart Date Time Arrive Date

yienng  10/19 09:00 a  Zurich 10/19
Zurich 10/20 00:05 a Berne 10/20

Time

02:25 @ -

Setting Margins
There are two ways to set margins:

»  mehu commands
s dot commands

You can use the commands on the Onscreen Format Menu: ~OL sets the left

margin and ~OR sets the right margin.

Note: ~OX releases margins if you want to type beyend the right margin.
(See the “Reference Guide” for information about temporarily releasing

margins.)

You can also use these dot commands 1o set margins:

LM n sets the left margin {n is a column number).
.RM n sets the right margin (n is a column number).

Before you continue, you should learn about dot commands.

Dot Commands

WordStar has another set of commands you won't find on the menus. They

are called dot commands.
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Here is some basic information you should know about dot commands:
n You type a dot command into your document.

s Adot command begins with a dot (a period) in column 1, followed by a
two-letter code, an optional space, sometimes more information, and
Return.

»m  Adot command is stored with the text when you save a document.
s You can erase a dot command by erasing the line with Y.

= Although you see it displayed on your screen, the dot command does not
occupy a real line or print.

Although dot commands are shown In uppercase letters in this training guide,
you can type them in either uppercase or lowercase letters. You'll find
detailed information about dot commands in the “Reference Guide.” All dot
commands are listed on the Command Card.

Sometimes a dot command and a menu command serve the same purpose.
If you plan to open a document again and reedit it, you should always choose
the dot command. A dot command will be stored with text when you save
your document; a menu command will not be saved.

Setting Margins with Dot Commands

Before you type the rest of the document, take these steps to set new margins
for the paragraph below the schedule. Use the dot commands .LM (left
margin) and .RM (right margin).

1 Starting at the cursor position in column 1, type LM 10 Return.

2 Starting in column 1, type .RM 55 Return.

3 Type the last paragraph. As you begin to type, notice that WordStar adds
spaces to the left end of the line so that the text starts at the new left

margin. Any space that WordStar inserts into the text (as opposed to
spaces you type using the Spacebar or Tab) are called “soft” spaces.
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Itinerary
Depart  Date Time Arrive  Date Time

¥ienna 10/19 03:00 a Zurich 10419 1G:25 p
Zurich  10/20 00:05 a Berne 10/20 02:25 a

Not included in the rates are

m 10

M55
Transfer services. sightseeing, meals (except
as specified), tips to station porters, wines,
spirits, mineral waters, laundry, theater
tickets, and other items of a similar personal
nature .

Changing Justified Text
to Ragged Right

Justified text has all lines the same length, so that both margins are straight.
When you start WordStar, justification is on. WordStar inserts “soft” spaces
between words to make the line extend all the way to the right margin. See
the “Reference Guide” for more details about soft spaces.

Ragged right text has an uneven right margin, meaning that soft spaces are
not inserted. When you turn justification off, everything you type will be
ragged right until you turn justification on again.

The right justify command works like a switch. The Onscreen Format Menu
command to turn right justify on or off is “0O4J. {You can also use the dot
command .OJ on or .OJ off)

Change the right margin of the paragraph to ragged right.

1 Move the cursor to the beginning of the paragraph.
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2 Press ~0 and find the right justify command. Notice that right justify is on
and the command will turn it off.
3 Press J to turn right justity off.
4 Press "B to align the paragraph.
The paragraph now has an uneven right margin.
Note: If you plan to reedit the docurment, you should use the dot command

.0J off to turn off Justification. Dot commands are stored with the document,
but control commands aren’t.

Printing the Itinerary

You've learned the basics for formatting a document. You've cleared and set
tabs, changed margins, aligned paragraphs, and turned off justification.

If you want, you can practice some more. When you're ready, save and print
the itinerary.

1 Press “KD to save TRIP.DOC.

2 Make sure your printer is on and ready.

3 Print TRIP.DOC.

In the next lesson, you'll add muscle to your WordStar skills with block moves.

{If you want to stop here and start the lesson again later, press X to exit
WordStar. Begin the training again at Lesson 4.)
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Lesson 4

Working with Blocks of Text

In this lesson, you'll learn about editing blocks of text. You'll cover these
subjects: _

Marking a Block

Moving a Block

Hiding a Block

Column Block

Block Math (Totaling Two Numbers)

The block commands are the power tools of editing. With block commands,
you ¢an easity move text and reorganize your writing.

Block commands are also precision tools. You can use block commands to
copy, move or delete columns of text without disturbing the surrounding text.
You ¢an even do math.

In this lesson, you'll type a short brochure and edit it with block commands.
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Starting Up
1 Unless you are continuing from Lesson 3, start WordStar.
2 Open a new document named BROCHURE.DOC.

3 Atthe editing screen, type the following text exactly as it is shown.

Excursions -

|

Day 2 <

Rome: MWorning and afternoon city sightseeing by motorcoach.
English-speaking guide gptional. <

P

Day 1

Florence-Rome: Leave at 8:30 a.m. by deluxe motorcoach. Arrive at
Rome in the afternoon, «—

—l

Fare in first class hotels: $100.00. Bath opticnal: 3$25.00. «J

The paragraphs are out of sequence in the brochure: Day 2 comes before
Day 1. You can reorganize the document with block moves.

The Block & Save Menu

The block commands you'll learn In this lesson appear on the Block & Save
Menu below.

BLOCK & SaVUE HENLU

SAUE BLOCK FILE
S save & resume edit B mark begin Ccopy 0O copy
D save document K mark end Umnove E rename

¥ save & exit HordStar H turn display off ¥ delete J erase

Q quit vithout saving W urite to disk M math L change logged drive
CURSOR N turn column mode on R insert a file

8-9 set/remove marker I turn column replace on F display directory

You've already used a Save command (“KD) to save and store a document
on your disk. Now you'll use some of the Block commands to edit a
document.
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You'll find information about the rest of the block commands in the
“Reference Guide.”

Marking a Block

A block is a piece of text. It can be any size—as large as an entire document or
as small as a single character. Before you can work with a block of text, you
must define it by putting markers at the beginning and end of the block.

Mark the beginning of a block.

1 Move the cursor to the “D” in Day 1.

2 Press “K. You'll see the Block & Save Menu.

3 Press B to mark the beginning of the block.

The symbol <B> appears to mark the beginning of the block.

Now mark the end of the block.

1 Move the cursor to column 1 of the first blank line following the paragraph.
2 Press “K.

3 Press K to mark the end of the block.

If your terminal is able, the block will be highlighted, and the <B> symbaol at
the beginning of the block disappears. Otherwise, the end of the block is
marked with <K=,

To mark a different block, you would repeat the block marking procedure
elsewhere in your file.

Moving a Block

Put the paragraphs into the correct order.

1 Move the cursor to column 1 of the blank line below “Excursions” and
press Return to create another blank line.
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Block Math

With block math you can total the numbers in the last paragraph. (Note:
Some computers do not have sufficient memory [RAM] for this function, If this
is true for your computer, the function will not work, and you may skip this
sectlon.)

1 Marik the beginning of the line starting with “Fare” and the end of the next
line,

2 When the block is marked, press “KM. The total appears at the upper left
of your screen.

3 Press Esc to continue.
4 Press “KH to hide the block.

WordStar also has a calculator that performs calculations. See the
“Reference Guide” for details.

Saving or Abandoning a Document

You've learned to mark a block of text and then tell WordStar what you want
to do with it. You've moved a paragraph and you've used block math to add
two figures. Practice some more, if you want. Then you can save the
document or you can abandon it if you don’t want to edit it again.

When you abandon a new document, you return to the Opening Menu without
saving the document. When you abandon a document that was previously
edited, you return to the Opening Menu without saving your changes.
1 Press “KD 1o save BROCHURE.DOC.

or

Press “KQ and type Y to abandon BROCHURE.DOC.
In the next lesson, you'll find and replace a word in a document. (If you want

1o stop here and start the lessons again later, press X to exit WordStar. Begin
the training again at Lesson 5.)
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Lesson 5

Finding Words

In this lesson you'll learn about

Finding Words
Finding the Next Occurrence
Finding and Replacing

So far, you've been working with short documents. Editing a short document
is easy to manage. But working with a longer document poses special
problems. Imagine trying to make revisions or move blocks in a fifty-page file!

WordStar has a feature that is especially helpful for editing large documents.
With the finding feature you can search a document for specific text, numbers,
or symbols. You can move the cursor to a specific place in a long document
quickly. You can also have WordStar find and change a string of text
throughout a document.

In this lesson you'll learn how to use the finding feature. You'll work with a file
that came on your program disk, DIARY.DOC. (Floppy computer users
should already have copied this file onto their Training Work Disk. If not, do
that now, then return here.)
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The Finding Commands

The finding commands are listed on a submenu of the Editing Menu called the
Quick Menu. You can use the finding commands any time you're working in
an open file. Follow these steps to get to the Quick Menu:

1 Openthefile DIARY.DOC.
2 Onthe Edit Menu, find the command for Quick Menu listed under MENUS.

3 Press Q.

The Quick Menu

The Quick Menu lists the WordStar “quick” commands. All of these
commands begin with “Q. When you're editing, you can bypass the display
of the Quick Menu (as you can any menu) by pressing the two-letter
command quickly. For example, if you press “QD quickly, the cursor will
move to the right side of the line and the Quick Menu doesn't display.

QUICK HNENLU
CURSOR FIND OTHER SPELL
E upper left P previous F find text U align paragraphs L check rest
X lower right VU last find A find/replace H math O repeat H check word

§ left side B beg block G char foruard  ERASE 0 enter word
D right side K end block H char back ¥ line to right SCROLL
R beg doc  B-9 marker I find page Del line to left ¥ up, repeat

C end doc ? char count  (or 1ine) T to character Z doun

Finding a Word

WordStar can quickly locate up to 65 characters of text, including words,
groups of words, numbers, and symbols. Locating words or phrases can be
helpful when you're editing or when you want to find your place in a large
document.
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We'll have WordStar find a word in DIARY.DOC. Look at the list of commands
under FIND. When you want to locate a word or phrase, you press F (find
text).

1 Press F at the Quick Menu.

2 Atthe prompt “Find what?,” type London and press Return.

3 At “Option(s)?,” press Return to skip. (You'll find out more about these
options later.)

The cursor moves to the first occurrence of the word “London™ in your
document,

Finding the Next Occurrence

WordStar can find the next occurrence of a word or phrase quickly. Notice
that you're back at the Editing Menu. Look at the commands listed under
QTHER for the command to “find again.”
Teli WordStar to iocate the next occurrence of “London” in the document.
1 Press L.

The cursor moves to the next “London™ in your text.

2 Press "L again.

3 Continue to press “L until you get to the end of the document and see the
“end of search” message.

4 PressEsc.

Finding and Replacing

Word$Star can find text and replace it with other text. This is helpful if you have
to find a word or phrase in order to change it. WordStar can also searcha
document backwards, that is, move from the end to the beginning. Because
you're at the end of the file DIARY.DOC, we'll tell WordStar to do a backwards
search this time.
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1 Press Q. Locate the command for “find/replace,” on the Quick Ment.

2 PressA.

3 Atthe prompt “Find what?,” type London and press Return.

4 Atthe prompt “Replace with?,” type Rome and press Return.

Look at the “Options” this time. The options let you ask for a more
specific search. This time, you need to tell WordStar to search backwards
through the document.

8 Press B and press Return.

WordStar finds the first occurrence of “London,” this time moving
backwards.

6 Look at the status line in the upper right hand corner of your screen.
WordStar asks you if you want to replace the text.

Press Y and watch your text. “London” changes to “Rome”!
7 Press “Ltofind the next occurrence of “London.”
8 Replace the text. (Remember, press Y to replace text.)

9 Continue pressing "L and replacing “London” with “Rome” until you
reach the beginning of the file.

Automatic Replacing

You can speed up the finding and replacing process by letting WordStar
replace your text automatically. You've just replaced all references to
“London” In your text with “Rome.” This time let WordStar change “Rome
back to “Lendon” and make your trip diary correct.

1 Press “QA. By pressing the keys in succession you went directly to the
find prompt and bypassed the Quick Menu.

2 Type Rome and press Return.
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3 Type London and press Return,
You need to tell WordStar to replace all occurrences of “Rome” with
“London” automatically. In other words, you don't want to be asked every
time.

4 At “Options?,” press G (start from beginning to end) and N (replace
without asking) and press Return. (Just type the commands as gn.)

Watch your screen--the magic of word processing!
5 When WordStar reaches the end of the file, press Esc.
6 Press “QR 10 go back to the beginning of the file.
You can use the finding feature In a varlety of ways in WordStar. Besides
forwards and backwards finding and manual and automatic replacing,
WordStar also searches for parts of words, can ignore or search for specific
case (upper or lower), and more. See Finding and replacing in the
“Reference Guide" for more information about the finding options.
Save your work by pressing “KD.
Now move on to Lesson 6, where you'll learn about printing and special

printing effects. (If you want to stop here and start the lessons again later,
press X to exit WordStar.)
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Lesson 6

Printing
The last basic lesson is about printing. You'll cover these subjects:

Interrupting Printing
Print Contrals Including Boldface and Underline
Print Options .

You'll begin by printing the document you saved in the last lesson. Asthe
document prints, you'll iearn how to interrupt printing.

After reopening your document, you'll use two of WordStar’s special printing
effects, boldface and undedine. You'll also change page settings, omit page
nurmbers, and reset page offset.

When you print the document the second time, you'll learn that you can start
or stop printing at a specific page number, vary the number of copies, or
change printers,

When you're finished, you'll cormpare the two printouts.
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Starting Up

1 Unless you're continulng from Lesson 5, start up WordStar.

Printing and Interrupting Printing

You'll begin by printing DIARY.DOC, the sample document you saved in
Lesson 5. Before the printing is finished, you'll pause printing.

You may need to interrupt printing for several reasons, for example, to look
over a page. Sometimes it’s even necessary to stop printing altogether. You
don't have to turn off the printer. You can interrupt or stop the printing.

Start to print DIARY.DOC. Then pause printing.

1 Make sure your printer is on and ready.

2 Atthe Opening Menu, press P.

3 Type diary.doc.

4 Press Esc. Printing begins and you're shown the Printing Screen.

5 To pause printing, press P.

6 Press C to continue. Printing begins again.

When the document is finished printing, put the printout aside. You'il refer to
it later.

If you accidentally choose the wrong file, you can stop printing by pressing
~U. WordStar returns you to the Opening Menu where you can start again.

Reopening DIARY.DOC

To learn about WordStar's special printing effects, you'll edit the sample file
DIARY.DOC again.

1 Atthe Opening Menu, choose DIARY.DOC.,
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When you see the Edit Menu, you're ready to begin.

The Print Controls Menu

Under MENUS on the Edit Menu, you'll notice P print controls.” The
commands for ¢reating special printing effects are found on the Print Controls
Menu.

PRTHT CONIROLS HENHU
BEGIK & END OTHER
B hold X strike out H overprint char 0 binding space
S underline D double strike  RET overprint line C print pause
U subscript ¥ italics/color F phantos space T column tab

T superscript B indexing G phantom rubout ® fixed position
Q ¥ E R custon N normal pitch

L fors feed # alternate pitch

Some of the commands are listed under BEGIN & END. You must give these
commands in pairs--before and after the text you want to be affected. If you
forget to end the command, you won't get the effects you intended.

Boldfacing Text

Creating a special printing effect such as boldface requires just a few
keystrokes.

Boldface the heading.
1 Move the cursor to “T" In “Trip Diary."
2 Press ~P. You'll see the Print Controls Menu,

3 Press B. Notice that WordStar puts a “B on the screen to show where the
boldface begins. On many terminals, the text that follows is highlighted.

4 Move the cursor to the space following "'Diary.”
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5 Press "PB. The "B on the screen shows where the boldface ends. The
highlighting stops before the second 7B,

When you give most of the commands from the Print Controls Menu, a

symbol such as the "B for boldface is inserted into a document. (WordStar

knows that the symbols are not part of your text and will not print them.)

The text between the pair of “B print control symbols appears highlighted on
many terminals. The highlighted text will print in boidface.

Deleting a Print Control Symbol

When you revise a document, be careful not to rearrange or delete print
control symbols. If you do, you may be surprised.

See what happens when you erase one of a pair of print control symbols.

1 Erase one of the “B print control symbols. Use one of the following: *G,
~H, the Del key, or the Backspace key. All the text following the
remaining print control is highlighted and will print in boldface.

2 Reenter the boldface command in the same place. Only the enclosed text
is highlighted.

Underlining Text

Underlining works like boldface, Underline the headings, “September 10"
and “September 12"

1 Move the cursor to the “S” in the first occurrence of *September.”

2 Press “PS. The "S on the screen shows where the underlining starts. On
many terminals, the text will also be highlighted.

3 Move the cursor to the space following the number.
4 Press "PS. The *S on the screen shows where the undertining stops.

5 Press “C three times and move the cursor to the second diary entry,
“September 12.” Repeat steps 1-4.
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The text between the “S symbols will be highlighted on many terminals. The
text will be underlined when the document prints.

Turning Display On and Off

If you want to see how your text will look without print control symbols, you
can hide them. The command to turn the display of print controls on or off is
~0D.

Hide the print control symbols.

1 Press ~Q and find the command listed under DISPLAY on the Onscreen
Format Menu.

2 Press D to turn the print control display off. Notice that the print controt
symbols are gone, but the text is still highlighted.

The print controls may be hidden, but they're still in effect. Pressing ~OD will
tumn display on again.

Inserting Page Breaks

Every page in a WordStar document is automatically set for 66 lings with 55
lines of text. When the cursor reaches the end of the page you're typing,
WordStar automatically inserts a page break. The automatic page break,
which is indicated by a broken line with a P In the flag column, signals the end
of one page and the beginning of another.

Sometimes, though, you'li want to end a page before it's filled with text. You
don't have to fill a page with blank lines to reach 55 lines. You caninserta
new page break with the dot command ,PA.

{nsert a page break in DIARY.DOC.

1 Move the cursor to column 1 of the blank line above “September 12.”
Notice that the status line tells you that you're on page 1.
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2 Type.PA Return. Look at the status line now--you're on page 2.
Notice how WordStar shows you the new page break.

Remember, WordStar inserts page breaks if the page fills with text.

Omitting Page Numbers

WordStar automatically numbers alf pages in any document starting with
number 1. Page numbers appear at the bottom of each page when you print,
Sometimes, though, you may not want page numbers in a document.

You can omit page numbers with the dot command .OP.

Tell WordStar to omit page numbers,

1 Press “QR to make a quick cursor move to the top of the document. Be
sure the column number In the status ling says C01 and that Insert is on.

2 Type.OP Return.

When the document prints, there will be no page numbers.

Resetting Page Offset

Page offset determines how far text is offset from the left edge of the paper
when it is printed. WordStar automatically offsets text 8 spaces or about one
inch. Unless you change the offset, column 1 in your document will begin an
inch from the left edge of the paper.

You can change page offset by typing the dot command .PO and a number.
The number determines how many spaces column 1 will be from the left edge
of the paper.

Change the page offset of the text in DIARY.DOC to 4 spaces.

1 Incolumn 1 on the same line as “Trip Diary,” type .PO 4 Return,

When the document prints, the text will be offset 4 spaces from the left edge
of the paper.
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Saving the Document

1 Press “KD to save DIARY.DOC. You'll see the Opening Menu.

Taking Advantage of Print Options
You're ready to print your document, Make sure your printer is on and ready.

Until now, you've skipped the seven questions WordStar asks about how you
want to print a document. This time you'll read the questions and answer
them one at a time.

Give the command to print.

1 At the Opening Menu, press P and type diary.doc. DO NOT PRESS ESC.
Press Return. You'll see the first question, “Number of copies?”,

2 Read the information below and then press Return to answer each
question,

Number of copies?
To make one copy, press Return.
To make more than one, type the number you want.

Pause between pages (Y/N)?

To print without pausing, press Return for no,

To pause at the end of each page, for example, to insert a different
sheet of paper, type y for Yes.

Use form feeds (Y/N)?

if your printer is already set for a reqular 11-inch sheet of paper, press
Return for no.

If you want WordStar to use form feeds when moving to the next

page, type y for Yes.
Starting page?

To start printing on page 1, press Return,
To start printing at any other page, type that page nhumber.
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Ending page?

To end printing after the last page of the document, press Return for
last.

To end printing at any cther page, type that page number.

Nondocument?

To print a formatted document as it is, press Return.

To print a nondocument or a document including dot commands that
will be printed but not executed, type y for Yes. (Margins and page
tayout will be set by WordStar.)

Name of printer?

To use the installed printer, press Return.

To select anather printer from the displayed list, type the printer name
or move the cursor to the printer's name and press Return,

When you've answered the last question, WordStar prints DIARY.DOC.

Comparing Printouts

Compare this printout with the one you printed at the beginning of this lesson.
The second printout contains these changes:

The heading is printed in boldface and the dates are underined.
The second diary entry begins on a new page.

Page numbers are omitted.

The left offset is four spaces less than it was.

What’s Next?

You've learned the basic techniques for opening, editing, and printing a
document. Now you may want to put aside your training lessons and practice
what you've learned. If you still need some help, you can review a lesson or
pans of a lesson. It won't take long.

The lessons that follow cover features you won't want to miss. When you're
ready, lock through the remaining lessons and get an idea of what other
WordStar features are available to you. Then you can start with Lesson 7 and
finish all the fessons, or you can select just the lessons that interest you.
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Detailed information on every function of WordStar is available in the
“Reference Guide.” Itis arranged in alphabetical order for your convenience.






Lesson7

More Features

In this lesson you'll learn about

Changing the Help Level
More Quick Commands
Shorthand

Column Blocks

Using the Calculator

WordStar is a word processing program rich in features and functlonality. In
the first six lessons of the “Training Guide” you were intreduced to most of
WordStar's menus and some basic commands. You'll find that the more you
use the program, the morg you'll learn, but there are a few features that merit
some extra attention. This lesson contains exercises on some of these
features.

The lesson is written so you can work your way from start to finish or select
individual subjects at random.

If you have a floppy disk computer, you'll need your Training Work Disk. If

you don't have a Training Work Disk, refer to Lesson 1 for instructions on
creating one.
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Changing the Help Level

You've probably been working with limited space on your screen. The
WordStar menus take up alot of room. You can change the help feve!
{remove the menus) te allow for more space.

Practice changing the help leval.

1

6

Open the file TEXT.DOC.
You change the help level with the help command, *J.

Press ~J. Read the screen. Notice that to change the help level you press
~J again.

Press ~J. Read the screen.

You have four help levels to choose from. Your current help level is
probably 3. Let's set another help level.

At the prompt “What help level do you want?,” type 2 and press Return,

Now you have more space on your screen. At level 2, the Edit Menuisn't
displayed, but other menus will be. With the Edit Ment: gone, you have
more room to see the document you're typing. The menus contalning
commands you might not use very often will still be displayed.

Press ~Q to display the Quick Menu. (You'll notice a slight delay. This
allows you time to select a quick command before the Quick Menu is
displayed.)

Press Esc 10 clear the Quick Menu,

If yout want, you can leave the help level at 2. To change the help level back to
3, repeat the steps above.

If you're continuing with the lesson, keep the file TEXT.DOC open. Otherwise,
press “KQ (quit without saving) to exit and return to the Opening Menu.
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More Quick Commands

In Lesson 5 you were introduced to the Quick Menu and you used the finding
commands. Following is an explanation of more quick commands. Read
through this section and practice using the commands in the file TEXT.DOC.

Quick Cursor Moves

The keys for moving the cursor are arranged in a diamond on your keyboard.
If you glance at your keyboard, you'll notice how the quick cursor control
commands are part of a diamond tco.

Command

~QE

~QX

Qs

“QD

Quick Erase

Command
~QDEL
~QY

~Qr

Function

Moves the cursor up to the first text character on the screen
{(including spaces and carriage returns).

Moves the curscr down to the space after the last text
character on the screen (including spaces and carriage
returns).

Moves the cursor to the beginning of a line.

Moves the cursor to the end of a line.

Function

Erases everything on the {ine to the left of the cursor.
Erases everything on the line to the right of the cursor.
Erases everything between the cursor and some other

character following the cursor. WordStar prompts you for
the character.
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Finding
Command Function
~Qi Finds a page. WordStar prompts you for the page number.
~QG Searches forward for a single character. WordStar prompts
you for the character.
~QH Searches backward for a single character. WordStar

prompts you for the character.

T1P Tomove the cursor to the end of the sentence the cursor js in, press

“QG. When it asks you for the character, press . (a period).

Quick Aligning

Command Function

~Qu Allgns an entire document. WordStar pauses briefly at the

end of every paragraph to give you the chance to stop the
aligning by pressing “U.

Quick Scrolling

Command Function

~QR Moves the cursor to the beginning of a document.
~“Qc Moves the cursor to the end of a document.
~“ow Scrolls the screen up one line at a time but continuously. You

can control the speed of the scrolling (zero is fastest, nine is
slowest). Pressing any key stops the scrolling.

~“QZ Scrolls the screen down one line at a time but continuously,
(Works like “QW.)

Press “KQ to exit the file TEXT.DOC.
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Shorthand (Keyboard Macros)

Shorthand is a timesaving feature that allows you to assign a single character
to a longer line of text or commands. Using shorthand can save you many
keystrokes on repetitive tasks,

For example, if you type a specific name regularly, you can use shorthand
and assign this text a single letter or number, N for instance. Then when
you're working in a file, instead of typing the name, you press Esc, then N to
have WordStar insert the name automatically. {In computer lingo, this feature
is called keyboard macros.)

You need to learn two aspects of shorthand-how to use shorthand characters
while you're working in a file and how to create shorthand characters and
definitions.

Before you begin using sharthand, you should become familiar with the
Shorthand Menu. Look at the Opening Menu and locate the shorthand
command. (You can also display the Shorthand Menu while you're editing a
file.)

1 Press Esc. The Shorthand Menu is displayed.

SHORTHAND HEKLU
? display andsor change def initions “J help

= result from Jast “ON or "W math
§ formatted result from last “QM or “K1 math
# last “Qi math equation

C Center N Hemo P Previous Paragraph
$ Sincerely T Transpose Yord

The shorthand screen consists of a menu and a listing of your shorthand
characters that have been defined. Notice the single shorthand character
followed by a word or phrase to remind you what the shorthand character
does. Three shorthand characters are listed on the menu itself (=, $, #).
These have been preset; you can't change them. See the “Reference Guide”
for more information on using these characters.
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Under the heading MENU & KEY DEFINITIONS is a list of all the currently
defined shorthand characters, along with a reminder of what each does.
Notice that the three special shorthand characters (=, #, $) don’t appear on
the menu because you can't change their definitions. “Bytes avallable”
informs you of how much memory you have for more definitions. (You can
set aside more memory in the WSCHANGE program.)

A shorthand character can be any single letter or number, making a total of 36
possible shorthand definitions. The maximum number of charactersin a
shorthand definition is 80.

Define a shorthand character for some text.

1 Atthe prompt “Character to be defined?,"” type E.

2 Atthe prompt “Description for ESC menu?,” type employees and
press Return.

3 Atthe prompt "Definition,” type A special notice to all employees: and
press Return. .

Notice that the shorthand character and definition are now listed with the
other shorthand characters in alphabetical order. You can continue
creating shotthand definitions or you can exit by pressing ~U.

4 Press"U.

5 Atthe prompt “Store changes onto disk?,"” type Y. Your shorthand
character and definition are saved in afile. (For floppy disk systems, the
file is on the Program Disic.)

You should be back at the Edit Menu.

6 Totry out your new shorthand character, put the cursor in column 1, line 6.
Press Esc, then E. WordStar inserts the line of text.

Now, define a shorthand character for commands.

1 Press Esc to display the Shorthand Menu. Note that the shorthand
character E you just defined is on the menu.

2 Press?.
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3 Atthe prompt “Character to be defined,?” type H.

4 At the prompt “Description for ESC menu?,” type heading and

9

press Return.

At the next step you're going to define the shorthand character with both
text and commands. You'll type a heading and then the commands for
centering. If you were centering and typing a heading you'd use these
keystrokes:

Gulliver’s Travel Service™OC

You neead to enter this the same way for your shorthand definition. In other
words, you must press the actual control command for centering. Most
tmportant though, to enter any control command you must press ~P first.
This is to tell WordStar not 1o execute the command at this time.

At the prompt “Definition?,” type Gulliver's Travel Service. Then press™P
followed by “OC. Remember, you press the Ctrl key, then the letter(s).
You don't type the character ™.

Your definition should look like this:

Gulliver's Travel Service™OC

Notice that the "P isn’t displayed.

Press Return.

Press “U, then type Y at the prompt.

To try out your new shorthand character, move the cursortoline t,
column 1. Press Esc, then H, WordStar inserts and centers the text.

Press "KQ and Y to quit and abandon the file,

Remember, the shorthand definition contains the keystrokes you would
normally type. To enter a control character, you must press “P just before
pressing the control command.
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Advanced Shorthand

So far, you've been practicing using shorthand with very simple examples. As
you become more familiar with shorthand, you'll figure out ways to use this
feature to best meet your needs.

Shorthand definitions are limited to one line. Following, though, is & lesson
that illustrates how you can create shorthand characters that will insert text of
more than one line. It's done by Inserting shorthand characters within a
shorthand definition.

Let’s say you want to have the following heading typed, partially boldfaced,
and centered:

Gulliver’s Travel Service
152 Lilliput Street
San Francisco, CA 94118
First, you have to define each line individually.
1 Atthe Opening Menu, press Esc.

2 Follow the steps in the previous section and create three new shorthand
definitions, one for each line of the heading.

First line Give the first line the shorthand character 1 and call it “name.” In
the definition, enter control commands to boldface and center the text.
Enter "M (carriage return} at the end of the definition.

Use the following series of keystrokes for the definition. Remember, you
must press “P before you enter a control command.

“P~P"P"BGulliver's Travel Service P PP "B"P~OC"P"M

When you're finished entering the keystrokes, the definition should look
like this on your screen:

~“P~BGulliver's Travel Service"P"B~OC"M
Second fine Give the second line the shorthand character 2 and call it

“street.” In the definition, enter control comimands to center the text,
Enter “M (carriage return) at the end of the definition.
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Use the following series of keystrokes for the definition. Remember, you
must press “P before you enter a control command.

152 Lilliput Street"P~QC"P"M

When your're finished entering the kaystrokes, the definition should look
like this on your screen:

152 Lilliput Street"OC™M

Third line Give the third line the shorthand character 3 and call it “city.” In
the definition, enter control commands 1o center the text. Enter "M
{carriage return) at the end of the definition.

Use the following series of keystrokes for the definition. Remember, you
must press “P before you enter a control command.

San Francisco, CA 94118"P"OC"P*M

When you're finished entering the keystrokes, the definition should look
like this on your screen:

§an Francisco, CA 94118°0C™M

Next, you need to define a fourth shorthand character and include the
three shorthand characters you just defined.

Define a fourth shorthand character. Give this one the character H and call
it “heading.” (This wili change the shorthand character H you defined in
the previous exercise.}

Use the following series of keystrokes for the definition. Esc stands for the
Escape key. Press P, press the Esc key, press 1, press "P, and so on.

“PEsc1”PEsc2"PEsc3

When you're finished entering the keystrokes, the definition should look
like this on your screen:
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You've defined a shorthand character with the keystrokes that will tell
WordStar to enter the three shorthand characters 1, 2, and 3 in
succession.

4 Press “Uthen Y at the prompt to save your definitions and return to the
Opening Menu.

5 Open a new file. Try the shorthand character H you just created.

6 With the cursor in column 1, line 1, press Esc, then H. WordStar enters
three lines with one shorthand character.

If you don't get the three-line address, go back over the description of
each definition to make sure you've typed the keystrokes exactly. Then try
again.

7 Press “KQand Y to quit and abandon the file.

This whole process is called nesting shorthand keys. You can alsotry
chaining shorthand definitions by putting the Esc-¢character sequence at the
end of the definition. You could also have a shorthand definition reference
itself by entering its own Esc-character sequence at the end. This process,
called looping, would be useful for doing a repetitive task that can’t be
performed with a single command. You press “U to stop the loop.

Column Blocks

You may need to use WordStar for typing columns of text or tables. Editing
columns can be tricky because altering one column can sometimes affect
how ancther column lines up. WordStar has a handy feature called column
blocks, which can help you edit and work with columns of text. By switching
modes from a horizontal arrangement of text to a vertical arrangement of text,
you can work with columns of text easily.

In this lesson you'll mark and move a block of text from a table. You'll use a
sample file called TABLE.DOC.

1 Open thefile TABLE.DOC. Notice the table includes some non-
alphanumeric characters as well as columns of figures.
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2 Press "K to display the Block & Save Menu. Find the command to turn
column mode on.

3 Press N. Notice the word “Column” is displayed in the status line. This
indicates column mode is on.

Now, mark a column block.

4 Move the cursor to the space just to the left of the “M” in the phrase
“Maximum g.” Press "KB.

5 Move the cursor down to the last line of the column to the number 3.10.
Then move it to the right until it's positioned one space past the vertical
column line, Press “KK. The block is highlighted.

Now, delete the block.

6 Press “KY. Notice how the other columns to the right of the one you
removed moved over to fill in the space.

Another command to turn column replace on or off is used if you don't
want to have the other columns shift t¢ fill in. We'll remove the block
again, this time turning column replace on.

7 Press “U to bring the block back.

Now, we'll start over and mark the biock again.

1 Press “K. Find the command to turn column replace on.

2 Press1. Look at the status line. “ColRepl” tells you column mode is on
and column replace is on,

3 Mark the block again. (Follow steps 4 and 5 above.)

4 Press "KY to delete the block. Notice this time with column replace on,
the text didn't move but left a space.

B Press “KQ and Y to exit and abandon the file TABLE.DOC.
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You've just complsted two very simple column operations. There's a lot more
you can do with column blocks. See Column blocks in the “Reference
Guide.”

Using the Calculator

WordStar has a built-in calculator you can use while you're editing. The usual
mathematical operations are available-addition, subtraction, division, and
multiplication. (Note: Some computers do not have enough memory [RAM]
for this function. If this is true for your system, this function will not work and
you may skip the rest of this lesson.)

Several symbols (operators) are used In WordStar's math equations.

Operator Function

+ addition

- subtraction

* multiplication
/ division

You can use these operators in any combination for almost any calculation.
Equations are limited in length to the width of the screen.

When there is more than one operator in a line, WordStar performs the
operations in a specific order—multiplication, division, addition, and
subtraction. When operations are of equal precedence, WordStar performs
the operations from left to right.

You can change the order In which WordStar performs operations by using
parentheses to enclose operations that are to be done first. You can enclose
parenthesss within parentheses for more complicated calculations. WordStar
always performs the operation within the innermost set of parentheses first.
Practice using the enscreen calculator.

1 Open afile called MATH.DOC

2 Press “QM to display the Math Menu.

3 Type an equation.
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4 Press Return.

You'll find the answer at “Last result:” in the upper right corner of the
menu.

Try some of the following equations:

3+4-5/6*7 {Answer: 1.16666666667)
(3+4-5)/6*7 (Answer: 2.33333333333)
{3+4-5)/(6*7) (Answer: .047619047619)

To learn about the more advanced mathematical functions you can perform
with the calculator, see Calculator in the “Reference Guide.”

You've covered some of WordStar's useful features. Inthe next lesson,

Advanced Formatting, you'll build on what you learned about formatting in
Lesson 3.
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Advanced Formatting

In this lesson you'll learn about

More Onscreen Format Commands
Headers and Footers

The Ruler Line

Automatic Indentation

Formatting determines how a document will 1ook when it’s printed, There’'sa
lot you can do with WordStar in terms of designing documents. In Lesson 3
you were introduced to some basic formatting commands. In this lesson,
we'll cover a few more formatting technlques that you should find helpful.

You can work your way threugh the lesson from start to finish or select
individual subjects at random.

More Onscreen Format Commands

You should already be familiar with a few of the onscreen format commands.
There are several other very useful comimands you should know about.
Following is an explanation of these commands. Open the file TEXT.DOC and
practice using some of the commands.
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Margins

Command

Typing

Command

Display

Command

76

~oT

~Q0

~OE

~0G

Function

Turns the ruler line on and off. This gives you more room on
your screen to display text.

Inserts a copy of the current ruler line in your document. The
new ruler is Inserted as a .RR dot command. If you make
margin and tab changes in a document by pressing ~00,
you can insert the ruler line in your document and it will be
stored and saved with the document. You can edit this ruler
line.

Function

Turns word wrap off and on. If you turn word wrap off, you
have to end each line yourself by pressing Return, just as
you would on a typewriter. A beep will sound when you reach
the right margin.

Enters a soft hyphen. A soft hyphen prints only when it lands
at the end of a line. When you use “OE to hyphenate a word,
the hyphen won't print if the position of word changes in the
paragraph. A word's position would change, for example,
when you use “B to realign the text.

Sets atemporary indent.

Function

Turns hyphen help on and off. When re-aligning with hyphen
help off, words that don't fit on the end of a line go to the next
line. With it on, WordStar will stop and prompt you to enter a
hyphen or not.
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Footers and Headers

Footers are special lines that are printed at the bottom of every page, and
headers are special lines that are printed at the top of every page. Using
footers and headers can be useful in documents where you want certain
information to appear on every page, such as a chapter title. With footers and
headers you don't have to type this Information every time on the page.
WordStar inserts it automatically.

You can ¢reate footers and headers of up to three lines each. Normally,
WordStar prints a footer that contains the page number in column 28.

To create a footer or header, use the following dot commands:

Command Purpose

FOor.F1 first line of footer

JF2 second line of footer
.F3 third line of footer
.HE or .H1 first line of header
.H2 second line of header
.H3 third line of header

Practice inserting a header and a footer in the file TEXT.DOC.
1 Openthefile TEXT.DOC if It is not already open.

2 Make sure Insert is on and press Return three times to make some room
at the top of the file for the dot commands.

3 Move the cursor back up to column 1, line 1.

4 Type .HE to begin the header. (Remember, dot commands can bein
upper- or lowercase.)

5 Type Gulliver's Travels.

6 Move the cursor over to column 52 with 1 and the Spacebar and type
Partl.
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7 Move the cursor back to column 1, then move down one line directly
below the .HE and type .FQO.

8 Move the cursor to column 28 and type Page #.

You can have WordStar put the page number anywhere you want in the
footer. The symbol # stands for the page number,

9 Save and print the file.

Notice how the text in the header and footer repeats on each page. The page
number you typed as # prints with the actual page number.

You can use footers and headers in many ways. See Footers and headers in
the “Reference Guide™ for more information.

The Ruler Line

The ruler line displays a document’s left and right margins and tab stops.
When you create a new document, the left margin Is automaticaily set at
column 1 and the right margin is set at column 65. Tab stops are set at five-
column intervals. In Lesson 3 you learned how to clear tabs, set new tabs,
and change the left and right margins with dot comimands. But there’s more
to know about working with ruler lines in WordStar.

First, it's important to conceptualize how WordStar reads the formatting
commands in your document.

1 Open the file RULER.DOC.

2 With the cursor on the first line, slowly move the cursor down through the
document and watch the ruler line as the cursor moves past dot
comrmands,

WordStar gets its formatting signals from the dot commands.

Next, it’s important to understand the concept of “saving” formatting
instructions in a document. Let's say you create a document, make margin
changes with the control commands ~OL and “OR, and change tabs with
~0l. When you save this document and return to it later, the default ruler fine
will appear and none of the margins and tabs you set will be in effect. This
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doesn’'t happen if you use dot commands {.LM and .RM) because dot
commands are stored and saved with your document.

If you make tab changes in a document and want them saved, you must
“embed” a ruler line in the document at the point where the new tabs begin.
You usse the dot command .RR for this. There’s a quick method for
embedding a ruler line: the “00 command.

Practlce embedding a ruler line in RULER.DOC.

1
2

Move the cursort to line 18, column 1.

Press ~ON, then A Return to clear all tab stops. Notice the ruler fine is
clear.

Press Ol and set a tab stop at 10. Set two mere tab stops at 30 and 45,
Notice the tab settings on the ruler line.

To make sure these tab stops are saved with the document, erbed the
ruler line you just set.

Press 00, WordStar inserts the dot command .RR and a copy of the
current ruler line.

You can even edit this ruler line and change the tab stops and margins if
youwant. You can also type a ruler line yourself. You just start the line
with .RR and then type the ruler using the standard ruler line characters,
such as an exclamation point for a tab.

Move the cursor down and type some text at the tabs. (Press the Tab key,
type a word, press the Tab key, type a word, etc.)

Press “KD to quit and save the file.
Open the file RULER.DOC again. Notice that the ruler line at the top of the
file is now back to the default settings. Move the cursor through the file.

When the cursor reaches the embedded ruler line where you set the tabs,
notice that the tabs and your settings were saved.
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Remember, if you want to save your tab settings you must embed your ruler
line. With ~00, WordStar will automatically embed the current ruler line in
your document. You can edit this ruler line. You can also create your own
ruler line by typing .RR, then typing in the ruler line.

Automatic Indentation

Word wrap is one of the features that makes word processing fast and easy.
You don't have to put in a carriage return at the end of every line. But
sometimes you need to create documents with text that requires specific
Indentations—a paragraph or numbered list, for example. WordStar has an
automatic indentation command, .PM, that you use to manage word wrap for
indented text.

We'li look at the technique for using .PM for indenting a paragraph and for

creating a “hanging” indentation in a numbered list.

Paragraph Indentation

1 Open a practice file called INDENT.DOC.

2 With the cursor at line 1, column 1, type .OJ off to turn justification off,

3 Move the cursor down one line by pressing Return. In column 1, type
PM6. (You've just told WordStar to indent the first line of a paragraph to
column 6.)

4 Move the cursor to the next line by pressing Return and type this text:

Word processing is & computer-age term for typing and
editing any kind of text like letters, memos, articles. reports,
even books. Word processing involves typing into a computer, put
1t's more than just typing.

«—l

With a typewriter, you see words on paper as you type. When you
use a word processor, you see words on the computer screen as you
type.
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Notice how the first line of each paragraph indented 6 spaces.

When you want to turn paragraph indentation off, you type .PM in column
1 and press Return.

5 With the cursor in column 1, type .PM and press Return. Watch the ruler

line~the P for paragraph indentation disappears.

Hanging Indentation

Sometimes you need to have text continuously wrap to an indented space.
You can use .PM to create a hanging indentation,

1

g & O N

In the file INDENT.DOC, place the cursor on column 1, line 10,
Type .PM1.

Move the cursor under the .PM in column 1 by pressing Return.
Type .LM6.

Move the cursor under the .LM in column 1 by pressing Return. Type 1.
and press the Tab key. Now type this text:

AS you read your text on the screen, you can change it and
rearrange it untll it looks just the way you want.

Press Return twice.

Notice how the text wrapped and held where you set the left margin at
column 6. The text will continue to hold until you press the Return key.

Type 2., press the Tab key, and type this text:
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You can Ssave text typed with & word processor and use it
again later. Your text 1s electronically saved in a

file.

8 Press Return twice.

You can remove the indentations by typing .PM and .LM in column 1,
agaln pressing Return after each.

9 Press “KQ and Y to abandon the file.
As you gain experience with WordStar, you'll find other ways of designing and

formatting your documents. Next, in Lesson 9 you'll learn about some
advanced printing techniques.
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Chain Printing and
Nested Printing

In this lesson, you'll learn how to conhect documents during printing. You'lt
cover these subjecls:

Chaining files
Nesting files

Chain printing connects several files in sequence, linking them like chapters in
a book.

Nested printing connects files by inserting one or more files into a document,
You can insert one file within another and another file within that one. Nesting
files is handy for inserting standard paragraphs from different documents into
another document.

When you chain or nest documents, you combine them during printing rather
than on disk,
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What You’ll Need

In this lesson, you'll use the six sample files listed below. These files are on
your Training Work Disk. (If you haven't copied your sample documents onta
your Training Work Disk, refer to Lesson 1 for instructions.)

CHAPTER1.DOC SAMPLE1.DOC
CHAPTER2.DOC SAMPLE2.DOC
CHAPTER3.DOC SAMPLE3.DOC

Chaining Files

The best way to chaln files is to use a command file. The command file
contains dot commands that connect several files in sequence. Then each
time you want to chain print the group of files, you just print the command file.
WordStar lets you chain an unlimited number of files when you create a
command file.

Note: When you're chaining your own files, make sure that each file ends with
a carriage return (Return).

In this example, you'll create a command file named CHAIN1.DOC that
connacts thrae sample files, CHAPTER1.DOC, CHAPTER2.DOC, and
CHAPTER3.DOC. The sample files represent chapters in a book.
Creating a Command File

At the editing screen, you'll insert flles into the command file with the .FI
command. For afile to start on a separate page like the chapters In a book,
you must insert a page break after each file.

Open a new document file and type the command file.

1 Unless you're continuing from Lesson 8, start up WordStar.

2 At the Opening Menu, open a new document named CHAIN1.DOC.
3 Starting in column 1, type .fi chapter1.doc Return.

4 Type.pa Return.
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5 Type.fi chapter2.doc Return,
6 Type.pa Return.
7 Type .fi chapter3.doc Return.

Here's how the command file should look.

C:CHAIRE.DOC P4 LB1 OB Imsert Align
EDIT HNENU
CURSOR SCROLL ERASE OTHER NEWEIS
“E up “W up “G char  7J help “0 onscreen format
X down ~Z down “Tword *1tab “K block & save

3 left “Rup screen Y line U turn Insert off “P print controls
“D right  “C doun Dei char "B align paragraph “Q quick fumctions
“A vord left screen “U unerase "N split the llne Ese shorthamd

“F word right “L findsreplace again

(USRS DN SN YU ST A Y S YOS SN

[ chapterl.doc
pa

[i chapterd.doc
]

P~ Y

T

i chapter3.doc
o

Y -

Note: The colon (:) in the flag column following the .FI command indicates
that the dot command Is in effect only during printing. The files will not be
inserted into the document on the disk.

Saving and Printing
Save and print the command file.

1 Press “KD to save the file CHAIN1.DOC.
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2 Atthe Opening Menu, choose P to print the file.

All three files will print one after the other with continuous page numbers every
time you print CHAIN1.DOC. Compare your printout with the following
sample:

This is chapter 1. |O

F-—- - -t ]

This is chapter 2.

Note: Another way to chaln files is to put the .Fl command at the ends of the
files. For example, to connect Chapter 1 to Chapter 2, put .Fl
CHAPTER2.DOC Return at the end of the CHAPTER1.DOC file. If you want
the next document to begin on a new page, use .PA to insert a page break
just above the .Fl command.

You'll find more information about chaining files under Nesting and chaining
and Command files in the “Reference Guide.”
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Nesting Files

In nested printing, one file is inserted in the middle of another and another file
within that one. In WordStar you can nest up to seven files in a document. A
document inserted anywhere before the end of a file is considered nested.

Nesting is useful for printing boilerplate (frequently used and unchanged)
paragraphs in different documents,

In this lesson, you'll nest these sample files:
SAMPLE1.DOC (an itinerary)
SAMPLE2.DOG (a list of excursions)
SAMPLE3.DQC (another excursion)

Nesting Once

Suppose you want to add a list of excursions to the itinerary. Insert
SAMPLE2.DOC, the list of excursions, into SAMPLE1.DOC, the itinerary.

1 Atthe Opening Menu, open SAMPLE 1.DQC, the Itinerary.

2 Maove the cursor to the blank line before the line beginning with “Not
inciuded.” Press Return to add another blank line.

3 Starting in column 1, type .fi sample2.doc Return to insert the excursions.
4 Press “KD to save SAMPLE1.DOC.

SAMPLE2.DOC will be nested in SAMPLE1.DOC during printing.

Nesting Twice

Because of a last-minute change, you need to add another excursion to the
list you just inserted into the itinerary. The excursion is in a file named
SAMPLE3.DOC.

All you have to do is insert SAMPLE3.DOC into SAMPLE2.DOC.

1 Atthe Opening Menu, open SAMPLE2.DOC, the list of excursions,
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2 Move the cursor to the blank line above the line beginning “Fare” and
press Return 10 add another blank line.

3 Starting in column 1, type .fi sample3.doc Return to insert another
excursion into the list of excursions.

4 Press “KD to save SAMPLE2.DOC.

SAMPLE3.DOC will be nested in SAMPLE2.DOC during printing.

Printing the First Document
1 Make sure your printer is on and ready.
2 Print SAMPLE1.DOC.

When the itinerary prints it will include the two files with the excursions.
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Itinerary
Depart Date Time Areive  [Date Time
Florence 10/31 08:30 a Rome 10/31 05:35 p
Rome 11/05 08.00 8 MNaples  11/05 12:27 p

Excursions

Day 1
Florence-Rome: Leave at 8:30 a.m. by deluxe motorcoach. Arrive at
Rome in the afternoon.

Day 2
Rome: Morning and afternoonm city sightseeing by motorcoach.
English-speaking guide optional.

Day 8

Rome-Napies: Depart at 8:00 a.m. by CIAT deluxe motorcoach via
Formia. Arrive Naples &t lunch time. Afternoon optional
excursion to Phlegrean Fields and Sulphur Wine.

Fare in first class hotels: $100,00. Bath optional: $25.00.

Not included In the rates are

Transfer services. sightseeing, meals (except
as specified), tips to station porters. wines.
spirits, mineral waters. laundry. theater
tickets. and other items of a similar personal
nature.

Note: You can chain or nest a file on a disk in a different drive. You just type
the disk drive letter, a colon, and the filename. For example, if you're working
on drive B or C and the file to be chained or nested is on drive A, you should
type .Fl A:SAMPLEA.DOQC, If you have a hard disk system and the file to be

chained or nested is in a different user number, you must include the user

number with the filename. For example, .FI 10A:CHAPTER4.DOC.
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Review
In this lesson, you've learned two advanced printing techniques—chaining and
ngsting. With chaining and nesting you can combine files during printing
rather than on disk,

The next lesson covers merge printing. You'll print personalized form letters
with WordStar's merge print feature.

g0



Lesson 10

Merge Printing
In this lesson, you'll learn about merge printing. You'll cover these subjects:

Creating a Mailing Llist

Creating a Master Document

Printing Form Letters

Creating Different Versions of a Form Letter

Merge printing is a WordStar feature that lets you perform sophisticated
printing tasks. It’s used most frequently to produce personalized form letters.

You produce form letters by merging information from two sources: a mailing
list and a master document containing dot commands that link the two.
During printing, Information from the mailing list is inserted into the blanks in
the master document.
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Creating a Mailing List

Before you can print personalized form letters, you need a list of names and
addresses. This list is kept in a file called a data file. During printing, the
information from a data file is merged into a form letter,

Master Document Data File Personalized Letters

Dear hnamek Dear Sebastlen,
Sevastlan,Omaha,NE

You' ve been nominated Ottalle,Punctuate, MA DearOttalle,

for the Teacher of the Arthur,Ecllpse,Ca

Year avard. Joan, Roma, WV Dear Arthur,

Dear Joan,

You've been nominated
for the Teacher of the
— | Year award,

First, you'll create a data file containing a mailing list. Here is an example of
two records in a data file.

Arthur, Tuttle,Mr.,3090 Division St.,Eclipse,CA,99900 <
Sebastian,Hood,Mr.,1212 15th St.,Omaha,NE,50011 <

Notice that the data file has a special form.

s Eachline {record) containing Information about one person ends with
a Return,

s Eachitem of information (field) in a record is separated by a comma.

Opening a Nondocument File

When you create a data file, you open a nondocument file. A nondocument
file Is simply a tist of data.

1 Unless you're continuing from Lesson 9, start up WordStar.

2 Atthe Opening Menu, press N to open a nondocument file.
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3 Name the new nondocument file FORM1.DTA. (it's a good idea to name
your data files with a .DTA extension.)

If the Nondocument Edit Menu is not displayed on your editing screen, set the
help level to display all menus.

4 Press ~J"J3 Return.

if you've worked with nondocument files before, you can go onto “Typing a
Data File.”

Typing a nendocument file differs from typing a document file. You end every
line with a carriage return (Return) as if you were using an ordinary typewriter.
Unless you prass Return, you can keep on typing on the same line and the
editing window will move 1o the right.

The Nondocument Edit Menu differs from the Edit Menu, Before you type
anything, compare the Nondocument Edit Menu on your screen with the Edit
Menu shown below.

B:FILENAHE Pa1 1AL CB1 [nsert Align
EDIET HNENUD
CURSOR SCROLL ERASE OTHER i HERIS
“E up W gp “G char  “J belp “0 onscreen format
*X doun *2 doun “Twrd "I tab “K block & save

“S left “Rup screen Y Mne  “U turn insert off P print coatrols
“D right  “C down Del char  “B align paragraph " quick functions
“f word left screen “If wnerase “N split the line Esc shorthamd
“F vord right “L findsreplace again

~R

SN SO MR YUY S U ST S MO i M

You'll notice some differences on your screen:

» The status iine shows only the line and column where the cursor is located.
n The ruler line is omitted.

» The Onscreen Format Menu is not listed under MENUS.

w The command to align paragraphs ("B} is omitted.
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» "0 setstab width. (WordStar sets the tab width at 8, but you can change
the settingto 2, 4, 8, or 16.)

When you finish looking at the Nondocument Edit Menu, you can reset the
help level to whatever level you prefer.

1 Press “J"J, type 3, 2, 1, or 0, and press Return to set the level.

Typing a Data File

You've already fearned that a data file is typed in a special form, so that
WordStar can recognize the data it contains and insert it correctly into the
rmaster document during printing. The guidelines below show the most
common way to create data files. {See the "Reference Guide" for other ways
to create data files.)

sz Type each record (all the information about one person) on one line. The
data file you'll type contains four records.

w Separate each field (item of information) by commas.

» Make sure each record contains the same number of fields for data. For
example, you'll type nine fields in each record in the data file.

u Type the fields in each record in the same order, even if no information is
available.

» [finformation is missing, type a comma anyway. For example, when you
type Greg Hall's record, you'll notice that the title and company are empty
fields. In Charlie Delta’s record, the title field is empty.

» [fafield includes a comma, for example, Tourist Trap, Inc., enclose the
data in quotation marks (). The quotation marks are not part of the data
and will not be printed.

s If afield includes quotation marks as well as a comma, for example, Al
“Scarface" Capone, the Mobster, enclose the entire field with the single
quotation mark character ().

u [fthe first character in a field is a quotation mark, enclose the field in single
quotes.
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Now, type the data file. You must be precise, typing every comma and
ending each line with a Return exactly as shown.

1 Starting in column 1, type the data file.

Aple, Baker Mr_, "Manager, hcguisitions',THE GROCERY CHAIN, 1234 Hackitt St.,Trusse, NJ, 08055 «—
Charlie,Oelta,Mr. .  FARMER STORE, 11 Stockyard Way,Kansas Clty W0, 65412
Ellen,Fudge Ms. ,Junior Buyer, Tourist Trap, Inc.”, 1100 ¥irne 5t_ Hollywood,Ch, 50023 w—d
Greg,Hall M., ,, %234 Klamath Road,Portland, R, 97512

TP You'll save time if you plan your data file before you begin to type.
Here’s a trick to help you plan and type data files. Type a "dummy” record
containing all the flelds in the order you want. If the record you're typing has
empty fields, you can use the dummy record as a guide to the correct order.
If your forget to erase the dummy record when yout're finished, it's alf right.
You can discard the personalized letter printed for your “dummy.”

Saving the Data File

Proofread your data file and save it.

1 Press "KD to save the data file FORM1.DTA.

Creating a Master Document

Once you have a data file with names and addresses, you can prepare a
master document, A master document is simply the text of the ietter and
some dot commands. The master document always stays the same. lttells
WordStar where to get information about each person on the mailing list and
where to insert the information into the master document,

When you finlsh typing the master document, it will contain all the dot

commands necessary to print a personalized letter for each person in your
data file. 1t will look like the example on the following page.
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op
.df form1.dta
.rv fname, lname.mr-ms, title, company.addressi.city,state,zip
.Sv date=March 18, 1987
ACHE WHOLESALERS
1800 Qak Grove Road
Concord, California 94520

gdated

&iname& &lnamed
ktitle/ok
&company/0&
Raddress1g

&cityl. &stated &zipd

Dear &me-msk &lnamed .
I am an agent for a small, rural cocperative producing specialty
foodstuffs and craft items. Currently., the cooperative is

selling the most delicious honey I've ever tasted. To add a
touch of whimsy, the honey is packaged in a bear-like ceramic

pot.

¥ery soon. &mr-ms& &lname&. you'll receive a special sample in the
mail.

Please write to me if you'd like to order the honey. I'11 be
happy to send you a catalogue featuring all our products.

Yours truly.

Bill Smith
Yice President, Marketing

.pa
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Sefore you begin to type, look at the parts of the master document.

Dot Commands

The master document contains these dot commands:

Command Function

OP QOmits page numbers

.DF Specifies which data file to use

.RV Specifles what Information to insert into the letters

SV Supplies specific information not included in the data
file

PA Finishes the letter and starts a new page

Note: The .DF and .RV dot commands are always used together with the .DF
command always first.

If you're not familiar with dot commands, see Dot commands in the
“Reference Guide” before you continue. Make sure you always start a dot
command in column 1. {You can type dot commands in either upper- or
lowercase letters.)

Text Area

You type the letter like an ordinary letter but with one difference. You place
ampersands (&) around words wherever you want WordStar to insert data
that changes from letter to letter. The words inside the ampersands are called

variable names. For example, fname and Iname are variables to be replaced
by a first and last name in each printed letter, '

Opening a Document File

To build a master document, you begin just as you do for any other
document, at the Opening Menu.

1 Prass D to open a new document file.

2 Name the file FORM1.LTR.
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Omitting Page Numbers

Tum off page humbering. Otherwise, WordStar will number each letter
consecutively.

1 Type.op Return.

Selecting A Data File

You must tell WordStar what mailing list to use to print your letters. Use the
data file you just typed. (Remember, for your own work, you'll create your
own data files.)

Name your data file.

1 Type .df form1.dta Return

Supplying Variable Information

You must tell WordStar the names of the fields in your data file before
WordStar can use the information. The data in these fields will replace the
variable names enclosed in ampersands in the letter when the letter is printed.

You use the dot command .RV to name the fields in the data file. WordStar
can then “read” the data in the data file and replace the variables in the text at
print time.

Make sure you type the field names following the .RV command in exactly the
same order as the fields in the data file. Every field in the data file must be
represented, even if you don’t plan to use them all in your letter. The field
narne actually means nothing to WordStar. The position of the information in
the data fife record is what is important.

Now type the field names exactly as shown.

1 Type .rv, press the Spacebar once, and then type
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fname, 1name, mr-ms, title. company, address1,city, state,zip ¢

Supplying Variable Information
Not Included in the Mailing List

With each new mailing, you may want to change some information such as a
date or signature,

The dot command .SV supplies specific data not included in the data file. In
this master document, you can set today's date.

1 Type.svand press the Spacebar.

2 Then type date, an equal sign {=), and today's date, for example,
date=March 18, 1987 Return.

Another dot command, AV, allows you to make substitutions in your letter at
print time, for example, to change a signature. The .AV command tells
WordStar to pause during printing so you can add new information from the
keyboard. See Merge print dot commands in the “Reference Guide” for
details.

Typing the Text

Now that you've decided what list to use and have told WordStar where to find
the information to be merged, you can type the letter. As you type, remember
that each variable name to be replaced in the text area must be surrounded
by ampersands (). Variable names must be typed exactly like the field
names following the .RV command (but not necessarily in the same order.)
You don’t have to use all the field names in the text. Put them only where you
nead information.

1 Typetheletterhead. Press “OC to center each line before
pressing Return.
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ACME WHOLESALERS
1600 0ak Grove Road -«
Concord. Californta 94520 «—J

Lttt

2 Now type the rest of the letter. Notice that in the address, you'll type /o
(the fetter, not the number) following the TITLE and COMPANY variables.
The jo prevents WordStar from leaving a blank line if no information is
available in the data file.

Enclose the variable names in ampersands (&) where you want WordStar
to insert the variable information from the data file. You won’t need to add
extra spaces, because WordStar automatically reformats the text during
printing so that the data fits into the text.
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&fnamed £1named «

Atitle/of -t

Ecompany /0§ <t

fadiress1d «—

EcityR, &statef 8zipt -

e

Dear gar-msg 3lnamed: !

pra )

I am an agent for @& small, rural cooperative producing specialty
foodstutfs and craft items. Currently., the cooperative 1is
selling the most delicious honey I've ever tasted. To add a
touch of whimsy. the honey 13 packaged in a bear-like ceramic
pot. -

w

Very soon, &mr-ms& &lname&, you'll receive a special sample in the
mail. «—J

-

Please write to me 1f you'd 1like to arder the honey. I°11 be
happy to send you a catalogue featuring all our products. -
P

Yours truly, -

-l

-

Bill 5mith «—

Vice President. Narketing et

.|

pa =

Note: When you print your letters, WordStar automatically aligns paragraphs
containing variables to the current margins. If you've set temporary indents or
changed your margins with “OL or “OR, you'll need to set the margins for the
paragraph with the .LM, .RM and .PM dot commands. See the “Reference
Guide” for details.

Proofread the letter and make corrections, if necessary. Make sure the
master document ends with a page break {.PA) and a Return, so that the next
letter will start on a new page.
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Check to make sure the document ends with a carriage return.

1 Press “QC to move the cursor to the end of the document. The cursor
should be in column 1 on the line below the .PA command. If it's not,
press Return.

Saving the Master Document

Save the document.

1 Press “KD to save the document.

Merge Printing

The command to merge print a document is found on the Opening Menu.
Make sure your printer is on and ready.

1 Press M for merge printing.
2 Type FORM1.LTR, the name of the master document.
3 Press Escto start printing.

The data file FORM1.DTA has four records. Your letter will print four times,
once for each client in the file.

When the four letters have printed, compare them with the samples onthe
following pages. If your letters haven't printed correctly, reopen the master
document and look for typing mistakes. Omitting an ampersand or typing
information improperly in dot commands could have caused the problem. If
the master document is correct, save it and open your data file. Look for
omitted commas. Make your corrections and print the letters again.
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ACME WHOLESALERS
1800 Oak Grove Road
Concord, California 94520

March 18, 1987

Able Baker

Manager, Acquisitions
THE GROCERY CHAIN
1234 Hackitt St.
Trusse. MJ 08055

Dear Mr. Baker:

I am an agent for a small rural cooperative producing speclalty
foodstuffs and craft items. Currently, the cooperative is
seliing the most delicious honey ]'ve ever tasted. To add a
touch of whimsy, the honey is packaged in a bear-like ceramic
pot.

¥ery soon. Wr. Baker, you'll receive a special sample in the
mail.

Please write to me if you'd like to ordger the honey. I°11 be
happy to send you a catalogue featuring all qur products.

Yours truly.

Bill Smith
¥ice President. Marketing
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ACME WHOLESALERS
1600 Oak Grove Road
Concord, California 94520

March 18, 1987

tharlie Oelta
FARMER STORE

11 Stockyard Way
Kansas Way, MO 85412

Dear Mr. Delta:

I am an agent for a small rural cooperative producing specialty
foodstuffs and craft items. Currently, the cooperative 1is
s5elling the most delicious honey I've ever tasted. To add a
touch of whimsy. the honey is packaged in a bear-like ceramic
pot.

¥ery soon, HWr. Delta, you'll recelve & special sample In the
mail.

Please write to me if you'd like to order the honey. I'1ll be
happy to send you a catalogue featuring all our products.

Yours truly,

Bill Smith
Vice President, Marketing
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ACME WHOLESALERS
1600 Jak Grove Road
Concord, California 94520

March 18, 1987

Ellen Fudge

Junior Buyer
Tourist Trap, Inc,
1100 Vine 5t.
Hollywood, CA 90023

Dear Ws. Fudge:

I am an agent for a small rural cooperative producing specialty
foodstuffs and craft items. Currently, the cooperative is
selling the most delicious honey I've ever tasted. To add a
touch of whimsy, the honey is packaged in a bear-like ceramic
pot.

Very soon. Ws. Fudge. you'll receive a special sample in the
mail.

Please write to me if you'd like to order the honey. I'1l1 be
happy to send you a catalogue teaturing all our products.

Yours truly.

Bill Smith
Vice President, Marketing
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o o O O o O O

ACHE WHOLESALERS
1800 Oak Grove Road
Concord. Callfornia 94520

March 18, 1987

Greg Hail
1234 Klamath Road
Portland. O 97512

Dear Mr. Hall:

1 am an agent for a small rural cooperative producing specialty
foodstufis and craft items. Currently. the cogperative is
selling the most delicious honey I°'ve ever tasted. To add a
touch of whimsy, the honey is packaged in a bear-like ceramic
pot.

¥ery soon. Mr. Hall. you'll receive a special sample im the
mail.

Please write to me if you'd like to order the honey. I'll be
happy to send you a catalogue featuring all our products

Yours truly.

Bill smith
Vice President, Marketing
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Creating Different Versions
of a Form Letter

You can set up instructions for printing different versions of a letter for
different clients. You enter these instructions by putting conditional dot
commands in your master document. WordStar tests the conditions set up in
the dot commands and merge prints each letter accordingly.

Modifying the Letter for Selected Clients

Suppose your company wants to pay all shipping charges for West Coast
customers and half the charges for all other customers. To inform your
customers, you'll need two versions of the letter you just typed.

One version of the letter will contain this postscript for West Coast customers:
P.S. We'll gladly pay all shipping charges for your first order.

The cther version will contain this postscript:

P.S. We'll gladly pay 50% of the shipping charges for your first order.

How will WordStar know which version of the letter to print for your
customers?

With conditional dot commands in a document, WordStar can test data to see
if a certain condition is true and then decide what to do.

Command Function

JAF Tests the condition and specifies what to print if the
condition is true.

.EL Specifies what to do if the condition is false.

.El Specifies the end of the condition and tells WordStar
to resume regular printing.

Note: Every JF command must have a matching .El command.
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Open the master document again.
1 Atthe Opening Menu, press D to open a document,

2 Choose FORM1.LTR.

Setting Up the Condition

You'll set up this condition for printing: If the zip code is greater than 89399
{for West Coast customers), print the text that follows. If not, skip the text and
continue to the next .EL or .El command.,

Add the conditional dot commands to the master document.

1 Move the cursor to the blank line following “Vice President, Marketing.

2 Press Return twice.

3 Starting in column 1, set up the condition with the conditional dot

commands. (The #> sign in the .IF command means “is a number
greater than.”} Type the following condition:

A1 821pE #2>> 89999 <

P.S. We'll gladly pay all the shipping charges for your first order. <
-

el

P.§. We'll gladly pay 50% of the shipping tharges for your first
order. <!

-]

el

108



Lesson 10 Marge Printing

Other symbols can be used to compare numbers:

Symbol Meaning
#= is equal to
#< Is less than
#> is greater than
#<> is not equal to
#<= is less than or equal to
#>= is greater than or equal to

TIP You can also set up conditions to compare words. For example, if you
wanted to print a letter for everyone named Charlie in your data file, you
would set Up this condition:

AF &FNAMES = Charlie
EL
.El
Notice that the equal sign (=) isn’t preceded by a number sign (#) when you

set up a condition with words. See the “Refarence Guide” for a complete list
of symbols used with IF.

Saving the Master Document

1 Press “KD to save FORM1.LTR.

Merge Printing the Letter

Print the letters just as you did in the previous exercise. Make sure your
printer is on and ready.

1 Atthe Opening Menu, press M, type form1.ltr, and press Esc.
Compare your letters with the examples on the following pages. If they're not
the same, reopen the master document and check the conditional dot

commands. When you are satisfied that the master document is correct,
merge print the letter again.
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ACME WHOLESALERS
1600 0zk Grove Road
Concord, California 94520

March 18, 1987

Able Baker

Wanager . Acquisitions
THE GROCERY CHAIN
1234 Hackitt St.
Trusse, NJ 0BS5S

Dear Mr. Baker:

I am an agent for a small rural cooperative producing specialty
foodstuffs and craft items. Currently. the cooperative is
selling the most delicious honey I've ever tasted. To add a
touch of whimsy. the honey is packaged in a bear-like ceramic
pot.

Yery soon, Mr. Baker. you'll receive a special sample in the
mail.

Flease write to me 1f you'd like to order the honey. I'1l be
happy to send you a catalogue featuring all our products.

Yours truly.
Bill Smith

Vice President. Marketing

P.5. We'll gladly pay 50% of the shipping charges for your first
order.
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ACME WHOLESALERS
1600 Qak Grove Rosd
Concord, California 94520

March 18, 1987

Charlie Delta
FARMER STORE

11 Stockyard Way
Kansas Way, MO 65412

Dear Wr. Delta:

I am an agent for a small rural cooperative producing specialty
foodstuffs and craft items. Currently, the cooperative is
selling the most delicious honey I've ever tasted. To add 3
touch of whimsy. the honey is packaged in a bear-like ceramic
pot.

¥ery soon, Mr. Delta, you'll receive a special sample in the
mail.

Please write to me if you'd like to order the honey. I°11 be
happy to send you & cataloque featuring all our products.

Yours truly,
Bill Smith

Vice President, Marketing

P.S. We'll gladly pay 50% of the shipping charges fer your first
order .
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ACME WHOLESALERS
1600 Dak Grove Road
Concord, California 94520

March 18, 1987

Ellen Fudge

Junior Buyer
Tourist Trap. Inc.
1100 ¥ine St.
Hollywood, CA 900232

Dear #s. Fudge:

I am an agent for a small rural cooperative producing specialty
foodstuffs and craft items. Currently. the cooperative is
selling the most delicious honey I've ever tasted. To add s
touch of whimsy, the honey is packaged in a bear-1like ceramic
pot.

very soon, Ms. Fudge. you'll receive a special sample in the
mail.

Please write to me LT you'd like to order the honey. I°11 be
happy to send you a catalogue featuring all our products.

Yours truly,
Bill Smith

Vice President, Marketing

P.5. We'll gladly pay all shipping charges for your first order
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| |
0 10
o] ACHE WHOLESALERS o
| 1600 Qak Grove Road |
0, Concord. California 94520 |0
| |
0| |0
! |
0 10
| March 18, 1987 |
OI |O
Y lo
I |
ol o
[ Greg Hall I
ol 1234 Klamath Road lo
: Portland. OR 97512 :
o )
I Dear Wr. Hall: |
! lO
} I am an agent for a small rural cooperative producing specialty :
1 foodstufts and craft items. Currently, the cooperative is 10
selling the most delicious honey I've ever tasted. To acdd a
| |
touch of whimsy. the honey 1s packaged in a bear-like ceramic 0o
| ¥ ¥ q |
| pot. |
0| |0
Very soon. Mr. Hall, you'll receive a special sample in the
i ¥ ¥ !
O mail. |0
ol o
| Please write to me if you'd like to order the honey. I'1l be |
| happy to send you & catalogue featuring all our products. | 0
f |
0: Yours truly, IO
P i1l smth lg
J Vice President, Marketing :
| |0
ll P.S. We'll gladly pay all shipplng charges for your first order. :0
| |

You've created a data file and a master document and used merge printing to
print form letters. You've also set special conditions for printing two versions
of the same letter.

113



Lesson 10 Merge Printing

The “Reference Guide” has complete information about all the dot commands
used in producing and formatting sophisticated documents for merge
printing. If you want information about producing envelopes and one, two, or
three-across labels, see Appendix B, "WordStar Examples and Tips.”
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A

Accent marks

Many non-English words have accent marks; for example, eeran or acées. To
print accent marks, use the “PH overprint command. “PH causes the printer
to backspace one character and overprint the character. See Overprinting.

Aligning a paragraph

When you edit a document, you usually change the length of some of its lines.
You then need to align the paragraphs to make the lines fit within the margins
again.

To align a paragraph, use the "B command. Move the cursor to the first line of
text that you want to align, then press ~B. WordStar starts aligning at the left
margin of the line. If you press “B when the cursor is to the left of the left
margin {for example, if you entered the text with the margin farther to the left
than the current margin), WordStar moves all text (including spaces) to the
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tight of the cursor within the margins. If you are using a temporary indent
(*OG), the temporary indent column is used as the left margin. WordStar
stops aligning at the next hard carriage return (shown by the < flag at the
right side of the screen).

To align text, WordStar compares the length of each line with the length of the
ruler ling. If a line is too long, words at the end are moved to the next line. f a
line Is too short, words from the next line are moved up. With hyphen help on
{"OH), you can also hyphenate words while you're aligning. See
Hyphenation.

TIP Usethe "PO command to create a binding space when you don't want
WordStar to split phrases during aligning. A phrase that uses binding spaces
instead of normal spaces fs treated as one word. See Binding space.

You can align more than one paragraph or even a whole document by using
the ~QU command. “QU aligns a paragraph, pauses briefly at the hard
carriage return, then continues to align each paragraph until the end of the
document. You can stop aligning by pressing ~U.

When aligning a whole document, you can mark certain sections of text, such
as tables or charts, that you do not want to align. Type the dot command .AW
off on the line just above where you want aligning to stop. Type .AW on on
the fine before you want aligning to resume.

Netice that during normal editing, the word Align appears in the status line.
After you enter the .AW off command, Align disappears when the cursorisin
the portion of the text that will not be aligned.

TIP Youcan use the .PF command to alfgn text at print time. This command
is mostly used with mergae printing but can also be used with regular printing.
See Merge printing.

Alpha lock

See Caps lock key.

Alternate type

See Pitch,
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ASCIH

ASCll is short for American Standard Code for Information Interchange. Itis a
standard format that lets different types of computers interpret information In
the same way.

WordStar nondocument files are ASCIl files. Document files are not ASCII, but
you can convert them to ASCII in either of two ways:

= Edit the document in nondocument mode. Use “B or ~QU to zero the
eighth bit throughout the file. This method leaves the print control
characters in the file.

a Print the file to disk. At the Opening Menu, press P {or M if the file contains
variables} to print. At the last print option, Name of printer?, select ASCII.
After ASCI|, type the > symbol and the name you want to give the ASCI
file. For example:

Name of printer? ASCH>LETTER.ASC

If you don't type a filename, the file is named ASCILWS, This method
removes control characters from the file. See also Printing to disk.

Auto indent

Auto indent is avallable only in nondocument mode. As lines are typed, this
feature indents them automatically. Auto indent is especlally useful for
programming in languages such as PL/1, Pascal, and C, since the common
practice in structured programming techniques is to indent the same amount
for each level of nesting.

To turn auto indent on, use the ** command. The ™ character is usually
located on the 6 key. Hold down Ctrl and type the number 6. (On some
keyboards, you will have to hold down the Shift key, as well.) When auto
indent is on, Auto-In appears in the status line. Then, press the Tab key, "I, or
the Spacebar to move the cursor to the column to which you want
subsequent lines to be indented. Begin typing. Each time you enter a carriage
return, WordStar begins the next line at the colurmn you chose.

To increase the amount of the Indent, add blanks or tabs at the beginning of
the line where you want the increased indent. To decrease indenting, erase
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blanks and tabs. WordStar indents the next line with exactly the same number
of tabs and spaces as the previous line.

To turn auto indent off, press " again. The Auto-In disappears from the
status line.

Backspace key

See Keyboard.

Backup files

Each time you save a file, WordStar automatically saves the previous version
of the file. This “backup” file appears in your directory with the same filename
as the original file but with the .BAK filename extension.

The first time you save a new file, you have only one version of the file, The
next time you use “KS, “KD, or “KX to save the file, the earlier version
becomes the backup file.

The .BAK files protect your work; if your working file is damaged, you can use
the backup version. WordStar doesn't allow you to edit a .BAK file, but you
can view it in Protected Mode. See Protecting a file, To edit a .BAK file, you
must first rename it with a different extension. See Renaming a file.

TP Saving your work while you're ediling by pressing “KS takes only
moments and protects the work your're editing from power failures and other
problems.

it's also a good idea to make additional backup copies of your files on
separate disks. See also Copying.
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To economize on disk space, you may occasionally want to store the results
of an editing session on another disk. To edit a file named RESUME.LJL on
disk A and store the new version on disk B, at the Document to open?
prompt, type A:-RESUME.LJL B:.

When you save the file after editing, it will be on disk B, not A. (The backup file
RESUME BAK, however, will be on drive A:.)

Bidirectional printing

Many printers can print lines while the printing element is maoving to the left
and to the right. On some daisy-wheel printers, you can turn bidirectional
printing off to improve print quality, or on to speed up printing,

The default setting for bidirectional print is on. You can change this default
with WSCHANGE, See Appendix C, “Customizing WordStar.” You can also
turn bidirectional printing on or off inside a document using the .BP on and
.BP off dot commands.

T1P .BPO(zero) is the same as .BP off; .BP 1 (one) is the same as .BP on.

Binding space

The binding space command (“PO) keeps two words together as you align a
paragraph. To inser{ a binding space between two words in your text, press
~PO instead of putting a space between the words. On the screen, the
binding space is displayed as ~0O. The two words are treated as one word
during aligning. PO keeps the words together regardless of whether
justification is on or off. See also Aligning a paragraph.

Blank lines

To insert a blank line in your text, move the cursor to column 1 where you
want the blank line and press Return. The hard carriage return symboi { <)
appears in the flag column, and the cursor goes to the beginning of the next
line. {Insert must be on for the Return key to insert a blank line. Check your
status line. You can turn insert on and off using V. You can also press "N to
insert a blank line and leave the cursor at its original position.
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If the text is single-spaced, Return creates one blank line. If it's double-
spaced (using the ~0S or .LS command), Return creates two blank lines {but
one has a soft carriage return at the end). This may be changed with
WSCHANGE to work like other versions of WordStar.

Block & Save Menu
This menu contains file and block commands that you can use while you're

editing. The commands are grouped under three headings, SAVE, BLOCK,
and FILE.

BLOCKE & 3SAVUE HENU

SAVE BLOCK FILE
S save 8 resume edit B mark begin Ceopy 0 copy
D save document K mark end U move  E rename

¥ save & exit WordStar H turn display off VY delete J erase

0 quit vithout saving MW write to disk 4 math L change logged drive
CLIRSOR N turn column rode on R insert a file

#-9 setsremove marker [ turn column replace om F display dlrectory

To see the Block & Save Menu, press “K. You can choose any of the
commands on the menu by pressing the corresponding key. To cancel the
menu without choosing a command, press the Spacebar.

WordStar displays the menu only if the help level is set to 2 or 3. You don't
need to see the menu In order to use its commands. Just enter the keystrokes
quickly and the menu doesn’t appear. If the help level is setto 0 or 1, the
menu does not appear.

SAVE commands instrict WordStar to store the current file on a disk. See
Saving afile.

BLOCK commands allow you to do cut-and-paste editing. See Blocks, Block
math, Column blocks, and Place markers.

FILE commands allow you to do basic operations on files other than the one
you're currently working on. You can erase or move files from your disk when
it doesn’'t have enough disk space to save the document you're currently
working on. See Copying, Deleting text, File operations, Logged drive and
user number, and Renaming a file.
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Block math

WordStar can total the numbers in a marked block, even if the block has
words in it. {Note: Some computers may not have enough RAM for this
feature. If this Is the case with your computer, WordStar will display an error
message when you enter the command.) You can use block math with regular
blocks and column blocks. First mark the block, Then press “KM. WordStar
displays the total at the top of the screen. Press Ese to return to editing.

You can press Esc and then = (or Esc $ for dollar amounts) to insert the
result of the last math tetal in your document. See also Shorthand.

WordStar uses the following rules to determine whether digits it encounters in
a marked block are pait of a number:

= A number is any set of digits (the characters 0-8} surrounded by nondigits
{any other characters).

= A hyphenin front of a digit is considered a minus sign.

a Aperiod is considered a decimal point when the character immediately
after it is a digit.

» Theletter “e” surrounded by d%gts is considered scientific notation (for
example, “2e25" means 2 x 10°°)

a The maximum number of digits in a number is 30.
s A number within parentheses is considered negative.

Numbers in dot command lines are ignored.

Answers have a maximum precision of twelve digits. if the answer is longer,
WordStar gives the closest answer it can, using scientific notation.

See also Blocks and Column blocks.

Blocks

A block is text that you mark so you can do something with it, such as delete
it, move it, or copy it. It can be one character, a phrase, or pages long.
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To create a block, mark its beginning (“KB) and end ("KK)}. You can then
perform block operaticns, which include copying ("KC), deleting {(*KY), and
moving the block within the document ("KV). You can also create a new file
containing a block of text ("KW) and read another file Into the one you're
editing ("KR).

T 1P Operations with two or more smalf blocks can be faster than with one
large block. The distance involved in block operations can also affect the
speed of the operations. For example, when moving a block a distance of 25
pages, writing the block to a new file ("KW), then reading in the file at the new
focation ("KR), may be faster than moving the block ("KV).

In addition t¢ blocks of normal text, you can also work with column blocks. In
a column block, the beginning marker marks not only the top of the block, but
the left side of the block as well. The end marker marks the right side of the
block, as well as the bottom. In other words, the markers mark the upper left
and lower right corners of the block. Column blocks are useful for tables and
charts. The “"KN command turns column mode on and off. See Column
blocks. :

Block markers

When you mark a block with “"KB and KK, the markers <B> and <K>
appear at the beginning and end of the block. Only one beginning marker and
one end marker can exist at a time. On most screens, the text between the
markers is highlighted. When the text is highlighted, the markers are not
displayed, but the B and K fiags appear in the flag columns of the lines
containing the beginning and end of the block. If the end marker is before the
beginning marker, the markers appear but no block is marked.

lf the last line in a block is a complete line ending with a carriage return, you
can include the carrlage return in the block by placing the end marker at the
beginning of the next line.

Ta move a marker (and change the beginning or end of the block), move the
cursor to the new location and re-enter the begin block or end block
command.

To erase a marker, enter the same marker command with the cursor
immediately to the right of the marker.
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To hide a block (or a marker), press “KH. Using “KH again will redisplay
them. If you hide a block or a marker, and then use “KB or “"KK to mark a
new block, WordStar automatically turns the marker display back on.

To move the cursor to the beginning marker, press “QB. To move to the end
marker, press ~QK,

Block markers are automatically deleted from a file when you leave it.

Block commands

Block commands are located on the Block & Save Menu.

Command
“KB
“KK

“KH

“KC

~“KY

"KW

Function
Marks the beginning of a block.
Marks the end of a block.

Hides the block markers (and block highlighting) on the
screen. Press “KH again to make them reappear. At help
levels 2 and 3, hiding the markers is also a safety measure. At
these levels, WordStar won't move, copy, erase, or write
blocks when the markers are hidden.

Copies a block to the current cursor position,
Moves a block to the current cursor position.

Deletes a block. The cursor doesn't have to be anywhere
near the block. After deleting, the cursor is where the block
used to ba. You can restore an erased block using “U. See
Undo and unerase.

Stores (writes) the block on a new file on the disk. WordStar
asks for the name of the file to write the block to. If the file
already exists, WordStar warns you and asks if you want the
existing file to be replaced with the new block. The original
block also remains in your working file.
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“KR

“KN

“KI

“KM

AK’

AK‘

Inserts (reads) a file into the document you're currently
editing. Use this command to insert standardized text or any
other document.

You can also use “KR to insert a copy of the current file into
itself, The inserted text is the original version of the document
before you started editing, or the version you saved with the
most recent “KS command.

Turns column mode on or off, allowing you to work with
column blocks.

Turns column replace on or off, changing the way column
blocks are handled. Column replace works only if column
mode is on.

Totals the numbers in the block and displays the result. You
can then Insert the result into the document by pressing Esc
and then =. See Shorthand.

Converts all uppercase characters in the block to lowercase.
See Case conversion.

Converts all lowercase characters in the block to uppercase.
See Case conversion.

To move a block from one document to another, first store the block in its own
file, using "KW. Then open the second document and insert the block file,

using “KR.

See also Block & Save Menu, Block math, Column blocks, and Place

markers.

Boldface

To emphasize text (as in this example), place the cursor where you want the
boldfacing to start and press “PB. The symho! "B appears on your screen but
is not counted as a character space in the status line. On many terminals, any
text after the "B is highlighted on the screen and new text you type is

highlighted.
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To stop boldfacing, move the cursor to where you want boldfacing to end,
and press “PB again. The highlighting also stops. The printer will boldface the
highlighted text.

To delete boldfacing, place the ¢ursor on the "B and press Del or “G. Be sure
to remove hoth the beginning and end boldface markers.

See also Double strike.

C

Calculator

To use the onscreen calculator while you are editing, press ~QM. WordStar
displays the Math Menu. (Note: Some computers may not have enough RAM
available for this feature. If this is the case with your computer, WordStar will
display an error message when you enter the command.}

HATH HENU
Type a math equation. Last resuit: @
RETURN calculate “B restores last equation “U quit
+ add - subtract * niitiply ¢ divide

Type the equation you want to solve and press Return. WordStar displays the
answer.

When you’re done with the calculater, press “U {or Return if there is no
equation), and WordStar returns you to editing.

At the Math Menu, you can use "R to re-enter the previous equation. You can
then edit the equation and recalculate it.
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The Math Menu provides four mathematical operations: addition, subtraction,
division and multiplication. WordStar's notation is similar to that used in the
BASIC programming language.

Equations are normally evaluated from left to right, except that multiplication
and division take precedence over addition and subtraction. You can change
the order in which WordStar performs operations by using parentheses () to
enclose operations that are to be done first. Be sure to use parentheses in
pairs. For example:

500*.001*(({-001+ 1)*180)/(({.001+ 1}*180)-1))

WordStar always performs the operation within the innermost set of
parentheses first. WordStar uses its normal order of precedence when
performing the operations within parentheses. The nesting limit (that is, the
number of parentheses within parentheses) is 32; however, the equation can
become too complicated for WordStar before that level is reached. If an
equation is too complicated, an error message appears.

You can use scientific notation to enter a long number, For example, 1.23625
represents the number 12300000000000000000000000. Answers have a
maximum precision of 12 digits. If an answer is longer, WordStar gives the
closest answer it can, using scientific notation. The largest number WordStar
can work with is 1e63. The smallest number is 1e-63, which is written outas a
decimal point followed by 62 zeros, then a 1. (WordStar uses 14-digit BCD
floating-point math internally.)

After you return to editing, you can enter the result of the last calculation (or
the last equation) into your text at the cursor position with one of the three
shorthand commands described below.
Command Funetion
Ese¢ = Enters the number result of the last calculation.
Esc$ Enters the number result formatted as a dollar amount; for
example, 12345 would change to 12,345.00. (You can use
WSCHANGE to change the format of the number displayed
tor ESC $. See Appendix C, *"Customizing WordStar.")

Esc # Enters the last equation.
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Canceling a command

See Undo and unerase.

Caps Lock key

Press the Caps Lock key to type text in capital letters, Press the key again to
returh to lowercase. The Caps Lock key often affects only the alphabetical
keys on the keyboard and not the number keys or symbol keys. Check your
keyboard to see how it works, On some terminals this key is called Alpha
Lock or Shift Lock.

Carriage return

See Return key.

Case conversion

You can convert all the uppercase letters in a block to lowercase, and vice
versa, First mark the block. To cenvert to uppercase, press “K". To convert to
lowercase, press “K’. Do not hold down the Ctrl key when you press " or *.
See also Blocks.

Centering text
To center a line of text, place the cursor anywhere on the line and press “OC.
WordStar centers all the characters on the line between the current margin

settings. Spaces before or after the text are ignored.

if you add or delete characters on a centered line, use ~OC again to center
the changed line.

If you later want to align a centered line on the left margin, move the cursor to
column 1 on the line and press “T.

You can also center data during merge printing by using a special formatting
commang. See Merge printing variable formatting.
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Chaining files

See Nesting and chaining.

Character count

While you are editing, you can press ~Q? to display the number of characters
from the beginning of the file to the current cursor position.

Character width

On most printers, each character, including blank spaces, takes up the same
amount of horizontal space, or width. Character width is measured in units of
1/120 inch.

In WordStar, the default character width is 12/120 inch. To change character
width, use the dot command .CW followed by the new width in 120ths of an
inch. For example, the 12/120 inch default is written as .CW 12. Thisis 10
characters per inch, which is normal pitch for pica type.

Character width has a direct effect on the number of characters that fitin a
line. Large numbers in the .CW command spread characters out, and smalt
numbers squeeze them together. The following table shows several settings
for the .CW command, the resulting number of characters per inch, and the
largest right margin you can use with the width on 8 1/2-inch-wide paper.

Dot Command Characters/Inch Right Margin
LW5 24 156
CwWe 20 130
.LCwWs 15 97
LW 10 12 78
LwW12 10 65
.CW15 8 52
.CwW20 6 39
.CW24 5 32

WordStar also has a default alternate pitch of 12 characters per inch, which
corresponds to .CW 10 and is the normal pitch for elite type. You can use the
“PA command to select the alternate pitch while editing and the PN
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command to return to the normal pitch. The .CW command works
independently for normal and alternate pitches. For example, if you press
“PA, then below it type .CW 185, the alternate pitch character width changes
to 15. The character width for the normal pitch is unaffected, so if you then
press “PN, the character width returns to 12/120 inch (10 characters per
inch}. See also Pitch.

When you use proportional spacing, characters do not all have the same
width. For right-justified text, WordStar uses the character width value to
determine the tength of a line by multiplying the character width by the right
margin number. WordStar then uses the most appropriate proportionally
spaced font available and allocates the white space between words as evenly
as possible. If words appear too far apart or too close together in
proportionally spaced text, try using a .CW value one or two units smaller or
greater, respectively. See also Proportional spacing.

See the READ.ME file on the distribution disks for the character widths that
work best on your printer.

Clearing the screen

Although it happens rarely, something like electrical interference ora
message from the operating system can cause extra characters to be
displayed on your screen. They're not actually in the file—they're only
onscreen. To clear the screen and redisplay everything correctly, press ~\.
You can use "\ either while editing or at the Opening Menu.

Color

)f you have a printer with a two-color ribbon, you can select the second color
with the "PY command. Place the cursor where you want the second color to
start and press “PY. The symbol ~Y appears on your screen. To stop the
second color, move the cursor to where you want to return to the first color
and press “PY again.

To delete the symbol for the second color, place the cursor on the *Y and
press Del or “G. Be sure to remove both the beginning and end markers.

On some printers, “PY selects the italics font. See also Nalics.
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Column hlocks

In column mode, you can perform block operations with column blocks, as
opposed to regular blocks. For column blocks, the beginning and end block
markers define the top left and bottom right corners of the block. You would
use column mode, for example, to switch two columns of information in a
table.

A dot command is not considered to be a part of a column block. {f you move
or delete a column block, a dot command surrounded by the block remains at
its original location.

When working with column blocks, use the regular block commands for your
block operations. The commands used for column blocks are described
below.

Command Function

“KN Turns column mode on and off. If there are block markers in
the text, the display changes automatically to show the new
mode. When column mode is on, the word Column appears
in the status line.

“Kl Tumns column replace on and off. Column replace is effective
only when column mode is on. When column replace and
column mode are both on, ColRepl appears in the status
line. When column replace is on, a moved, copied, or
inserted block replaces any text at the cursor. if a block is
moved or deleted, spaces replace the block at its original
location, leaving a "hole.” If column replace is off, a moved,
copied, or inserted block pushes over any text at its new
location. For a moved or deleted block, surrounding text fills
in the space that was originally occupied by the block.

“KB Marks the top left corner of a column block.

“KK Marks the bottom right corner of a column block.
TIP if your text comtains print control characters (such as
~B for bold), it may be difficuit to see that the end block

marker is in the proper place to include all the columns you
intend. To make sure your block is complete, you can turn

132



“KC

“KY

KV

KW

“KR

Reference Guide

off the dispiay of print controls with ~OD after you place the
end marker. If the last character in a column block is a print
controf character, place the cursor directly after the controf
character before entering “KK.

Copies a column block. If column replace is on, the copy
replaces any text already at the cursor. If column replace is
off, the copy pushes text already at the cursor to the right.

Deletes a column block. The cursor does not have to be
anywhere near the block. If column replace is on, the deleted
block is replaced with spaces, leaving a “hole” where the
block was. If column replace is off, any text that was to the
right of the block moves to the left. After the deletion, the
cursor returns to where the deleted block was. You can
unerase the deletion with ~U.

Moves a column block. If column replace is on, the column
block replaces any text already at the cursor. The original
block is replaced with spaces, leaving a “hole” in the text. If
column replace is off, the moved block is inserted, and any
text already at the cursor is moved to the right. The original
block is erased. Any text to the right of the original location of
the block moves to the left.

Writes a block to ancther file, (This command works the
same with column blocks as with regular blocks.)

Inserts {reads) a file into the document you're working on.
When column replace is on, each line of the file being read
replaces a line {(or part of a line) in the file being edited,
starting at the cursor position. If column replace is off, each
line is inserted into the file being edited, starting at the cursor
position. Any text already at the cursor is moved to the right.

CAUTION /ncolumnmode, WordStar expects the file
being read {0 be a column (that is, it inserts the file one line
at a time, and it expects all the lines to be the same length). If
a line in the block is not the same length as the previous
fines, WordStar stops and warns you. You then have three
options: continue with the insertion, stop the insertion at the
current line, or stop the insertion and mark the text it has
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already read in as a column block, so that you can delete jt
easify with “KY.

~U Unerases a block. When column replace is on, you can use
~U to restore any text that was replaced by the block most
recently moved, copled, or inserted. For example, you might
move a column and intend to insert it but forget that column
replace is on. The moved block replaces any text at the
cursor. You can type “U to restore the text overwritten by the
block.

CAUTION When you delele text that's too long to fitin
the unerase buffer, WordStar usually dispiays a warning
message and gives you a chance to cancel the command. If
a block that is erased during a column replace operation is
too long, no message appears and you can lose text. See
afso Undo and unerase.

Columns

A column s a vertical arrangement of text, as opposed to normal text, which is
a herizontal arrangement.

Before you enter columns of text, set tab stops where each column of text is
to begin. (WordStar's default tabs are set every five spaces. You can remove a
tab using “ON and set a new tab using “Ol, or use .RR to change them all at
once.) Use either “1 or the Tab key to move the cursor to the beginning of
each column before starting to type.

CAUTION /fword wrap is on, be careful not to type beyond the right
margin. Otherwise, characters in your right column may wrap to the next line
when you don't want them to. You can use "OX to release the margins or
~OW to turn word wrap off, or AW off and .AW on to turn word wrap and
aligning off and back on.

If insert is on, tabbing “pushes” characters to the right. If insert is off, tabbing
passes over the characters without erasing them.

If you're typing columns of numbers, you probably want to set decimal tabs
for each column. Decimal tabs align all the numbers by their decimal points.
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T1P {fyou change pitch within a table, the columns may not line up on
paper the way they do on the screen, because normal and alternate pitch
have different character widths, For example, column 11 of the default normal
pitch is one inch from the left margin, but cofumn 11 of the default alternate
pitch is 5/6 inch from the left margin. You can use the “"P@ command to
make sure the columns line up.

For each column of your table, use “P@ on each line that is in alternate pitch.
Place the cursor in the column where you want the text to start and press
“P@. ~@ appears on the screen (it won't be printed). Then type the text.
When you print, WordStar multiplies the character width of the normal pitch
by the onscreen column number to determine where to begin printing.

This command is also useful for fining up proportionally spaced columns.
See also Proportional spacing.

TIP When you proofread columns, it helps to turn off the display of print
conirof characters using ~0D.

See also Column blocks, Decimal tabs, and Tab stops.

Command files

A command file is a file that containg only dot commands. Command files can
be very useful for merge printing and for chaining files. The most commonly
used commands in command files are the merge print dot commands, the
commands that display messages while you print, and the .Fl, or Insert a file,
command.

The example below is a sample command file for chain printing several files
and displaying messages as you print.

.Fl cover.let

.DM The letter iz printed . . .

.Fl proposal.doc

.DM The proposal is printed . ..

.Fl spec.doc

.DM The specification is printed. Printing is finished.
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You can select P or M at the Opening Menu. Use M if any of the files to print
contain variables for merge printing. The actual command file is not printed
because it has nothing in it but dot commands.

The next example shows a command file that first prints form letters from a
master document, then prints envelopes or labels from another master
document. Each time you run the command file, you can ¢choose the master
documents to use. You must use M to print this file because it contains
variables and it includes master documents that contain variables.

DM This command file prints letters, then envelopes.

AV "Master document to use for letters? *, LETTER

.FI &LETTER&

DM Last letter is printed . . .

AV "Master document to use for envelopes/labels? *, ENVELOPE
FI &ENVELOPE&

Using .AV in a command file saves you time while printing. If you instead put
the .AV in the master document, WordStar will prompt you for information
each time a letter is printed. If you have a large data file, this can be time-
consuming. With a command file, you enter the information only once, no
matter how many records are in your data file.

For example, you could have an invoice form document that contains the
variable &DATE-SENT&. If you always print a batch of invoices for ali
merchandise sent on one day, you could uss the following command file as
an alternative to putting the .8V command in the document and changing it
each time you print.

AV "What date was the merchandise sent? *, DATE-SENT
.Fl invoice.doc

See also Dot commands, Merge printing, Messages while printing, and
Nesting and chaining.
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Comment lines

In a document, you can enter comments and instructions that appear on the
screen but are not printed. These unprinted comments are useful for writing
notes to yourself describing such things as what print whee! to put in the
printer, when the document was created, who processed it, and what page
formatting commands were used.

To insert a comment line in your document, type either .. or .G followed by
the text of the comment.

You can put a comment line anywhere in your file. Word wrap doesn’t affect
dot commands, so you can make the line as long as you want. If you need
more than one line for your comment, repeat the comment dot command at
the beginning of each line. See also Dot commands.

Control key

The key, usually labeled Ctrl, on your keyboard is used with other keys to
form WordStar commands. On menus and in documentation, the control key
is shown by the caret symbol (*).

When you hold down Ctrl and press another key, a “control character” is
produced. A control character commands WordStar to do something, such as
move the cursor or print text in boldface. Some control ¢characters are
represented on the screen with two symbols; for example, when you press
“PB for boldface, it appears on the screen as “B. Others are not shown on
the screen at all.

Most control characters themselves are never printed, so WordStar doesn't
count them as taking up space on a line of text. Lines with control characters
in them appear longer on the screen than they are when printed. The “0D
command turns the display of control characters on and off.

See also Cursor keys, Cursor movement and scrolling, and Appendix G,

“Command Summary,” for information on all the commands you can form
with the control key.
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Copying

You can copy blocks of text and files. Copying makes an exact duplicate of
whatever is being copled; the originat is preserved, not erased.

Copying a file

To copy a file, use the O command at the Opening Menu or “KO while you're
editing a document. WordStar asks you for the name of the document to
copy. Type the name and press Return. WordStar asks you for the name for
the new copy. Type the name and press Return.

Unless you specify otherwise, WordStar assumes the file you name to be
copied is on the current drive and user number. You can copy a file that is on
another driva or user number by typing the user number with the filename. For
example, the file LETTER.DOC on drive C:, user 10 would be written like this:
10¢:LETTER.DOC. You can also put the copy on another drive or user
number by typing the destination drive and user number with the filename.

You can use the same filename if you copy from one drive or user number to
another, But you cannat have two files with the same name in the same user
number.

It the fitename you give for the new copy already exists, WordStar asks if you
want to replace the old file with the new copy. If you answer Y, WordStar
deletes the old file and replaces it with the new file. If you answer N, WordStar
does not copy the file. You can start again and use a different filename.
Copying a block

To copy a block within a document, use the “"KC command. To copy a block
from a document into a separate file, use the "KW command.

See also Blocks.
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Creating a document or nondocument

To create a document, press D at the Opening Menu. You can also create a
nondocument (a program or data file) by pressing N at the Opening Menu.
The following explanation applies to both documents and nondocuments.

When you give a name for the document, WordStar iooks for it in the current
drive and user number. If it’s not there, at help level 2 or 3, WordStar asks,
Create a new one? WordStar doesn’t assume you want to create a new
document, since there’s a chance you mistyped the name of an existing one
or the file is on another disk or user number. (At help level 0 or 1, WordStar
opens a new document without asking.)

When you open a new document, it's blank. You can begin typing or insert
other documents.

See also Documents and nondocuments.

Cursor

The cursor is a small rectangle or line on the screen that marks your place.
Whatever you type appears where the cursor is. The appearance of the cursor
depends on your terminal, and may often be changed. Refer to your terminal
instructlon manual.

Cursor diamond

The four basic keys that are used with the Ctrl key as commands to move the
cursor up one line ("E), left one character (*S), right one character ("D), and
down one line (*X) form a diamond on the keyboard. The keys used with the

Ctrl key as extended movement commands radiate out from the center of the
diamond, as shown in the following illustration. :
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WHEJ R

R 6 & J&
a3 J&

See also Cursor keys and Cursor movement and scrolling.

Cursor keys

Some terminals have special keys with arrows on them, In some instances,
they can be used to move the cursor in WordStar.

If your keyboard has arrow keys, try them while you are working in a
document. {f the cursor moves in the proper directions, you may use these
keys in addition to the regular commands.

If the cursor does not move properly, you may be able to modify WordStar {(or
the terminal or computer) to make them work. However, the arrow keys on
many keyboards produce key codes that cannot be made to work correctly
with WordStar.

See also Cursor diamond and Cursor movemeant and scrolling.
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Cursor movement and scrolling

When you're editing, you can use the cursor control commands to move the
cursor and to scroll the text. The cursor commands are based on the four
directions {up, left, right, and down) of movement on the screen. Moving the
cursor does not change the text in any way.

The cursor cannot move into parts of the screen where you haven't already
typed a character (a blank space you enter with the Spacebar is considered a
character). If you try to move the cursor to such a place, it "jumps” to another
place.

For example, if the cursor is at the end of a line of text, and you use "X to
move the cursor down, it usually doesn’t go straight down. Instead, it moves
to the end of text on the lower line, because that's usually as far to the right as
you've typed.

Before using " X:

This is one line of text on the screen.{j
This is another line.

After using “X;

This is one line of text on the screen.
This is another line.{]

You can use the cursor control commands combined with ~Q for quick
movement and scrolling.

The chart below describes all commands used for cursor movement and
scrolling, including the ~Q quick movement commands.
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To Move

Up:
one line
to col. 1 in first onscreen line
one line (scroll up)
line-by-line to beginning of file
to previous screen
directly to beginning of file
screen-by-screen to beginning of file

To Move

Leit:
one character
one worg
to column 1 of current line

Right:
ohe character
ohe word
to end of current line

Down:;
oneline
to end of last onscreen line
one line (scroll down)
line-by-line to end of file
1o next screen
directly to end of file
screen-by-screen to end of file

Other:
to marker (previcusly set)
to beginning of marked block
to end of marked block
to page (number)
to previous position
to Iast block location or find string
to specified letter (forward)
to specified letter (backward)
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“E
~QE
W
“Qw
“R
“QGR
~QQ"R

Press

8
~A
Qs

“D
“F
~QD

X
~aX
Z
~QZ

~Qc
~QQ~C

“Qo-9
~QB
~QK
“Ql{n)
~QpP
Qv
~QG
“QH
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Customizing WordStar

Many users find that once they've installed WordStar for their terminal and
printer, no further customizing Is needed. However, if you want to change
WordStar’'s defaults to better suit your needs, use the WSCHANGE program.
The menus in WSCHANGE allow you to change a number of settings easily.
For example, you might want to change WordStar so that justification is
normally ofi instead of on, or you might want to change the default left or right
margin.

WSCHANGE has a feature called the auto patcher that lets you save all or any
portlon of the settings you've customized so that you can easily transfer them
1o a fresh copy of WordStar. If you make extensive customizations, It can be
very convenient to use the auto patcher so that you don’t have to re-enter all
of your changes in WSCHANGE.

See Appendix C, "Customizing WordStar."”

Custom print controls

Four custom print control commands, “PQ, "PW, “PE, and “PR, allow you to
control special features of a printer, such as double-width printing, that are not
controlled by any of the other print control commands.

You can define each custom print control with a string of up to 24 characters
{or longer with additional patching). When WordStar encounters the print
control in the text, it sends your string to the printer. There are two ways 1o
define the custom print controls: by using WSCHANGE or by using dot
commands.

There are four dot commands for defining custom print controls: .XQ, XW,
XE, and .XR. Each .X dot command defines the corresponding “P custom
print control command. Each custom print control dot command is followed
by up to 24 hexadecimal character codes.
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For example, double-width printing on an Epson-compatible printer is turned
on by sending the “ESC" character followed by the “SO" character. These
characters in hex are 18 and 0E, respectively. Therefore, to define “PQ to turn
on double-width printing, you would type

.XQ 1B 0E

The “DC4" character, 14 hex, turns off double-width printing. To define “PW
to turn it off, you would type

XW14

To print a title in double-wide letters, you would type
“PQTitle"PW

The title would then be printed double-wide on the printer.

Note: When you use WSCHANGE to define these strings, you must also
include a "length byte,” which indicates how many characters are to be sent
to the printer. When using the dot commands, you don't include the length
byte; WordStar just counts the hex pairs on the dot command line.

If no hex code is entered with a dot comimand, the corresponding print
control is disabled. You can redefine the print controls as many times as you
wish. The dot commands override custom print control strings installed using
WSCHANGE. However, when WordStar begins printing the next document,
any values in the user area are restored.

When you use custom print controls, keep these points in mind:

n Control codes for different brands and models of printers are usually
different. Therefore, custom print controls that work on one printer may not
work propery on another.

» Margins do not come out even with the rest of the page if you embed
double-width or condensed text within a line of regular text.
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s Don't use the custom print controls for standard print features like bold,
underscore, font size and line height. The printer drivers automatically
send the proper strings to control these printing functions for the specified
printer. Attempting to use custom print controls for functions the driver is
already controlling may not give the desired results.

= There may be interactions between the print controls you are using and
the printer driver. In fact, the driver may inadvertently cancel your print
control. If you need more control over your printer than the custom print
controls allow, you can experiment with the CUSTOM and SIMPLE printer
drivers.

See also Dot commands, Printer drivers, and Appendix C, “Customizing
WordStar.”

D

Data files

A data file is a nondocument file that holds information 1o be “merged” into a
document using merge printing. For example, you can merge data from a
mailing list into a form letter.

A data file consists of a series of records. Each record consists of several
fields, or items of information. For example, a mailing list has one record for
each person, and each record has & field for name, a field for address, and
fields for city, state, and ZIP code.

To create a data file, press N at the Opening Menu to open a hondocument
file. Then type your information.

Make sure that the fields are in the same order in all records. Separate fields
with commas or carriage retums. If the contents of a field includes a comma,
enclose the entire field in quotation marks. If a field is empty (you have no
information for it in this record), Indicate the blank field with a comma. You
can enter blank spaces at the beginning and end of any fields if you want; they
will be ignored when you use the data file for merge printing.
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CAUTION Therules above are very important, If you enter any recorcls
incorrectly, you will not be able to merge print correctly.

The example below shows a data file with three records. Each record has
seven fields: last name, first name, first address line, second address line, ¢ity,
state, and ZIP code. Note that in the first and second records, the blank
second address line is shown with commas, and in the second record, the
first name field is enclosed in quotation marks because it contains commas.

Weiss, Steven, 702 Rosemund Place, , Sebastopol, CA, 95472
Praskin, "Alan, Laurie, & Elena®, 25 Qak St.,, Salem, MA, 01976
Jaffe, Joe, 1120 25th Ave., Suite 155, San Diego, CA, 90010

If the contents of a field include both a comma and quotation marks, you can
use apostrophes to enclose the figld. For example:

‘John "Bud" Moore, Jr.’

If you want, you can select another character, such as the asterisk (*), to use
instead of the comma as the data separator character. You can choose the
default data separator for all data files using WSCHANGE. You can also use
the .DF command. Before you use .DF, create the data file using the data
separator character you want. Then use .DF in the document file you are
using with the data file for merge printing. Normally .DF is followed by the
filename. If the file uses a different data separator than the default, follow the
filename with a comma and the data separator character. In the example
below, the data file MAILING.LST uses the / character as the data separator.

.DF MAILING.LST, /
The rules given above for commas apply to any data separator character.

See also Merge printing.
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Decimal tabhs

A decimal tab stop allows you to vertically align the decimal points ina
column of numbers. The example below shows a column aligned using a
decimal tab.
1234.56
$432,697.33
.99-
1.414679
3,419,733.00CR

To set a decimal tab stop, type a # in a .RR ruler line. To clear one, replace
the # with a hyphen. The example below shows decimal tabs set at columns
20 and 40, and regular tabs at columns 10 and 30.

+AR=ree-l # ! #-—a-R

You can also use the “Ol command to set a decimal tab stop temporarily and
~ON to clear cne. With either of these commands, you must precede the
column number for the tab with a number sign (#) to distinguish it from a
regular tab stop.

When you use "l or Tab to move the cursor to a decimal tab stop, the word
Decimal appears in the status line. Each number (or other character,
including spaces) that you type is inserted to the left of the cursor until you
type a decimal point. When you type a decimal point, Decimal disappears
from the status line, and characters you type are added to the screen as they
normally are, :

In order for decimal tabs to work propetly, there must be adequate space to
the left of the cursor. Each time you type a character, WordStar removes one
blank space te the left. When no blank spaces remain, the decimal tab
function Is turned off.

See also Ruler lines and Tab stops.
Defaults

Every option in WordStar has a preset, or default, setting. You can leave the
defaults as they are, change them temporarily, or change them permanently.

147



Reference Guide

You can change many defaults temporarily while editing by using control
commands. For example, the default for justification is on. When you use ~0OJ
to change it, it remains off until you exit from the document.

You can use dot commands 1o change many defaults within a document. For
example, the default setting for page offset is 8 spaces from the left edge of
the paper. if you want to use 20 spaces instead, you can type .PO 2010
change it for the current document only.

You can use WSCHANGE to permanently change the default settings for
many options, See Appendix C, “Customizing WordStar.”

Delays

In WordStar, a delay is a pause befora carrying out an instruction. WordStar
uses delays for your convenience. For example, when you're editing, you may
notice a one-second delay between pressing ~Q, "P, ~0, ~K, or Esc and the
appearance of the corresponding menu. This delay allows you to press the
other key in the command, so WordStar can perform the command without
displaying the menu.

You can change the length of the delays with WSCHANGE. See Appendix C,
“Customizing WordStar.” Note that setting the delays to zero slows down
WordStar because all menus will be displayed no matter how fast you type.

Delete key

The Delete key is marked Del on most keyboards. Press Del to delete the
character at the cursor position. I your terminal or keyboard has the ability to
repeat keys rapidly, hold down Del if you want to delete multiple characters.
After you delete characters to the end of a line, pressing Del deletes the

carriage return. The next line jumps up to the cursor and you continue to
delete the characters in the new line.
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The chart below shows all the commands for deleting text.

Todelete a

character, space, or print control at
cursor

previous character, space, or print
control

word, defined as beginning at
cursor and ending at the next
space or punctuation mark:
Litor?

carriage return

ling, blank line, or dot command line
line right of cursor

line left of cursor

from cursor to specific character

sentence

paragraph

page or text block

file

Follow these instructions

Press “G or Del.
Press “H or Backspace,

Place cursor on first character to
delete and press *T.

Place cursor at end of line and press
"G, “T, or Del.

Press °Y.

Press “QY.

Press "“Q Del.

Press “QT and type the character.

Press “QT and type a period as the
character.

Press “QT and press Return for the
character.

Mark beginning ("KB) and end
("KK), then press “KY.

At Opening Menu, press Y; while
editing, press “KJ.
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TIP Ifyou prefer to use the Del key to delete the previous character, as it
works in older versions of WordStar, you can change its function using
WSCHANGE. You can also change the Backspace key to move left without
deleting. Sée Appendix C, “Customizing WordStar.”

When you delete a file, you can use the * wild-card character to delete several
files at once. You can also use the ? wild-card character.

You ¢an use “U to restore the last text deleted except for single characters
and files deleted with “KJ and Y. See Undo and unerase.

Directory

The directory display is a list of the files on a disk or in a user number. At the
WordStar Opening Menu, the directory display shows the files on the logged
drive and user number. Filenames are displayed in alphabetical order. If there
are more files than can be displayed at one time, you can scroll the list using
“Wand ~“Z

If you have more files than WordStar's directory storage area can hold (185),
three dots (. . . ) appear as the last item in the directory display.

Sorting the filenames in alphabetical order can take several seconds. If you
like, you can use WSCHANGE to permanently turn the sorting off.

Some files shouldn’t be edited with a word processing program. These
include command files (with the .COM extension), program overlay files
((OVR), and temporary files ($7$, where ? can be any character). WordStar
does not list files with these extensions in its directory display even though the
files are on the disk. You can change the filename extensions to be excluded
using WSCHANGE. See Appendix C, “Customizing WordStar.”

You can press F at the Opening Menu to turn the directory display on and off.
When you turn the display on, WordStar asks for a fite specification for the
directory display. You can use a “wild-card™ file specification to display only
cenain filenames. Far example, X*.LTR displays only filenames that begin
with X and have the .LTR extension.

If you are editing and want to see the directory display, press “KF.
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If you press “KL to change the logged drive or user number, the directory
display changes to show the files on the new logged drive and user number.

See also Logged drive and user number, User numbers, and Appendix E,
“Making the Best Use of Directories and Memory.”

Documents and nondocuments

Document files are usually text files, such as letters, memos, reports, or
chapters in a book. Nondocument files are ASCII files, such as data files or
computer programs.

When you work with documents, you can use all of WordStar’s word
processing capabilities, such as aligning, word wrap, and justification. With
nondocuments, you cannot use many of these word processing features.

To open a document, type D at the Opening Menu; to opan a nondocument,
typs N.

You can edit a nondocument fils as a document, and vice versa.

To convert a nondocument to a document, reopen it as a document {use D,
instead of N). To make paragraphs, change the hard carriage returns at the
ends of the lings to soft returns (with ~*), and then align the entire file (with
~QU). (Note: Don't change the hard returns at the end of the last line in the
paragraph, or the ling between paragraphs.)

The differences hetween documents and nondocuments are described
below.

Menus Documents have the standard menus. Nondocuments have a
modified Edit Menu and no Onscreen Format Menu. In the nondocument Edit
Menu, the ~0 command sets tab width rather than starting the onscreen
format commands, and the ** command turns auto indent on and off rather
than changing hard carriage returns to soft returns.

Formatting Documents can be formatted with the Onscreen Format Menu
tunctions. The following functions are not available for nondocuments:
centering, hyphen help, justification, line spacing, margins, ruler line, soft
hyphen, and word wrap.
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Tab Stops Document tab stops are initially set every 5 spaces, but you can
reset them anywhere on the ruler line. “Of or .RR sets the stops and “ON
clears them. Tabs in nondocuments usually use a special tab character and
are customarily set every 8 spaces; you can use "0 to reset them only to
binary multiples. You can also use WSCHANGE to set nondocument mode to
use regular tab stops.

Cursor Indicator In documents, the indicator on the status line shows Page,
Line, and Column. In nondocuments, the indicator shows only Line and
Column.

Dot Commands WordStar checks dot commands in documents and displays
the results in the flag column. WordStar does not check dot commands in
nondocuments.

Embedded Information WordStar embeds printing-related information in
documents. Since character codes require only 7 bits, WordStar uses the
eighth bit to convey this information. The eighth bit is ighored in
nondocuments. The “B command zeros any eighth bits set in a line of a
nondocument (“QU zeros eighth bits for an entire nondocument.)

Other Differences “B and “QU are used to align paragraphs in documents.
They remove the most significant bit from characters in nondocuments. ~Ql
finds a page number In documents; it finds a line number in nondocuments.

Dot commands

Dot commands perform a variety of functions, mostly related to printing. They
are also used for merge printing and indexing. You can enter a dot command
on any line in a document. Type a period (dot) in column 1 and follow it with
the twe-character command code and any other information that goes with it.
{(WordStar doesn't distinguish between uppercase and lowercase letters in
dot commands.) Press Return to end the line. The line remains in your file but
does not appear in the printout.

CAUTION Adotcommand must startin column 1. Don’t put a dot
command in the middie of a paragraph. If the paragraph gets aligned during
editing or merge printing, the dot command may become part of the
paragraph, thus losing its intended effect.

1562



Reference Guide

When you type a period in column 1, a question mark appears in the flag
column. This is replaced by a colen, period, or 1 as soon as you type the
second letter of the command. if you mistakenly type an invalid dot
command, the question mark stays, but the line still isn’t printed.

For some dot commands, the two-¢character command code is all that's
needed. Others require that you enter additional information, which is
generally one of three types: text, a number, or on or off. You can put a space
between the command code and the other information, but it isn’t required.
Numbers must be whole numbers; you can't use decimal peints or fractions. If
you don't enter a number where a number is required, zero is used. Where on
or off is required, you can also use 1 for on and 0 for off.

In a header or footer ling, if you put more than one space between the dot
command and the text, the extra spaces will appear in the header or footer.

Appendix B, "WordStar Examples and Tips,” and the lessons in “Learning”
give examples of how dot commands work. Appendix G, “Command
Summary,” provides a quick reference to the dot commands.

The lists below show each dot command with the type of additional
information required (if any), a brief description of the command’s function,
and the “Reference Guide” heading where you can find more detailed
information. The commands are grouped by function.

Print formatting dot commands

These dot commands affect the printout but have no effect onscreen.
WordStar flags these commands with a colon (2) in the flag column.

Additional

Command Information Function

.BP on/off Turns bidirectional print on
and off. See Bidirectional
printing.

.CwW number Sets character width, in
120ths of an inch. See
Character width.
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FO

F1

.F2

.F3

Fl

FM

.HE

.H1

H2

H3

HM
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text

text

text
text
filename
nurﬁber

text

number

Gives the text for the first
line of a footer. See Footers
and headers.

Same as .FO.

Gives the text for the
second line of a footer. See
Footers and headers,

Gives the text for the third
line of a footer, See Footers
and headers.

Inserts the named file while
printing. See Nesting and
chaining.

Sets a footer margin, in
lines. See Footers and
headers.

Gives the text for the first
line of a header. See
Footers and headers.

Same as .HE,

Gives the text for the
second line of a header.
See Footers and headers.

Gives the text for the third
line of a header. See
Footers and headers.

Sets a header marginin
lings. See Footers and
headers.



L0

.op

.PC

PG

PO

.SR

.UJ

UL

on/off

number

number

on/off

number

on/off /dis

on/off

Reference Guide

Turns near letter quality
printing on and off. See
Near letter quality printing.

Turns off page number
printing. See Page
numbers.

Specifies a column number
in which to print page
numbers. See Page
numbers.

Turns on page number
printing when it was turned
off. See Page numbers.

Sets the page offset in
number of spaces from left
edge. See Margins.

Turns proportional spacing
on and off. See
Proportional spacing.

Setsa

subscript /superscript roll in
48ths of an inch. See
Subscript and superscript.

Turns microjustification on
and coff orleaves it to the
discretion of the printer
driver. See
Microjustification.

. Turns undetlining of spaces

con and off. See
Underlining.
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UXE

XL

txo

XR

Onscreen formatting dot commands

text

lext

text

text

Dsfines the custom print
control turned on and off
with “PE. See Custom
print controls.

Defines the form feed string.
See Form feeds.

Defines the custom print
control turned on and off
with “PQ. See Custom
print controls.

Defines the custom print
control turned on and off
with “PR. See Custom
print controls.

Defines the custom print
control turned on and off
with “PW. See Custom
print controls.

These dot commands affect both the onscreen display and the printout.
WordStar flags these commands with either a period or a 1. The 1 means the
dot command is most effective if it's placed at the top of the page.

Command

AW

156

Additional
Information

text

on/off

Function

Enters a comment line. See
Comment lines.

Turns word wrap and
aligning on ang off. See
Aligning a paragraph and
Word wrap.



.MB

MT

PM

PN

number

text

number

number

number

number

number

on/off

number

number

number

Reference Guide

Sets a conditional page
break, which keeps the
specified number of lines on
the same page. See Page
breaks.

Enters a comment line. See
Comment lines.

Sets the line height in 48ths
of an inch. See Line height.

Sets a new column number
for the left margin. See
Margins.

Sets line spacing. See Line
spacing.

Sets the bottom margin, in
lines. See Margins.

Sets the top margin, in
lines. See Margins.

Turns right justification on
and off. See Justification.

Inserts a page break. See
Page breaks.

Sets a page length, in lines.
See Page length.

Sets a paragraph margin.
See Paragraph margins.

Changes the page
numbering, using the
specified number for the
current page. See Page
numbers.
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.RM number Sets a new column number
for the right margin. See
Margins.

AR text Enters an embedded ruler

line. See Ruler lines.

WordStar keeps track of the dot commands that affect the margins and page
length so that as you move through the document, it can change the margins
accordingly. WordStar sets aside 500 bytes of memory to store these dot
commands while you are editing. This is room, for example, to store
approximately 13 .RR dot commands or 500 .RM dot commands. If you use
mere dot commands than fit in this memory, the display may be wrong, but
the document will print correctly. You can set aside more memory with
WSCHANGE. See Appendix C, “Customizing WordStar.™

Merge print dot commands

These dot commands are used only for merge printing. WordStar flags them
with a colon (), indicating that the printout is affected but not the onscreen
display. In this list, filename means the name of a file is needed, and V or V1
means that the name of a variable is used. See Merge printing and Merge
printing conditional commands for more information on these commands.

Additional
Command Information Function
AV text",V Uses this text to ask for this
variable.
AV v Asks for variable by
displaying variable name.
DF filename Reads the named data file.
.El Ends a conditional merge

print statement.
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GO

UIF

.PF

SV

Other dot commands

top/bottom

text

V=text

on/off/dis

V1, V2, etc.

V=text

Reference Guide

Specifies a conditional
alternative (ELSE) in merge
printing.

Skips to the beginning or
end of file.

Begins a conditional
statement in merge printing.

Gives a math equation for
merge printing.

Reformats (aligns) while
printing. The dis setting
means discretionary;
aligning is done only where
merge print variables are
inserted.

Reads the variable(s) in the
data file using these
variable names.

Sets the value of a variable.

This group includes commands that control the way WordStar displays
information onscreen while it is printing and commands used for indexing and
creating tables of contents. WordStar flags these commands with a colon ().

Command

.CS

Additional

Information

text

Function

Clears the screen and
displays the text, if any, as a
message. See Messages
while printing.
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DM text Displaysthetext as a
message. See Messages
while printing.

)4 : text Creates an index entry. See
Indexing.

.TC taxt Creates a table of contents
entry. See Table of
contents.

Double strike

When you use the double strike command (“PD), the printer strikes each
character twice to produce a light boldface for emphasizing words or phrases.
Place the cursor where you want the double striking to start and press “PD.
The symbol “D appears on your screen but is hot counted as a character
space in the status line. New text you type is highlighted on the screen if your
terminal allows highlighting. The printer will double strike the text between
~“D's.

To stop double striking, move the cursor to where you want it to end and
press “PD again. The highlighting also stops.

To delete double striking, place tha cursor on the “D, and press Del or “G. Be
sure to remove both the beginning and ending markers. See also Boldface.

E

Editing
Editing is the process of making changes to the content or appearance of an

existing document. Adding, deleting, or moving text, or boldfacing a heading
are examples of editing.
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To edit an existing document, press D at the Opening Menu (or N for a
nondocument file), then type the filename and press Return. When the
document appears on the screen, use any of the WordStar commands to edit
it.

TIP When you do extensive editing in one session, it's a good idea to save
your work periodically with “KS.

You can start editing a file without going through the Opening Menu. When
you start WordStar, name the file at the operating system prompt as shown in
the example below.

A> ws first.doc
If necessary, include a drive letter or user number, as shown below.

A> ws 10cirst.doc
If the file already exists, WordStar takes you straight to it. If you’re creating the
file, WordStar displays the Can’t find that file. Create a new one (Y/N)?
prompt.
Files you open from the operating system prompt are always documents. You

can specify that these files be nondocuments with WSCHANGE. See
Appendix C, “Customizing WordStar.”

Edit Menu

The Edit Menu contains many basic editing commands and commands to
activate other menus. Commands are grouped under five headings,
CURSOR, SCROLL, ERASE, OTHER, and MENUS.

EDIT HEHKU
CURSOR 3CROLL ERASE OTHER HENUS
“E up “W up “G char  “J help “0 onscreen format
“Y dow  “Z doun “Twrd “Jtab “X block & save

S left “Rup screen "Y line U turn Insert off P print controls
“D right  °C down Del char "B align paragraph "0 quick functions
‘A vord left screen “U unerase "N split the Jine Esc shorthand

“F word rlght “L find/replace again
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While you're editing a file, this menu is always displayed if your help level is
set to 3. If your help tevel is other than 3, you can press "J to display the Edit
Menu, then press the Spacebar to remove the menu display. The help level
determines whether or not the menu is normally displayed. You can change
the help level either for a work session using ~J”J, or as a default using
WSCHANGE. See Help levels.

To use an Edit Menu command, hold down the Ctrl key while you press the
command letter.

CURSOR commands move the cursor around the screen, SCROLL
commands roll the screen up and down. ERASE commands remove text from
the screen. OTHER commands provide additional basic editing functions. The
commands listed under MENUS display WordStar's other main menus.

~ See also Aligning a paragraph, Blank lines, Cursor movement and
scrolling, Deleting text, Finding and repfacing, Help levels, Help
messages, Inserting, Scrolling, Tab stops, Undo and unerase, and the
entries for the specific menus.

Embedded ruler

See Ruler lines.

Enter key

See Return key.,

Erasing

See Deleting text.
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Error messages

When an error ocours, WordStar displays an error message to explain what
has happened. The message often suggests what to do next. Most errors are
minor; you can correct them and proceed. A few are serious and can mean
that you've lost work.

See Appendix A, “Error Messages,” for a list of error messages and their
meanings.

Exiting

To exit from a document, you can use any of three commands. “KD saves
your file and returns you to the Opening Menu. “KQ returns you to the
Opening Menu without saving your latest changes. “KX saves your file and
exits from WordStar, returning you to the operating system prompt. See also
Saving a file.

To exit from WordStar, type X at the Opening Menu. WordStar returns you to
the operating system prompt.

F

Files

Information stored electronically on a disk is called a file. A file can contain a
document you've typed, a computer program, or anather type of information.

You assign a filgname to every document you create. WordStar uses the
filename to keep track of your document so you can find and use it later. A
filenarme is made up of eight characters and an optional three-character
extension. There is a period between the name and extension.
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There can be no spaces between the characters in a filename. WordStar
doesn’t distinguish between uppercase and lowercase letters in filenames.
Filenames can include letters, numbers, and the following symbols:

$&+r@-/

You can use filename extensions to remind you of what’s in your files. For
example, you can give all your letters the extension of .LTR or give a file the
extension .915 if you revised it on September 15. Files with the extensions
.COM, .OVR, and .$?% (where ? can be any character) do not show up in
WordStar's directory, 50 don’t use them to name your text files.

File operations

Five commands on the Block & Save Menu let you manipulate other
documents without leaving the one you're currently editing. These commands
are especially useful if you try to save a file and find out that you have run out
of room on the disk. They allow you to make room on the disk so you can
save the file,

Command Function

“KdJd Erases a file. You ¢an use this to make room on the disk for
saving a long document. You can erase several files at once
using wild cards. For example, if you press “KJ, then type
* BAK, WordStar erases all backup files.

“KL Changes the logged drive or user number so that you can
examine the names of the files in a drive or user number
cther than the current one with the “KF command. This way,
you can erase unneeded files with “KJ, then use “KO to
transfer other files from the disk that is too full to save your
current work on.

~“KO Copies a file. The original is not erased. This command is
handy for freeing space on your disk so WordStar can save
the current tile. Copy files to another user number or disk,
then use “KJ to erase the originals.
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“KW Stores a block in a separate file. You can store a block from
the file you're working on. The block becomes a new file that
you can edit like any other file. The original block is not
erased. You can write blocks of text from your file to another
disk or user number, then erase the blocks from your file to
make the file small enough to save. Later, when you have
enough room on a disk, you can reassemble the document
by reading in the blocks with “KR,

“KE Renames a file. If ancther file has the same name you want to
use for a file you're saving or copying, you can rename it.

When you enter one of these commands (except for “KL), WordStar asks for
a filename and displays the disk file directory. Type the filename and
press Return. Include the drive letter and user number if necessary.

Finding and replacing

WordStar can find, find and replace, or find and delete any word or phrase
(string) in a file.

You can use three find and replace commands:

Command Function

“QF Finds a string.

“QA Finds a string and replaces it with another string.

“L Finds or finds and replaces the next occurrence of the same
string.

When you press “QF or ~QA, WordStar asks you for the string to find, the
string to replace it with (for “QA only), and the options you want to use. At
each prompt, type the appropriate response and press Return. Strings and
options are described below.,

When you use ~QF, WordStar finds the next occurrence of the string and

moves the cursor to it, then returns you to normal editing. You can then use
~L to find the next occurrence.
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When you use “QA (unless you use the G or R option described below),
WordStar finds the next occurrence of the string, asks you whether you want
to replace i, replaces it if you answer yes, then returns you to normal editing.
You canthen use "L to find and replace the next occurrence. If you use the G
or R option, WordStar finds and replaces all occurrences of the string without
pauses for editing.

To stop afind or find and replace operation before it ends, press “U.

Strings

A find or replace string can be any sequence of characters, including spaces
and control characters. To specify a control character, use the ~P (literal)
command to signify “Accept the next character literally.” For example, to
enter “P"B for bold in a string, hold down the Ctrl key and press PB. You can
use “P~M “P"J to find hard carriage returns (hold down the Ctrl key and
press PMPJ). (Alternately, to find hard carriage returns, you can use “N.) A
string can be up to 65 characters long.

You can use the question mark (?) in a string as a wild-card character. For
example, to find all occurrences of Suzy, Susy, and Suzi, you can enter
Su??. Remember to specify ? as an option as well.

To delete a string, press “QA. At the Replace with? prompt, press Return to
replace the string with nothing.

CAUTION Whenyou enter a string to find, you must be precise becauyse

WordStar will search for exactly what you type. if you put an extra space after
a word, WordStar will find it only if you used an extra space in the text too.

Options
After you enter a string, WordStar displays a list of options that you can use

for the search. You can choose as many options as you want. Just type them
one after another and press Return. The options are explained below.

166



Option

Reference Guide

Result

Searches for whole words only. For example, if you don’t use
this option, WordStar finds “can” in "can’t,” “canned,”
“American,” and "scandal.”

Ignores the case of the characters (uppercase or lowercase).
Use this option to find a string regardless of whether any
letter is capitalized or not.

Searches backward. This option causes the search to go
backward from the cursor toward the beginning of the file.
Use it when you're at the end of a file, or when you know that
what you want is somewhere before the cursor.

Treats the ? character in the search string as a wild card,
matching it with any character in that position. If you don’t
use this option and use a ? in the string, WordStar searches
for the ? character.

(Type a number (n) here.) Finds the nth occurrence of the
string. With “QF, this option moves the cursor to the
occurrence, For example, tofind the fifth occurrence of the
word “the” in your document, type the number § as an
option. With ~QA, this option tells how many occurrences of
the string are to be replaced. For example, to replace the
next five occurrences of “the” with “a,"” type the number 5 as
an option. (This option is not displayed on the screen.)

Moves to the beginning (or end, if the B option is also used)
of the file before beginning the search. With “QA, searches
globally (for all occurrences of the string) through the entire
file starting from the beginning (or end).

Searches globally through the rest of the document. This
option works only with the “QA command. It works like G,
except that it doesn’t first move to the beginning (or end) of
the file,

Doesn't ask about each replacement. In a replace operation,

WordStar normally stops at each occurrence of the string
and asks if you want to make the replacement. This option
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tells WordStar to replace the string without asking. The
replace operation is displayed onscreen o you can keep
track of it. Unless you are also using the G or R option, after
the first replacement, WordStar stops with the curser at the
beginning of the replacement text, and you have to use "L to
find and replace the next occurrence.

When you replace a word with another word that is not the same length as the
original, you have to align the paragraph with “B. You can do it after each
replacement, or wait until you have worked through the entire document,

You can set default options with WSCHANGE. If you don't select any options
at the Option(s)? prompt, WordStar uses the default options you set in
WSCHANGE. (If you do select any options, none of the default options are
used unless you specifically select them.) If you press the Spacebar and
Return at the Option(s)? prompt, WordStar doesn’t use the default options. If
you use WSCHANGE to select the N or R options as defaults, WordStar
ignores them when it is finding without replacing.

TIP When you use the G (or R) option and the N option together, you can
turn off the dispiay of replacements to speed up the operation. Just press the
Spacebar after you see the operation start on the screen.

Finding your place

Several commands move the cursor to a particular place in the text. These
commands are described below.

Command Function

~Q0-9 Goes to a marker that you previously set with “K 0-9. See

Place markers.
~QB Goes to the beginning of the marked text block,
~QG Goes to the next occurrence of a character. When you use

this command, WordStar asks for the character. When you
enter the character, WordStar searches and stops at the
character.
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~QH Goes to the previous occurrence of a characte(_r. This
command works just like “QG except that WordStar
searches backward.

“Ql Goes to a particular page (or line, in nondocuments). When

you press this command, WordStar asks for the page
number. After you type the page number and press Return,
WordStar searches and stops on the page. If it's searching
forward, it goes to line one. If it’s searching backward, it goes
to the last line of the page.

“QK Goes to the end of the marked text block.

“Qp Goes to where the cursor was located before the last
command. You can use this only immediately after the
command is executed.

Qv Goes to where the most recent find string was located or to
where the last marked text block was located.

Flag column

On the right side of the screen, WordStar displays a 'flag” for each line to
remind you what you typed on the line. Flags are displayed automatically. The
flags and their meanings are listed below.

Flag Meaning

< This line ends with a hard carriage return.

A blank space in the flag column means the line ends with a
soft carriage return produced by word wrap withina

paragraph.
P This is a page break; a new page begins below this line,
F This line ends with a form feed produced by the “PL
command.
~ The file ends on or above this line.
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+ Text on this line extends beyond the right edge of the screen.

. The dot command on this line changes the onscreen format
and the printout.

: The dot command on this line changes only the printout.

? The dot command on this line is not recognized by WordStar.

1 The dot command on this line changes the onscreen format
and the printout; it works best if it's placed at the beginning of
a page.

- This line ends with a carriage return but without aline feed, as

specified by “P Return; it will be overprinted by the next line.

J The line ends with a line feed character produced by *PJ
instead of a carriage return,

B The beginning block marker is in this line.

K The end block marker is in this line.

Footers and headers

A footer Is special text that prints at the bottom of every page. A header is
special text that prints at the top of every page. You can use footers and
headers to print information such as document title, page number, and date.

You can define up to three lines for a footer and up to three lines for a header.
if you don’t define a footer in your file, WordStar prints a one-line footer that
contains only the page number, in column 28. (You can turn off this footer
using .OP, omit page number, or change the column using .PC. See Page
numbers.)
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To define footers and headers, use these commands, followed by the text you
want to use.

Command Purpose

FO or.F1 First footer line (that’s the letter o, not zero)
F2 Second footer line

JF3 Third footer line

.HE or .H1 First header line

H2 Second header line

H3 Third header line

To turn a footer or header off, type the same dot command that began it
(without any text), then press Return. if you turn off all footers, the default
page number focter is restored, if it is on.

To inciude the page number in a footer or header, use the # character. For
example, .FO Page # prints as Page 1 on the first page. To print the #
character itself rather than the page number, precede it with a backslash. For
example, .HE Draft \#2 prints as Draft #2. To print a backslash, use two
backslashes (\\).

You can use print controls such as “PB (boldface) and “P$ (underlining) in
footers and headers. These print features will print; however, footer or header
text marked with such print controls is not highlighted on the screen. Print
controls in footers and headers do not affect the rest of the document,
Footers and headers are not affected by changes to print controls in the rest
of the document.

To produce alternating left and right footers and headers, use the “PK
command on tha footer or header line. Press “PK and then use the Spacebar
to space over to where you want the text to start on right-hand (odd-
numbered) pages. Then type the focter text. The footer will contain the spaces
before the text on odd-numbered pages but will suppress the spaces after the
“K on even-numbered pages.

To put a blank line between two footer or header lines, type .F1 (or .H1) and
the text for the first line. For the blank line, type .F2 (or .H2), press the
Spacebar twice, and press Return. For the third line, type .F3 (or .H3) and
the text for the last line.
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On the printed page, the footer or header text begins at the column position
equivalent to the number of spaces between the command itself and the text.
If you type no spaces ((FOlext) or one space {.FO text) the footer or header
text will begin at column 1. If you type two spaces, the text will begin at
column 2, and so on.

A footer or header is printed throughout the document with the line height and
character width in effect in the document at the place you entered the .FO,
JF1, HE, or .H1 dot command, even if you change these settings later in the
document. (Second and third header or footer lines always have the same line
height and character width as the first lines.)

The footer and header are printed within the top and bottom margins of the
document; they are not considered lines of text. See Margins and Page
length.

CAUTION The default top margin of 3 and header margin of 2 allow you
only 1line for header text, If you want a header with 2 or 3 lines, use the HM 0
dot command (or MT 5 or greatar). Otherwise the pages will print incorrectly.

WordStar prints a maximum of 100 characters in a footer or header. This
length can be changed with WSCHANGE. If you are using wide paper, you
may want to set it higher (try 150),

See also Appendix B, "WordStar Examples and Tips,” and Appendix C,
"Customizing WordStar.”

Formatting

The format of a document is its shape or appearance. You can change
document format with onscreen format commands, which are shown on the
Onscreen Format Menu, and with dot commands.

See the following entries for information on the cerresponding format
elements: Aligning a paragraph, Centering text, Hyphenation, indenting,
Justification, Line height, Line spacing, Margins, Page breaks, Page
length, Print Controls Menu, Ruler lines, Tab stops, and Word wrap.
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Form feeds

To begin a new page without going to a new line, move the cursor to where

you want to end the page and line, then press “PL. The symbol "L appears,
followed by a dotted line across the rest of the line. The symbol F appears in
the flag column.

When the printer encounters the form-feed symbol, it advances the paper the
number of lines necessary to leave blank lines on the rest of the page being
printed. The footer or page number is not printed.

CAUTION Yourprinter must be capable of accepting form-feed
characters in order to use this feattire.

The dot command .XL is used to define the form-feed string. Use it only if your
printer requires a different form-feed string than the printer driver uses.

Form letiers

Sometimes you send individually addressed and modified copies of the same
letter to many people. This type of document is called a form letter. You can
also create other form documents, such as wills, contracts, or invoices.

To make a form letter, create a prototype of the letter, called the master
document. Put variable names surrounded by ampersands (&) in the places in
the master document that will change from one printout to the next. Add the
appropriate merge print dot commands.

Also create a data fila containing the Individual names, addresses, and other
information. Then merge print the form letters with the M command at the
Opening Menu.

You can use the same data file in a second printing to print envelopes for the
letters; merge print an envelope file just as you would the form letter file.

See also Data files, Merge printing, and Appendix B, “WordStar Examples
and Tips.”
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Function keys

Some terminal keyboards have special function keys, usually labeled F1, F2,
F3, and so on. In some instances, these keys may be used to perform
WordStar commands with a single keystroke. However, because of the
variability of these function keys and how they work on different terminals,
WordStar does not usually use them automatically. The READ.ME file on the
distribution disks may contain information on function key usage for your
terminal. You will have to “install” the function keys.

See the User Area listing (on one of the distribution disks) and Appendix C,

“Customizing WordStar.” You will also need the reference manual for your
terminal.

H

Headers

See Footers and headers.

Help levels

WordStar's menus and prompts are extremely helpful when you're learning
the program. However, once you're an experienced WordStar user, you may
want to turn off the display of menus and prompts. You can turn them off by
changing the help level.

Menus take up one-third of most screens, so turning them off by changing
from level 3 to 2 allows you to see considerably more of a document while
you edit.

You can set help levels at the Opening Menu by pressing J, or while editing a
document by pressing ~J”~J. The help levels are described below.
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Help Level Description
3 Ali menus and prompts are displayed. This is the default
setting.
2 The Edit Menu Is not displayed, but prompts are displayed.

This gives a full-screen display of the document. Other
menus will be displayed if you pause after pressing the menu
letter ("K, ~O, *P, ~Q}.

1 No menus are displayed during editing unless you ask for
help. Certain prompts are not used either.

0 No menus are displayed during editing unless you ask for
help. No directory is shown at file prompts.

No matter what help level you're using, you can display the Edit Menu by
pressing ~J.

You can change the default help level with WSCHANGE. See Appendix C,
“Customizing WordStar.”

Help messages

You can get onscreen help for every command that's listed on a menu. Press
J at the Opening Menu to begin the Opening Menu help messages. The first
message explains how to call up the rest: Type the letter of the command you
want help with, 0
To get help while editing a document, press "J. WordStar displays the Edit
Menu and the first help message. The mesgsage explains how to call up help
rmessages for every menu and command: Hold down the Ctrl key and press
the letter of the command you want help with.

You can also press “J? for help with screen Iayout and “J. for help with dot
commands.

After you read a help message, press Esc to go back to the Opening Menu or

to editing. If the help message takes up more than one screen, you must
press Esc to display the next screen or “U to cancel the help.
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The text for the help messages Is contained in the file WSHELP.OVR on the
WordStar program disk. You may remove this file from the disk if you need
rmora room on it. You may also use WSCHANGE to tell WordStar that the help
file is no longer on the disk to prevent WordStar from looking for it at ali,

Hyphenation

WordStar can help you hyphenate words at the ends of lines whan you align
paragraphs. Use “OH to turn hyphen help on and off. When hyphen help is
on, WordStar places the cursor in the right margin column on certain lines
and asks you whether to hyphenate the word there or to continue with
aligning.

Before you hyphenate a word, you can move the cursor left or right to the
spot where you want the hyphen to go. (You cannot move the cursor out of
the word or to the right of the margin.) To Insert a hyphen at the cursor, type a
hyphen (-).

If you dorv't want a hyphen, press “B. WordStar moves the entire word to the
next ling and continues aligning the paragraph. You can also press ~U, which
will turn hyphen help off for the rest of the paragraph.

You can also use hyphen help with “QU to hyphenate and realign several
paragraphs or a whole document.

WordStar decides when to stop and ask for a hyphen by counting the number
of characters to the left of the right margin in any word that straddles that
margin. If that number exceeds a preset minimum, WordStar stops. If not, it
automatically moves the word 1o the next line. The default minimum value is
five characters and can be changed with WSCHANGE.

The hyphen WordStar uses during hyphen help is called a “soft hyphen”
because it Is printed only when it’s at the end of a line. If subsequent alignings
move a soft hyphen away from the end of the line, the hyphen is displayed
onscreen as an equal sign (=), but it is not printed. You can change the = to
another character with WSCHANGE.

The hyphens you type yourself during editing are hard hyphens. They stay in
the text until you erase them. To type a soft hyphen, press ~OE.
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Soft hyphens disappear when you turn off the display of print control
characters with ~0D.

See also Appendix C, “Customizing WordStar.”

Incremental printers

An incremental printer can move the paper and the printhead In very small
increments. This allows WordStar to use microspacing to justify, to vary line
heights, and to offset subscripts and superscripts by a partial line height.

The paper can usually be moved in vertical increments of 1/48 of an inch. The
printhead can usually be moved in horizontal increments of 1/120 of an inch.

Both daisy wheel and dot matrix printers can have incremental printing
capabilities.

The two dot commands .LH (line height) and .SR (subscript and superscript
roll) affect vertical Increments. The dot command .CW (character width)
affects horizontal increments. See Character width, Line height, and
Subscript and superscript.

Indenting

WordStar has several ways to indent a line. Your choice depends mostly on
the particufar situation. Five ways to indent are described below.

s Press the Spacebar. The cursor moves right one space each time it’s
pressed. This method is efficient for indents of one or two spaces. It works
only when Insert is on. See Inserting.

n Press the Tab key. Tabbing allows you to Indent an mdawdual ling without
changing the left margin.
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w Use the temporary indent command “OG to indent one paragraph. It
automatically indents your text to the next tab stop {excluding decimal
tabs). The indenting stops when you press either Return at the end of the
paragraph or "B to align the paragraph. (When Insert is off, the indenting
stops only when you press “B.) If you enter “QG once, it indents to the
first tab stop. If you enter it three times, it indents the lines to the third tab.
You can see how far the indent goes by the V in the ruler line.

You can combineg a temporary indent with aligning to align a paragraph to
a new left margin. Just press ~0OG, then "B.

= Change the left margin. Type .LM followed by the new column number.
This command stays in your text, allowing you to keep the indented left
margin when you align paragraphs in subsequent editing sessions. You
can also use the “OL command to change the margin. However, with ~OL
the margin will change back to the original margin when you align
paragraphs in later sessions. Changing the left margin with .LM is the best
way to indent a large number of lines. When you change the left margin,
you need to restore your original left margin when you are dene typing the
indented part of your text.

m Use the paragraph margin dot command. Type .PM followed by the
column number where you want the first line of each paragraph to begin.
The following lines in the paragraph start at the left margin. For example, if
you type .PM 5 and your lsft margin is at column 1, the first line of each
paragraph is indented to column 5,

The .PM command is useful for entering numbered lists where you want
the numbers out to the left of the text. If you type .PM 1 and set the left
margin at column 4, the first line of each paragraph starts at ¢column 1 and
the remaining lines start at column 4. See also Paragraph margins.

Indexing
An index is an alphabetical listing of topics, words, and phrases accompanied
by the page numbers where each topic, word, or phrase can be found.

WordStar can automatically create an index for a document.

You can mark index entries in your text by pressing “PK at the beginning and
end of each word or phrase you want to include in the index.
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You can also enter a word or phrase to be indexed using the dot command
IX followed by the word or phrase. Type the dot command in the first column
of the ling just before the paragraph that contains the word, text, or topic.
(Don't type it In the middle of a paragraph or it might be drawn into the text if
the paragraph is aligned.)
The dot command format is shown below.

IX phrase to index, subreference

The subreference is optional. When you print the index, a subreference
appears under the main reference, indented two spaces, as shown below.

Phrase to index
Subreference, 1

With either "PK or .1X, the maximum length of a phrase to be indexed is 50
characters including the subreference. Extra characters are ignored.

To boldface the page number for an entry, use the .IX command and type a
plus {+) before the text in the entry. For example:

X + Files, naming

When WordStar creates the index, the page number for this entry will be
boldfaced.

For a cross-reference, type a hyphen {-) before the word or phrase, as shown
below.

X - Naming files, see Files

The only difference between this kind of entry and one without the hyphen 1s
that no page number is included.

You can tell WordStar to index only the words and phrases marked with “PK

and X or to index all the marked words and phrases and all the words in the
document minus any words that appear in exclusion lists.
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An exclusion list is a nondocument file that contains an alphabetical list of
words to exclude from an index. WordStar uses two exclusion lists. The
general excluslon list is named WSINDEX.XCL and is supplied with WordStar,
It contains a list of the most common words in English (articles, pronouns,
prepositions, conjunctions, etc.) that almost never appear in indexes.

The document-specific exclusion list has the same name as the document for
which you are making the index, but with the .XCL extension. This list contains
specific words from your document that you want to exclude.

To make an index, type | at the Opening Menu. WordStar asks you to name
the document file to index. Type the document name and press Return.
WordStar asks you if you want to index every word. Answer Y to index every
word, minus the words that appeatr in the exclusion lists. Answer N to index
only the words and phrases marked with “PK or .IX. WordStar asks you for
the starting and ending pages. Type each page number and press Return.

If you press Esc after naming the document, WordStar skips the rest of the
prompts and uses default values. N is the default for the Index every word
prompt (you can change this with WSCHANGE), and the first and last pages
of the document are the defaults for the starting and ending page number
prompts.

WordStar creates an index file that has the same filename as the document
with the .IDX extension. You can use WordStar to edit the index file by
changing the format, adding bold print or undedining, and so forth.

The procedure below shows a method of constructing an index using the
index every word option as a shortcut to making an exclusion list.

1 Mark phrases that you want to index. (Don’t bother marking single words.)
Use "PK to mark phrases in the text and use .IX to enter other phrases. Go
through the entire document in this way.

2 Atthe Opening Menu, press | to index the document. At the Index every
word prompt, answer Y.

3 At the Opening Menu, press N to edit a nondocument file, and enter the
name of the index file (the name of your document file with the IDX
extension). Read through the index file. The phrases you marked appear in
the index as you marked them. All the other words in the document
{except those in the general exclusion list) also appear in the index. Most
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likely, you'll want to eliminate many of these words but keep some of them.
Each time you see a word that you want in the index, erase the line that
containg the word. When you have gene through the entire index file,
press “KD to save it. Then rename the index file by changing the .IDX
extension to .XCL. This file is now your exclusion file.

4 Have WordStar index every word in the original document again. This time
through, WordStar will exclude the words in the new exclusion file, leaving
you with an index that includes all the phrases and words you marked and
all the words that you want.

See also Table of contents.

Inserting

You can press "V to turn Insert on and off. When Insert is on, you insert new
characters between previously entered characters as you type. When Insert is
off, you type over previously entered characters, deleting them as you type
new characters. When Insert is on, the word Insert appears in the status line.

The default for Insert Is on. You can change it using WSCHANGE. See
Appendix C, “Customizing WordStar.”

When Insert is on, use the commands in the chart below for inserting text.

Toinserta Follow these instructions
character or word Type the characters.
space Press the Spacebar.
iine above cursor With cursor in column 1,
press Return.
line below cursor With cursor at end of line, press *N.

See Blank lines.
sentence, paragraph, or page (text Mark beginning {("KB) and end

block) ("KK), move cursor to new place,
and press “KV or “KC. See Blocks.

181



Reference Guide

file Press "KR.

dot command or print command Type the command. (A dot
command must begin in column 1
and end with Return.)

When you're working in column mode, column replace affects block insertion.
Sea Column blocks.

Installing WordStar

See “Starting” for instructions for installing WordStar, Normally, you go
through the WINSTALL installation program only once, before you use
WordStar for the first time. However, f you change terminals, printers, or other
features of your computer system, you may have to repeat the installation
procedure,

WordStar also has a customization procedure, WSCHANGE, which allows
you to set up advanced features and to change defaults. See Appendix C,
*Customizing WordStar” and “Starting.”

Italics

If you have a printer that supports italics, you can select the italics font with
“PY. Place the cursor where you want the italics to start and press “PY. The
symbol "Y appears on your screen. To stop the italics, move the cursor to

where you want the italics to end and press “PY again.

To delete the symbol for italics, place the cursor on the Y and press Del or
~G. Be sure to remove both the beginning and end markers.

On some printers that have two-color ribbons, “PY selects the second color.
See also Color.
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J

Justification

Justification causes the right margin of a document to be even. When
justification is on, WordStar adjusts the length of each line, adding soft spaces
between words so that the last character on each line is in the right margin
column. When justification is off, WordStar doesn’t add spaces, and the right
margin is ragged (that is, uneven).

The default setting for justification is on. You can change it with WSCHANGE.

You can use the “OJ command to turn justification on and off while you're
working. When you use ~0J, the setting remains in effect until you exit the file
you are editing. You can also use the .0OJ on/off dot command to
permanently set justification on or off within a document.

To justify text that is ragged, turn justification on and align the paragraphs with
~B or ~QU. To change justified text to ragged right, turn justification off and
align the paragraphs.

See also Microjustification, Soft spaces and carriage returns, and
Appendix C, “Customizing Word$Star.”

K

Keyboard

Keyboards differ from one terminal and computer to another. The positions
and names of some of your keys may be different from those described in this
manuat, but they have the same functions. In fact, some of the keys may not
be there at ali, but there is usually a way to get the same function.

Word$Star uses several special computer keys for many functions.
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If there are keys with arrows peinting up, down, left and right on your
keyboard, they may be able t¢ be used to move the cursor. See Cursor keys
and the READ.ME file on the installation disk for more information.

The keys labeled F1, F2, and so on are the function keys, For an explanation,
see Function keys.

The other special keys are described below.
Key Description

Backspace Backspace key. Moves the cursor one space to the
left and erases the character there. It may be labeled
“Back” or “BS” or with an arrow pointing to the left.

Caps Lock Caps Lock key. Shifts letter keys to uppercase
(doesn't shift number, punctuation, or symbol keys).
Usually, you press it once ta turn it on and againto
turn it off. On some keyboards, pressing SHIFT will
also turn it off. Sometimes labeled “Alpha Lock” or
“Shift Lock.”

Ctrl Control key. Signals the computer that the next
character to be typed is a command. This key is
shown in documentation as a caret (7). It must be
held down while the next character is typed.

Del Delete key. Erases the character at the cursor.
Sometimes labeled “Rub Out.” if missing, try ~7?.

Esc Escape key. Used when WordStar prompts, “Press
the ESC key to continue” or to start a shorthand
operation. It sometimes is used to bypass options
and screen displays. If missing from your keyboard,

try “[.

Repeat This key allows you to type a character repeatedly.
Instead of a Repeat key, many keyboards type a
character repeatedly simply by holding down the key
longer than normal. This is called “auto repeat.”
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Reset Sometimes this is on the keyboard; sometimes it's
on the terminal; sometimes it's on the computer.
Wherever it is, pressing it boots the operating
system. Some keyboards have a Reset key that
resets only the terminal.

Line Feed Same as “J, which is the command for help. This key
is sometimes labeled “Newline.”

Return Return key. Inserts a hard carriage return in the text.
It's sometimes called the Enter key.

Shift Shift key. Allows you to type uppercase letters and
the upper set of characters on other keys. It is
sometimes labeled with an arrow pointing upward.

Tab Tab key. Moves the cursor to the next tab stop to the
right.

You may have other keys, too. There are many variations in keyboards, so it is
impossible for WordStar to implement every one. You will even find that some
keys generate WordStar commands that are quite different from what the
keycap says. For example, on scme keyboards, the right-arrow key will
generate "L, the "Find /Replace again” command.

L

Layout

The layout of a document is its format, shape, or appearance. You can
change document layout with onscreen format commands, which are shown
on the Onscreen Format Menu, and with dot commands.

See the following entries for information on the corresponding layout
elements: Aligning a paragraph, Centering text, Hyphenation, Indenting,
Justification, Line height, Line spacing, Margins, Page breaks, Page
length, Print Controls Menu, Ruler lines, Tab stops, and Word wrap.

185



Reference Guide

Line feeds

Toinsert allne feed, press “PJ. The cursor moves to column 1 on the next
ling, and the letter J appears in the flag column. When the printer encounters
the line-feed symbol, it acts just like it were a carriage return/line feed
combination.

Line height

The distance between lines of print is called the line height. it is measured
from the bottom of one line to the bottom of the following line.

Line height is measured in 48ths of an inch. WordStar’s default line height is
8/48 of an inch, which means there are 6 lines per inch,

To change the line height, use the .LH dot command followed by the number
of 48ths of an inch for the new line height. For example, to change the line
height to 16/48 {three lines per inch), type .LH 16.

TIP Youcanuse .LH 16 to print a document double-spaced.
Line height can vary between 2 and 255, although these extremes are not very

useful. The chart below shows the relationship between several different
settings for the .LH command and the number of lines per inch in the printout.

Command Lines/inch
LHS 9.6
H& 8

LH7 6.8
LHS8 6

.LH9 53
.LH10 48

.LH 12 4

.LH 18 3

.LH 24 2

If a printer can’t move in increments of 48ths of an inch, WordStar's printer
driver uses the closest line height it can.
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Changing the line height affects the number of lines that can be printed ona
page. The onscreen display changes to show where the new page breaks fall.

See also Line spacing and Page length,

Line spacing

Line spacing allows you to print your text double-spaced, triple-spaced, and
$0 on. You can use either the “0S command or the .LS dot command to
change line spacing.

When you press ~08, WordStar asks you 1o select spacingfrom 110 9. 1
stands for single spacing (no blank lines between the lines of text), 2 stands
for double spacing (one bilank line between text lines), 3 stands for triple
spacing (two blank lines between text lines), and so on.

To use the .LS command, type .LS followed by the spacing number, 1
through 9. Using .LS allows you to store the line spacing with your document.

After you change the line spacing, you can use “B or “QU to realign the
document to reflect the new spacing.

See also Line height.

Logged drive and user number

The logged drive and user number is the one you're currently working in.
WordStar looks for and stores files on the logged drive unless you tell it
otherwise. :

WordStar displays the logged drive and user number in the directory heading
and displays the logged drive in the status line.

To change the logged drive or user number, press L at the Opening Menu or
~KL while editing. WordStar shows your current drive and user number, lists
the legal drives you specified during installation, and asks you for the new
logged drive. Type the name of the new drive. To change the logged user
number, type the number in front of the drive name (for example, 6B:). If you
select a drive or user number that doesn’t exist, an error message appears.
(Note: You may also type “B6,” if you want.)
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When you choose a file {for example, to open or erase it), WordStar assumes
the file is on the logged drive and user number. If the file is on a different drive -
or user number, you have to include the drive and user number with the
filename (for example, AAMEMO.DOC, or 10C:RSY.PLN). Include the drive or
user number to copy a file 10 another drive, too.

CAUTION When you change floppy disks, fog onto the new one with L or
“KL even if it's on the same drive. If you don't, your operating system may
refuse to write to the disk, or it may even destroy data on your new disk.

See also Directories, User numbers, and Appendix E, “Making the Best Use
of User Numbers.”

Margins

WordStar has seven margins. The margins and their default values ars shown
below.

Margin Default Value

Left margin
Right margin
Page offset
Top margin
Bottom margin
Header margin
Footer margin

NN@W&%—‘

An eighth margin, the paragraph margin, allows you to set a different margin
for the first line in each paragraph.

You can change the margins in a document using the commands described
below or you can change the defaults using WSCHANGE.

See also Paragraph margins and Appendix C, “Customizing WordStar.”
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Left and right margins

The left and right margins are text boundaries. They're shown in the ruler line
(Land R).

To change the left margin, you can use “OL or .LM. To change the right
margin, you can use “OR or .RM.

When you use .LM or .RM, enter the column number for the new right margin
with the dot command:; for example, .LM 4. In most cases, using the dot
commands is preferable because the margin change Is stored with your text.
When you later revise the document, the margins remain where you set them.

When you press “OL or “OR, WordStar displays the current margin and asks
for the new one. To set the margin in a specific column, type the column
number and press Return. To set the margin at the cursor position, press
Esc.

Alternately, you can use an embedded ruler line (.RR) to change the left and
tight margins. See Ruler lines.

You can type outside the left and right margins temporarily by using the
margin release command, ~OX. This command turns the release on and off.
When margin release is on, Mar-Rel appears in the status line. Margin release
works only as long as the cursor is on the line and outside the margin. If you
move the cursor back within the margin or to another line, margin release is
turned off.

Page offset

The left and right margins are usually not the page columns where the text is
actually printed. In printouts, a page offset is added. The page offset causes
avery line to start a few columns to the right of the left edge of the paper.

To determine where the left margin will print, add the left margin to the page
offset. For example, a left margin of 1, plus an offset of 12, means the left
margin will print starting in the 13th column of the paper. A margin of 11 plus
an offset of 12 means it will start printing in column 23.

The default page offset is 8 spaces. To change the default, use the .PO dot
command, followed by the new page offset; for example, .PO 6.
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Top and bottom margins

Even though they aren't actually shown on the screen, the top and bottom
margins also affect the screen display by changing where page breaks go.

To find how many lines of text can be printed on a page, subtract the top and
bottom margins from the page length. Larger top and bottom margins resuit
in fewer lines of text on a page and more frequent page breaks. For example,
the normal 8 1/2-by-11-inch page has a page length of 66 lines. If the top
margin is 3 and the bottom margin is 8, the number of lines is 66 minus 11, or
55. (This is for the default fine height of 8. Larger or smaller line heights
decrease or increase the number of lines of text.)

To change the top and bottom marging, use the .MT and .MB dot commands,
followed by the number of lines for the margin; for example, .MT 4.

Header and footer margins

Headers and footers aiso use margins. But since headers and footers aren't
displayed onscreen, neither are their margins.

The header margin is the numbser of blank lines between the last header line
and the first line of text. The number of header lines plus the header margin
size must be the same as or less than the top margin, If it is larger, your text
may “creep” as it's printed because there will be extra text lines on a page.

The footer margin is the number of blank lines between the last line of text (on
a full page) and the first footer fine. Again, to prevent “creeping,” the number
of footer lines plus the footer margin must be the same as or less than the
bottom margin.

To change the header and footer margins, use the .HM and .FM dot
commands, followed by the number of lines in the margin; for example,

FM 4,

If you use a footer margin of 0, be sure to turn page numbering off {.OP),

See also Footers and headers.
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Markers

See Place markers.

Math

See Block math, Calculator, and Merge printing.

Maximum document size

Both the WordStar program and the operating system take up space in the
computer's memory. WordStar uses the space that's left as working memory.
Files are stored in memory while you're working on them,

If the current file gets so big that it can’t fit in memory, pieces of it are shuffled
back and forth to temporary files on the disk. {These files have the same name
as the file being edited with the extensions .$A% and .$B3%.)

When you're editing a document and less than 1K bytes of RAM are left,
WordStar displays the message Large-File in the status line. Thisis a
reminder that the document Is almost too big to fit in memory, and that some
of it will have to be stored on disk.

Disk space is more critical than working memaory space. In general, afils is
too long when it's larger than one-third of the total space on the disk. Because
WordStar needs room for the temporary files it creates, the available disk
space must be at least twice the size of the document. For example, if you are
editing a 120K file, you must have an additional 240K free. If less space is
available, WordStar may be unable to store all your work. You may have to
erase other files in order to save it.

See also File operations and Temporary files.

Memory usage

See Maximum document size.
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Menus

A menu is a list of commands from which you select the task you want
WordStar te do. WordStar has seven major menus.

The Opening Menu is displayed when you start WordStar. It lists commands
for basic file operations such as editing, printing, and deleting.

The other menus are displayed when you are editing a file. When you opena
document, the Edit Menu is displayed. It contains basic editing commands,
including the commands to display the rest of the menus.

The Block & Save Menu contains commands for operations on blocks of text
and files. The Onscreen Format Menu contains formatting commands. The
Print Controls Menu contains commands for printing enhancements. The
Quick Menu contains commands for quick versions of editing commands,
tinding and replacing, and math. The Shorthand Menu allows you to use
shorthand versions of common command sequences of phrases.

The current help level determines whether the menu display is on or off.

If you're working in a protected file, the menus are slightly different; they don’t
show any commands that can modify the file. Menus are also slightly different
in hondocument mode.

Ses also Help levels, Protecting a file, and the entries for specific menus.

Merge printing

Merge printing is the process of inserting information into a document while
it’s being printed. The most common use of merge printing is to merge
maiting list information into a form letter or mailing labels. Other applications
include invoices, contracts, reports, and any other standard document that
requires you to “fill in the blanks.”

To merge print you need to create a form document called the master
document. Usually, you also need a data file.
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A master document contains the text of the document and the instructions for
how the documents are to be produced. These instructions include variables
and special merge print dot commands. An example is a form letter that you
intend to personalize with names and addresses from a mailing list.

A variable is information that changes from one copy of the document to
another. When you merge print, WordStar inserts specific information for
variables into each copy. This information can come from a data file, or you
can enter it when you print.

A data file is a nondocument file that contains information to be used in a form
document. For example, a matling list is a data file.

Variables, merge print dot commands, and other merge printing information
are described below. For Instructions for creating data files, see Data files.

Variables

Master documents contain variables wherever information is to be inserted.
You assign a name to each varfable. The actual information Inserted In place
of the variable name is called data.

A variable nhame can contain up to 39 characters. You ¢an use uppercase and
lowercase letters interchangeably. For example, &address& is exactly the
same as &ADDRess& to WordStar. You can't use a coimma in a variable
name, but you can use other punctuation marks. You can put extra blanks on
either side of a variable name between the ampersands. WordStar ignores
these spaces; for example, & name & is the same as &name&.

A variable name should be only one word. To use a variable hame with two or
more words, use a hyphen (-} or underline character { _ ) where the space
would ctherwise be; for example, &first-nameé&.

In the spot in the text where you want to insert variable data, type the variable
name with ampersands (&) before and after it. For example, to insert the
contents of the name fleld from your mailing list, type &nameg&.

Sometimes when you merge print, a variable is empty, meaning there isn’t any
information in its corresponding data file field. WordStar doesn'’t print anything
in the document for empty variables. However, if the variable is the only text

on a ling, as in an address, the line prabably also contains a carriage return. In
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this case, If the variable Is empty, the printout will include a blank line. To
avoid leaving a blank line, use the /o (omit) option at the end of the variable
name,

For example, it's common for some addresses on mailing lists to have more
lines than others. The /o (uppercase or lowercase o) option allows you to use
an extra line of address where needed without having a blank line for shorter
addresses. The example below shows how an address would be specified
with variable names without the /o option, and how it would print for one
mailing list record.

&name& Richard Kelley
&addressi& 72 Live QOak Dr.
&address2&

&cityd, &stated &zip& Novato, CA 95380

The next example shows how the same record prints using the /o option.

&nameé& Richard Kelley
&addressi& 72 Live Qak Dr.
&address2/o& Novato, CA 95390

&city&, &state& &zip&

For /o to work, the varlable name must be alone on the line in the master
document.

You can also include formatting information with the variable by inserting a /
(slash) and the number of a format you have predefined. See Merge printing
variable formatting and Merge printing variable number formatting.

To tell WordStar where to get the data to replace the variable names, you use
dot commands, which are described below.

Merge print dot commands

You typa dot commands in the master document to tell WordStar the variable
names and where to get the data that goes with them. If you don’t use dot

commands to define a variable, or if the data is not available, WordStar will
print the variable name instead of :he data.
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You cannot use a piece of data that is longer than 255 characters. And, the
total number of characters in all the data inserted in any one copy of the
document during merge printing plus all the characters in the variable names
cannot be more than 2,048, :

Be sure to end each master document with a page break (.PA Return) so that
each copy of the document will start printing on a new page. To check this,
use “QC to move 1o the end. The cursor should be in column 1 of the line
following the page break.

If you plan to get data from a data file to merge into your form document, you
must use the .DF and .RV commands in the master document, If you want to
insert variable data into a document before or during printing without using a
data file, use the .AV or the .SV dot command in the master document.

.DF (Define file} This command tells WordStar what data file to use; for
example, .DF mailing.lIst. Include a drive letter or user number if necessary;
for example, .DF b:mailing.Ist or .DF 5d:mailing.Ist.

You can use the change {(or ¢) option to indicate that you need to change
disks while printing to access the data file. For example, you can type

.df b:mailing.Ist change to say that the data file named MAILING.LST will be
on drive B, but it’s not there now. When you merge print, WordStar asks you
to change the disk before it reads the data file.

You can aiso use .DF to tell WordStar that the data file uses a character other

than the comma as the data item separator. This is useful if your data containg
many commas. For example, if the data file STAR.DTA uses the asterisk (*) as
the data separator, you would type

.DF star.dta, *

RV (Read variable) This command tells WordStar the variable names for the
fields in your data file. .DF and .RV are always used together in a master
document, and .DF must come first. The example below tells WordStar to
read the data from the MAILING.LST file and use it to replace the variable
names name, address1, address2, city, state, and zip.

.DF mailing.ist
RV name,address1 ,addressz,city,state,zlp
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When you merge print, WordStar keeps putting data in copies of the form
document until ali the data is read from the data file. In the example above,
WordStar keeps printing form letters until it has retrieved data from all the
records in the mailing list.

It's very important that the .RV command names all the fields in the data file,
and names them in the same order in which they appear in each data file
record. Even if data from a field is not used in a form document, you must

name the field in the .RV command. You must also be sure that all records in
the data file have the same number of fields.

If the .RV command and the data file records don't correspond exactly,
WordStar will read the wrong data. This happens because WordStar counts
the number of variable names in the .RV command and then reads that many
fields. Because fields can be separated sither by commas or carriage returns,
WordStar will read fields from the nextline (or record) if there aren't enough in
the current line (or record).

You can use more than one .RV to refer to the same data file. For example,
the commands below have the same effect as the one in the example above.

.DF mailing.lst
.RV name,address1,address2
.RV city,state,zip

AV (Ask for variable) This command tells WordStar to pause during printing
and ask you for the data to use to replace a variable. For example, if you want
to insert a name in each document, type

AV name
When you merge print, WordStar pauses In each document and asks
NAME?

You then type the hame and press Return, Wherever &name& appears in the
document, WordStar replaces it with the data you typed.

With the .AV command, you can also include a prompt for WordStar to
display when it asks for the data. Type the prompt after the .AV and befcre the
variable name. Enclose it in quotation marks or apostrophes and follow it with
a comma. To add a prompt to the example above, you could type
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AV "Type the name for this letter: *, name

If you use quotation marks within the prompt, enclose the prompt in
apostrophes. If you use apostrophes within the prompt, enclose the prompt In
quotation marks.

A prompt or question and its answer cannot be more than one line long
because the cursor will stop when it reaches the right edge of the screen. This
limits the size of answers, so if you want to leave room for longer answers,
keep your prompts short. If your screen is wider than most, the prompt and
answer can be longer, but the answer can never be longer than 80 characters.

TIP Foralong prompt, use one or more .DM commands to display the
prompt message, then use .AV with no message or a short message. See
Messages while printing.

SV (Set variable) This command allows you to include in a master document
the data you want to replace a variable with. It is useful in documents where a
frequently used word changes from copy to copy of the document. Type .SV
followed by the variable name, a comma or equal sign, and the data.

For example, you might have a contract between two people, referred to in
tha master contract as partyl and party2. Each time you print the contract,
you want to use new names. At the beginning of the document, enter two .SV
commands. Each time you need a new contract, edit the master docurnent to
enter the appropriate names in the .SV command. For one contract, the
commands might read

.SV party1, Roberta Kachinsky
.SV party2, Anna Marie Casini

WordStar ignores any spaces after the comma or equal sign. If you want to
include leading or trailing spaces in data in the .SV command, enclose the
variable in quotation marks or apostrophes. In the example below, there are
four blank spaces before the name, so four spaces will be inserted at the
beginning of the data.

SV company ="* MedCom,Inc.“
MA (Math) This command enables you to perform calculations while you are

merge printing. It lets you define a variable in terms of an equation that uses
information from other variables. (Note: This math feature will work even
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though your computer doesn’t have enough RAM to use the onscreen
calculator or block math function. However, you may turn merge-print math
off with WSCHANGE so that memory usage will be more efficient.) For
example, you could total the dollar amounts of a customer’s monthly
purchases and insert the total for the customer in each copy of a form letter.

The .MA command is used in the following format:
.MA variable = equation

The equation is written like equations used with the onscreen calculator,
except that you can use merge print variables. So, the merge print variable
that contains the total amount of a customer's purchases could be calculated
during merge ptinting by using the dot command shown below.

.MA total = &item1& + &item2& + &item3& + &itema&
You can use the comma instead of the equal sign, as shown below.
JMA total &item1& + &item2& + &item3& + &item4&

Notice that the merge print variables to the right of the comma {or equal sign)
are surrounded by ampersands (&), while the varlable to the left of the comma
{or equal sign) is not. This is because the ampersands mean “substitute the
data here.”

When you print, WordStar reads data for the varlables item1, item2, item3,
and itemd4 from a data file, adds them, and inserts the total in the text as the
data for the total variable. You also need to use the .DF and .RV dot
commands. (Alternately, you could supply data without a data file using the
LAV or SV dot command.)

See Calculator and Appendix B, “WordStar Examples and Tips.”

PF (Print time reformatting) Your master document includes variable names
that are replaced by actual data when you print. The data may be different
lengths in each copy of the document, so the length of lines changes as data
is inserted. WordStar can realign each document at print time to format the
text around the data.

198



Reference Guide

.PF on aligns every paragraph in the document. .PF off turns print time
reformatting off. .PF dis aligns paragraphs at WordStar's discretion, meaning
that WordStar reformats only the paragraphs where data has been inserted in
a variable, The aligning begins at the line where the insertion occurred.

.PF dis is the default; if you don't use the .PF command in your form
document, WordStar will use discretionary reformatting.

The example below shows text from a master document and actual printed
text for one copy. The data in the printed document is longer than the variable
names in the master. WordStar reformatted the text as It printed so it stayed
within the margins.

This contract is entered into on the &day& day
of &monthé&, &year& between &partyl& and
&party2&.

This contract is entered into on the twenty-
seventh day of September, 1986 between Roberta
Kachinsky and Anna Marie Casini.

if you are printing data that may extend beyond the text margins, you may
want to use .PF off so that your lines won't wrap. Alternately, you can use
AW off to mark sections of text that you don’t want aligned (see Aligning a

paragraph).

T1P Reformatting may change page breaks. Use the .CP command if you
want to keep certain lines of text on the same page. See Page breaks.

When WordStar reformats, it uses the margins and line spacing that are in
effect at that point. Use dot commands in the master document to control the
format of the printed documents, including margins (.LM, .RM, and .RR), line
spacing (.LS), and justification (.QJ). If you use onscreen formatting
commands ("OL, "OR, “0G, "08, and "0QJ) Instead of the corresponding
dot commands, print time reformatting will not recognize the settings. For
example, if you use ~OL instead of .LM when you type the master document
to change the left margin, print time reformatting will not use the margin you
want.
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Printing a form document

To merge print, press M at the Opening Menu. Type the master document
name. If you press Return, WordStar displays all the regular printing options.
If you press Ese, printing begins immediately.

If you use the P command to print a document that contains merge print
variables and dot commands, WordStar does not substitute data for variables,
and the .AV, .SV, .DF, .RV, and .MA dot commands do not work.

See also Command files, Data files, Merge printing conditional
commands, Merge printing variable formatting, Merge printing variable
number formatting, Messages while printing, and Appendix B, "“WordStar
Examples and Tips.”

Merge printing conditional commands

WordStar’s conditional merge print dot commands allow you to use the same
master document to produce letters that contain different types of data,
depending on conditions you set. For instance, you can use one master
document and one data file to generate letters that each contain one of
saeveral special paragraphs for different regions of the country.

There are three conditional merge print dot commands: .IF for “if,” .El for
“end if,” and .EL for “else.”

The IF condition

WordStar usually determines if a condition is met by comparing one Item with
another. The items can be data items taken from a data file or items that never
change (constants). Typically, one item is a data item and the otheris a
constant, but you ¢an use any combination.

WordStar can compare items to determine whether or not they are the same
(for text) or equal (for numbers) and if one comes before or after the other in
alphabetical or numerical order. You tell WordStar how to compare items by
using one of the following symbols, which are called operators.
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Operator Meaning

= is the same as

< comes before (alphabetically)

> comes after (afphabetically)

<= comes before or is the same as (alphabetically)
>= comes after or is the same as (alphabetically)
<> is not the same as (alphabetically)

#= is equal to (numerically)

#> Is greater than (numerically)

#< Is less than (numerically}

#>= is greater than or equal to (numerically)

#<= is less than or equal to (numerically)

#<> is not equal to (numerically)

The most common way to specify a condition to be evaluated with the .IF
command is to use the following format.

AF itam 1 operator item?2

For example, you can compare a merge print variable to a constant (a word,
pbrase, or number that does not change) as shown below.

JF &PET& = dog

In this example, the condition is met if the data item for the variable PET is
dog.

The operators that begin with the # symbol are used with numbers rather than
with words. It is possible for either nurnber item being compared to contain
nonnumeric characters, but before WordStar proceeds with the comparison,

it removes all the nonnumeric characters except - (the minus sign) and . (the
period).

So, numerically the following items are equal because WordStar ignores all
nonnumerals.

12.45

$12.45
abc1d2.dcsas
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If each of these three items is in the &amt& field, and you use the following
dot command, all three items would meet the condition.

JF &amt& #= 12.45

However, if you use the operator without the # symbol, only the first item
would meet the condition because numerals are considered to be alphabetic
characters that come before A. Generally speaking, it is best to use the
operators with the # symbol when comparing numbers.

You can also compare one data item with another, as in the examples below.

JF &VAR1& > &VAR2&
JF &VAR1& #> &VAR2&

The condition in the first example Is met if the data for VAR1 comes after the
data for VAR2 in alphabetical order. In the second example, the condition is
met if the number in VAR1 is greater than the number in VAR2.

Normally, WordStar ignores any spaces that come between the operator and
the following item. The following commands are equivalent.

AF &PET& = dog
JF&PET& = dog

In order for two items to be the same (=), they must have exactly the same
characters {uppercase and lowercase are considered the samae). If you know
that a data item from a data file has spaces in front of the letters, you need to
include the leading spaces in the comparison. To include spaces, enclose
both the variable and the constant in quotation marks (or apostrophes). Thus,
the condition shown below will be met only if the data in &PET& is dog
preceded by 8 spaces.

JF"&PET&" = dog”
To use quotation marks In the constant along with leading spaces, enclose
the entire item in apostrophes. To use an apostrophe in the constant along
with leading spaces, enclose the entire itemn in quotation marks, as in the
example below,

JF"&PET&" =" dog’s’
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You cannot have quotation marks, apostrophes, and leading spaces in the
same constant. If the constant has no leading spaces, you can use quotation
marks and apostrophes freely anywhere.

Words are compared in alphabetical order. The word cat comes before the
word catalog in alphabetical order, so the condition is met in the following
examples:

.IF cat < catalog
IF catalog > cat

In alphabetical order, numbers come before the letter A. For example, the
following comparison is true.

AF 2 < apple

You can also use the .IF command with just one variable name, as inthe
example below.

JF &PET&

Notice that there is no operator. The condition is met if the data for &PET& is
not zero and not blank.

The END IF command

The .IF dot command is followed by the action to be done when the condition
is true. If there is text after the dot command, then that text will be printed. If
there is another dot command after the .IF command, then the new dot
command will be performed. When all the conditional text or commands are
done, you must use the dot command .El (End If).

What comes between .IF and .EI?
Almost anything can come between a .IF command and its corresponding

.El in the following example, a paragraph of text is printed in the letter when
the condition specified in the .IF command is true.
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JAF &PET& = dog

We know that your dog will love new BEEFO dog food, made
from the highest quality heef and beef by-products. As an
inducement for you to come in and look over our new facility, we
are offering a 25-pound bag of BEEFO for just 10 cents, this week
only.

.El

JF &PET& = cat

Your cat will just love new FISHO cat food, made from real fish
and aromatic herbs. Come in, look over our new facilities, and
take home a 50-pound bag of FISHO for just 25 cents, this week
only.

.El

The ELSE condition

The previous example uses two |F statements to take advantage of two
possible conditions (that is, if the variable PET is dog or if it's cat.) You can
combine these two IFs into one. First, in English:

If the data for the variable PET is dog, insert the file DOG.DOC:; or
else, insert the file CAT.DOC.

Notice that there is a slightly different meaning here. The file CAT.DOC will be
insented if the variable is anything other than dog; for example, if it's fish or If
the data is missing.

The phrase “or else” translates into the .EL merge print dot command as
shown below.

F &PET& = dog
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The .GO command

The .GO top/bottom command tells WordStar to skip to the beginning or end
of a file and then resume printing. It can be useful for conditional merge
printing as shown in the example below.

JF &PET& < > dog
.GO bottom
.El

In this example, if the data for the variable &PET& is not dog, the rest of the
text in the master document will not be printed in the current letter, and
WordStar will skip to the bottom of the file before it starts printing again.

G0 tis the same as .GO top. .GO b is the same as .GO hottom.

Nested .IF commands

You can use conditional merge print commands to have WordStar choose
among three or more alternatives by nesting the commands. For example,
you might want 1o have a special dog paragraph in your letters to dog owners,
a special cat paragraph to cat owners, and a general paragraph to all the
other pet owners on your list. So your conditions are

If the data for the variable &PET& is dog, insert the file DOG.DOC; or
else, if the data is cat, insert the file CAT.DOC,; or else, insert ths file
ANIMAL.DOC.

The commands for the conditions are shown below,

JF &PET& = dog
.Fldog.doc

.EL

JF &PET& = cat
.Fl cat.doc

EL

Fl animal.doc
.El

.El
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Every .IF command must have a corresponding .El command. The .IF
command may or may not have a corresponding .EL command.

TIP When you type nested conditional commands, you may want to indent
each nested condition. Indenting can make it easier to work with nested IFs.
However, if you indent, you must delete the indents before you print, because
all dot commands must begin in column 1. The example below shows how
the commands above appear with indenting. Note that each column beging
with the .IF command and ends with the .El command.

JAF &PET& = dog
.Fldog.doc
EL
JF &PET& = cat
.Fl cat.doc
EL
.Fl animal.doc
.El
.El

The example below shows ancther way to use nested IFs. You want to send a
letter to everyone on your list who lives in St. Louis, Missouri except for the
people who live around the University of Missouri. ZIP codes in St. Louis
range from 63101 to 63199, and the ZIP code for the university is 63121. You
would create a command file with the following conditional merge print
commands.

JF &2Zip& #< = 63199
JF &2Zip& #> = 63101
JF &zZip& #< > 63121
.Fl letter.doc

.El

.El

.El

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

See also Command files, Nesting and chaining, and Appendix B,
“WordStar Examples and Tips.”
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Merge printing variable formatting

Variable formatting allows you very close control of the appearance of your
form documents, especlally those that use merge print variables in tables or
charts.

For variable formatting, you must first define formats for variables. You can
use the .SV dot command to define each format. You ¢an then include any
format with any variable in the master document. After the variable name, but
before the closing ampersand, type a slash (/) and the format name. For
example, if you define a format named 6 and you want to use it with the name
variable, when you enter the variable in the master document, type
&name/6&. : .

You cannot use variable formattlng and the /o option with the same variable.
See Merge printing.

The sample format definition below defines the format named 6.
SVE=LLLLLLLLLLLLLLLLLLLY

After the .SV comes the format name (6), followed by either an equal sign or a
comma, then the format definition. You can use any digit or letter (except the
letter 0) as a format name. WordStar does not distinguish between uppercase
and lowercase letters,

The number of characters in a format definition sets the number of spaces in
the format. Each character in the definition represents one character space. In
the example above, the format is twenty spaces wide because there are
twenty Ls. So the total number of spaces and characters used to replace the
variable in the form document is twenty.

The first letter in a format definition sets how the data will be justified within the
format. It is either L, R, or C. L means that data is to be inserted into the
format flush left, or left justified. R means that data is to be inserted flush right,
or right justified. C means that the data is to be centered in the format. Again,
WordStar does not distinguish between uppercase and lowercase letters. If
the format definition does not begin with one of these characters, then
WordStar assumes that the format is for numbers. See Merge printing
variable number formatting.
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If a data item is tonger than the format, WordStar truncates the data item
(removes the extra characters). If the field is left justified or centered,
WordStar truncates any data left over at the right end of the data item. If the
field is right justified, WordStar truncates from the left end of the data item.

If the first character is L, each L. in the format definition will be substituted with
data or, if there is n¢ data for the corresponding position, with a space. If the
first character is B, each R will be substituted with data or space, and likewise
forC.

Any character (including a space) that is different from the first character in
the field format definition is printed literally even if there is data for that
position. For example, if the format is LEXL and the data item is 1234,
WordStar prints 12X4. The X is different from the L so it is printed literally.

This process is called masking because characters in the format definition
mask out characters in the data item. The most common masking character is
the space. You can use spaces in a format definition to the left of the first L or
R in the definition, (Any other character used to mask can’t be the first
character in the format definition.) In order to include leading spaces in the
format definition, you must enclose the definition in apostrophes or quotation
marks. In the example below, there are two spaces between the initial
quotation mark and the first L.

LSVé=" LLLL
If the data is 1234 the variable In the form document Is replaced with

(two spaces)34(two spaces)
The leading spaces in the format definition mask out the first two characters of
the data item. The last two Ls in the format definition are replaced with spaces
because the field is six characters long and the data is only four characters
long.
Masking works only with left and right justified fields. When C is the first

character in the definition, characters other than C are inserted into the data
but do not replace any characters in the data.
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Merge printing variable number formatting

You can use variable formatting to control the appearance of numeric data
items that replace variables in your form documents. You can read the
numeric data from a data file or use the WordStar .MA command to calculate
numbers during merge printing.

First, you must set up formats for numeric variables using the .SV dot
command. You can then include any format with any variable in the master
document. After the variable name, but before the closing ampersand, type a
slash (/) and the format name. For example, if you set a format named 3 and
you want to use it with the amount variable, when you enter the variable In the
master document, type &amount/34.

The sample number format definition below defines the format named 3.
SV 3=6%,$3$.99

After the .SV comes the format name (3), followed by either an equal sign or a
comma, then the format definition. You can use any digit or letter (except the
letter 0) as a format name. WordStar does not distinguish between uppercase
and lowercase letters.

The number of characters in a format definition sets the number of spaces in
the format. Each character in the definition represents one character space. In
the example above, the format is nine spaces wide because there are nine
characters. So the total number of spaces and characters used to replace the
variable in the form document will be nine.

Numbers are always right justified in their formats. Several different symbols
are used in number formats to specify what to do with any extra spaces at the
ieft of the format (for example, print zeros or print spaces) and where to put
decimal points and commas.

The list below shows characters you can use in a number format and how
they work.

Character Function
9 Substitutes a digit here. If there is no digit in the data item for

this position, substitutes a zero. For example, if you use the
format 99999.99, the data 74.97 prints as 00074.97.
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Z

210

Substitutes a digit here. If there is no digit in the data ltem for
this position, or if the digit is a leading zero, substitutes a
space. For example, if you use the format 2Z222.27, the
data 74.97 prints as (three spaces)74.97,

Substitutes a digit here. If there is no digit in the data item for
this position, or if the digit is a leading zero, substitutes an
asterisk (or a zero after the decimal point). For example, if
you use the format ***** ** the data 74.97 prints as
***74,97 and the data 74 is printed as ***74.00.

Substitutes a digit here if the digit is not a leading zero,
otherwise, substitutes a space. Places a dollar sign to the left
of the first digit. For example, if you use the format $$$$$.99,
the data 74.97 prints as {two spaces)$74.97. Note that in
this example, you ¢can only use numbers up to 9998.99. In
other words, with the §, you must have one more character in
your number format than the largest number you expect to
have as data. '

Substitutes a digit here if the digit is not a leading zero,
otherwise, substitutes a space. Places a minus sign directly
before the first digit if the number is negative. So, if you use
the format -$$$4$$.99, the data -24.41 prints as {two
spaces)-$24.41. As with the $, be sure to leave enough
spaces in the format for the largest number you expect to
have plus the minus sign and plus the $ if you also use it.

Puts the decimal peint here. If the data has more decimal
places than the format, the data is truncated (the extra digits
are not printed). For example, if you use the format 9999.999,
the data 4.7888 prints as 0004.788. If the data does not
include a decimal point, the wheole number is printed to the
left of the decimal point. For example, with the same format,
the data 1111 prints as 1111.000.

Puts a comma here. For example, if you use the format
99,999 the data 7497 is printed as 07,497 and the data 74
prints as 00,074.
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() Puts parentheses around a number if it is negative;
otherwise, substitutes spaces. The parentheses must be the
first and last characters in the format definition. For example,
if you use the format (****.99), the data -74.97 prints as {two
spaces)(74.97). As with the $ and -, be sure to leave enough
spaces in the format for the largest number you expect to
have plus the minus sign and the $ if you also use it. For
example, in order for the data -12345.67 to print correctly as
a dollar amount, the format must have 6 characters within the
parentheses before the decimal point. The shortest format for
this example would be ($$5$$$$.99).

The characters above are the only characters you can use ina number
format. If you use other characters, the results are unreliable,

If data is longer than the format specified for it {except for extra digits after the
decimal polnt), WordStar prints in the form document a series of question
marks the width of the format.

Messages while printing

You can use the .DM and .CS dot commands in a document to affect the
screen display while you print the document. They are useful for displaying
messages that explain what's going on while you're printing. .CS clears the
screen and .DM displays a message. These commands allow you to do the
following:

s Show how much of a document has been printed.

= Display the data that’s being inserted into variables during merge printing.
» Give reminders and instructions to the person doing the printing.

For example, you can type the following dot command at the beginning of
Chapter 3 of a document.

.DM Chapter 3 is being printed now.

The following example shows how you can use these commands in merge
printing when you have a long question or answer.
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.CS Type the data for "union name” after the question mark.
AV "2 union-name
.DM Thank you.

During printing, when WordStar encounters the .CS command it clears the
screen and displays

Type the data for "union name” after the question mark.
?

After you type the data and press Return, it displays
Thank you.

See also Merge printing.

Microjustification

Many printers are capable of microspacing. With justified text, microspacing
spreads the white snace between words {and sometimes between the letters
of each word) as evenly as possible. This is known as microjustification.

Some printers microjustify very slowly. You may want to turn
microjustification off to speed things up. Use the .UJ off command to turn off
microjustification; use .UJ on to turn it back on.

The default setting for microjustification is dis for discretionary. With the dis
setting, the printer driver decides whether to microjustify or not. Printers that
microjustify slowly won't microjustify unless you use .UJ on.

You can use WSCHANGE to permanently change the default. See Appendix
C, “Customizing WordStar.”

212



Reference Guide

N

Naming a file

See Files.

Near letter quality printing

In addition to a draft-quality print, many dot matrix printers also have a high-
guality print that is referred 1o as “near letter quality” or “correspondence
quality.”

The .LQ on/off dot command turns near letter quality printing on and off for
those printers that have this capability. The default setting is on.

Near letter quality printing is often slower than draft quality printing. For quick
drafts of your docurments, use .LQ oft. You can also change the default with
WSCHANGE. See Appendix C, "Customizing WordStar.”

TIP .LQ O (zero) is the same as .LQ off; LQ 1 (one) is the same as .LQ on.

Nesting and chaining

With the .FI dot command, you can link files for printing. You can chaln them
so that they print one after the other, or nest them, inserting cne inside the
other. The files are connected only for printing; their contents remain
separate. .Fl also works with the index and table of contents functions,
aflowing you to index a document that is made up of several files.

The .FI command means “insert a file here when printing.” You can put the
command anywhere in a file. Just be sure to start it in column 1, as you do
any dot command. Note that because you can't put the .Fi in the middle of a
line, nesting can't begin in the middle of a line, either.

To insert a file, type .FI followed by the name of the file you're chaining or

nesting. If the file is on a different drive or user numbser, include the drive letter
and number, as in the examples shown below.
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.Fl b:part2.pkg
Fl 10d:partd.pkg

CAUTION Make sure you never remove your WordStar program disk
whey you change disks.

if the file is on a different disk, use the ¢ (or change) option. During printing,
WordStar pauses and prompts you to insert the new disk. For example:

Fi b:addendum.pkg ¢

To chain files, put the .Fl at the ends of the files. If you want the next
document to begin on a new page, use .PA to insert a page break just above
the .Fl command.

To nest files, put the .Fl where you want the next file to be inseried into the
present one. Once the nested file is printed, printing of the original file
resumes where it left off,

You can nest one file inside another, and those two inside a third, and those
three inside a fourth, and sc on. This causes all the nested files to be printed
before the first one is finlshed. You can nest as many as eight flles one inside
the other. Beyond that, any additional nesting commands are ignored.

You can use elther the P (print a file) command or the M (merge print)
command at the Opening Menu to chain and nest documents. Use M when
you're merging data files with the documents,

At the Document to print? prompt, name the first file in the series. The .Fl
commands will cause WordStar to insert all the others on cue,

You can make a command file of .Fi commands instead of putting them in the
document. For example, if you have a document with five chapters, you can
create a command file called BOOK.ALL, as shown below.

.Fl b:chapter1
.Fl b:chapter2
.Fl b:chapter3
.Fl b:chapter4 change
Flb:chapters
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To start the printout, print the command file, BOOK.ALL. WordStar reads the
file and prints each chapter on cue. Note that Chapters 1, 2, and 3 are on the
first “b:” disk, and chapters 4 and 5 are on the second. Because of the disk

change on the fourth line, the BOOK ALL command file cannot be on drive B.

WordStar numbers chained and nested pages consecutively as if you were
printing one long file.

The nesting level is very important during merging of data files and
documents. The printout repeats only the file where the ,DF command is.

See also Command files and Merge printing.

Nondocuments

See Documents and nondocuments.

O

On/off commands

See Toggles.

Onscreen Format Menu

This menu contains commands that change the shape of the document on
the screen and on the printout. It Is available only in document files. The
commands are grouped under four headings, MARGINS, TYPING, DISPLAY,
and TABS.
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ON-SCREEN FORMNAT

NARGENS TYPING DISPLAY
L seid left ¥ furn vord wrap of D turn print controls off
R set right J turn right justify off H turn hyphen help on
X release E enter sof't hwyphen B turn soft space marks on
T turn reler off G temporary indent 1485
F ruler from text § set line spacing I set tab stop

0 ruler to text C center line at cursor M clear tab stop

To see the Onscreen Format Menu, press ~0. You can choose any of the
commands from the menu by pressing the corresponding key. To cancel the
menu without choosing a command, press the Spacebar.

WordStar displays the menu only if the help level is set to 2 or 3. You don't
need to see the menu in order to use its commands. Just enter the three
keystrokes quickly and the menu doesn’t appear. If the help level is setto 0 or
1, the menu does not appear.

MARGIN commands allow you to work with left and right margins and rufer
lines. See Margins and Ruler lines.

TYPING commands allow you to use several formatting features. See
Centering text, Hyphenation, Indenting, Justification, Line spacing, and
Word wrap.

DISPLAY commands allow you to control the display of commands and
hyphen help, See Hyphenation,

TABS commands allow you to set and clear regular and decimal tab stops.
See Tab stops.

Opening a file

See Creating a document or nondocument and Editing.
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Opening Menu

The Opening Menu appears when you start WordStar, it contains commands
that allow you to start operations on files.

OPENING HENLU

D open 2 document L change logged drive/directory
N open a nondocument C protect a file

P peint a File E rename a file

M merge print a file 0 copy a file

S check spelling of documemt ¥ delete a file

I index a document F turn directory off

T table of contents Esc shorthand

¥ exit WordStar R run a program

J help ’

To choose a command at the Opening Menu, just type the command letter,
To cancel an Opening Menu command before starting the operation, press
“U.

For more information on the Opening Menu commands, see the appropriate
“Reference Guide” entries.

Overprinting

You can overprint a character using the “PH command, and you can
overprint & line using the P Return command. These commands are
described below.

Command Function

“PH Overprints a character. Two characters are printed in one
space. After you type the first character, press "PH. The
symbol “H appears at the cursor position, Then type the
character to overprint. When you print, the character after the
“H prints on top of the previous character.

To overprint more than two characters, press “PH again
before each additional character.
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If you overprint with the same characters frequently, you may
want to use WSCHANGE to enter sach character into the
Auto Backspace table, After that, every time you type the
character, WordStar automatically types “PH before it so that
it will overprint the previous character. See also Appendix C,
“Customizing WordStar.”

“P Return Overprints a line. Two complete text lines are printed on top
of each other. First, type either of the lines. Don't let the line
wrap to the line below; instead, end the line by pressing ~P
and then Return. A hyphen appears in the flag column. Then
type the next line, and end it by pressing Return. When you
print, the two lines appear on one line.

To overprint mora than two lines, press “P Return at the end

of each line to be overprinted (that is, before the line to
overprint it).

P

Page breaks

A page break is the division between two pages. It's shown on the screen as a
line of hyphens across the screen ending with a P in the flag column. Thig line
doesn't print. The line right after the onscreen page break prints as the first
line of the next page.

WordStar counts the number of lines on a page and inserts page breaks
automatically. You can also insert page breaks anywhere you want to begln a
new page. To force a page break, use the .PA dot command. When you type
.PA and press Return, a page break appears on the next line.

You can alsc insert a conditional page break, which is used only if necessary
to keep a certain number of lines together. Conditional page breaks allow you
1o keep atabie or chart on one page or 1o prevent a paragraph from breaking
at the wrong place. Above the first line affected, type the .CP dot command
followed by the number of lines to keep together. For example, if you type .CP
4, and there are only three lines available on the page below the command,
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the page break is inserted at the command. If there are more than four lines,
the page break is where it normally would be.

CAUTION Ifyou chain or nest files, or use print formatting commands for
merge printing, the onscreen page breaks may not match those on the
printout. This is bacause WordStar has no way of knowmg how many lines
will be in the inserted file or inserted data.

See also Page length.

Page length

Page length is the total number of lines on a page. At the default line height of
6 lines per inch, a standard 11-inch page has 66 lines, which is the WordStar
default page length.

The number of lines that actually print is determined by the page length in
combination with the line height and the top and bottom margins. With all the
defaults (page length of 66 lines, line height of 8/48 inch or 6 lines per inch,
top margin of 3 lines, and bottom margin of 8 lines), each page contains 55
lines of text, not including footers or headers.

You can use the .PL dot command to change the page length. Type .PL
followed by the new number of lines in a page. For example, .PL 84 gives you
a page length of 84 lines, the number on alegal-size (14-inch) page (6 lines
per inch times 14 inches).

Changing the line height or the top or bottom margin aiters the number of
lines of text that can fit on a page. Smaller line heights and top and bottom
margins mean more lines of text. WordStar automatically figures out the
number of lines that can fit on a page. Dot commands that affect page breaks
can be used wherever they are needed.

TIP Todetermine how many lines of text will fit on a page, first subtract the
top and bottomn margins from the page length. If your line height is not 8/48
inch (6 lines per inch), multiply the result by 8 and divide by the line height.
The exarmple below calculates the number of text fines for a page length of 66
lines, top margin of 3, bottom margin of 8, and line haight of 10/48 inch.

(66-3-8)*8/10 = 44
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See also Line height, Margins, and Page breaks.

Page numbers

WordStar keeps track of a document’s page numbers during editing and
printing. When you edit, the current page number is displayed in the status
line, following the letter P. Page breaks show where each page ends and the
next begins, (Page numbers are not used with nondocuments.)

To move to a specific page, press “Ql, then type the page number and
press Return. WordStar stops at the first line it encounters for that page. If
WordStar moves forward to find the page, it stops at the beginning of the
page. If it moves backward, it stops at the end.

To change the page number that will be printed on a page, use the .PN dot
command. Type .PN foliowed by the new page number; for example, .PN 21.
This command is useful if you split a document into several files and want to
set consecutive page numbers from one file to the next. It can also reset page
numbers after a table of contents or other unnumbered section. You can use
as many .PN commands in a file as needed.

If you use the .FI command to insert another file during printing, or if you use
print time reformatting for merge printing, page numbers on the screen don't
necessarily match those printed because WordStar doesn't know how many
pages are in the file until it's printed.

WordStar usually prints the page number in a special footer line. Four dot
commands control the printing of this default page number. They do not affect
the page numbers you put in your own footers and headers. These dot
commands are described below.

Command Function

.PC Prints the page number In the specified column. Type .PC
followed by the column number. The default Is colurmn 28,

0P Omits printing of page numbers.

PG Turns printing of page numbers back on. This command is
needed only if you previously used .OP to turn printing of
page numbers off.
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PN Numbers the current page as specified. Type .PN followed by
the number to assign to the page. If you previously used .OP,
this command also turns printing of page numbers on.

If you enter your own footer, printing of the default page number is
automatically turned off. However, you can print page numbers in your own
footers or headers. Put a number symbol 1(#) in the footer or header text at
the spot where you want the numbers to print.

See also Footers and headers and Appendix B, “WordStar Examples and
Tips.”

Paragraph margins

The paragraph margin is a special left margin used only for the first line of
paragraphs. It is useful both for indenting the first line of each paragraph and
for “hanging” indents, where you want certain numbers or other characters to
“hang” out to the left of the rest of the text.

To set a paragraph margin, type .PM followed by the column number where
you want the first {ine of each paragraph to begin. For example, if you type
JPM 5 and your left margin is at one, the first line of each paragraph is
indented to column 5. The remaining lines of each paragraph begin at
column 1.

If your left margin is set to ¢olumn 4 and you type .PM 1, the first line of each
paragraph starts at column 1 and the remaining lines start at column 4. You
can write a humbered list using these settings; the numbers stand out to the
left of the text.

To stop using the paragraph margin, type .PM 0 (zero) or .PM Return. In text
below this command, the margin for the first line of a paragraph is the same
as the normal left margin.

Pause printing

QOccasionally you may want your printer to stop while printing a document.
For example, you might want to change the print wheel or insert an envelope.
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You can Insert the print control command “PC into your text to cause a pause
in printing. Press “PC at the spot you want printing to pause. “C appears on
the screen. When WordStar is printing the file and encounters this print
contral, it pauses. When you are ready to resume printing, press C.

You can also pause between pages by answering Y at the Pause between
pages print option when you start printing.

Phantom space and rubout

Print wheels often have a special character or two that are called “phantom

characters” bacause they're not shown on standard keyboards. “PF prints

the phantom character at a print wheel’s hex code 20 (space) position. “PG
prints the character at hex code 7F (rubout) position.

“PF and “PG also print some special characters on dot matrix printers and
laser printers. You can change the phantom characters for these printers
using WSCHANGE. See Appendix C, “Customizing WordStar.”

When you press “PF or "PG, "“F or "G appears on the screen. When you
print the file, the phantom character is printed at that location.

Pitch

Pitch is the number of characters in an inch of text. WordStar’s default normal
pitch is 10, which is appropriate for pica type. It's expressed as 10 characters
per inch (cpi). WordStar's defauilt alternate pitch is 12 cpi, for elite type.

On wheel printers, when you change print wheels from pica to elite and back,
it's usually best to change pitch, too.

To change to the alternate pitch (12 cpi), press “PA. To return to normal pitch
(10 cpi), press “PN. When you use one of these commands, print control
characters appear on the screen, but the onscreen pitch doesn't change.

To change the pitch on wheel printers, you must stop the printer and change
the print wheel. To pause printing, enter “PC in your document, immediately
before or after the change pitch command. During printing, when the printer
pauses, switch the print wheels. Then press C to resume printing. See also
Pause printing.
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Be careful to coordinate left and right margins with pitch. On the screen, both
pitches show 65 characters on the default line (left margin at 1, right at 65).
But in the printout, the pica line will be 6-1/2 inches long (65 divided by

10 ¢pi}, while the elite line will be only 5-1/2 (65 divided by 12 cpi).

The number of characters per inch of a pitch is determined by the character
width. You can change character width within a document by using the .CW
dot cornmand. This cornmand sets the character width of whichever pitch is In
force when you type the command. For example, you can set the alternate
pitch to 15 ¢pi by changing to alternate pitch ("PA) and typing .CW 8 on the
next ling. Normal pitch is still 10 cpi, but you can change it too with another
.CW command after you enter “PN to switch back.

You can also change the default character widths of normal and alternate
pitch using WSCHANGE. See Appendix C, “Customizing WordStar.”

See also Character width.

Place markers

Place markers can help you find your place in long files. Special commands
allow you to set place markers and to move the cursor guickly to a marker.
You can put up to ten place markers In a file.

To insent a place marker, move the cursor to the spot you want marked. Then
press “K foliowed by a number from 0 1¢ 9. The number appears highlighted
on the screen. '

To move the cursor from anywhere in the file to a place marker, type ~Q and
the appropriate number. The cursor moves to the place marker,

You can hide the display of place markers and block markers by using the
command “KH. If you set a place marker when you previously used “KH to
hide the display of a marked block, WordStar redisplays the marked block
and all place markers until you press “KH again.

To move a place marker, move the cursor to the new location and set the
marker there. The marker disappears from the old location.

To remove a place marker, move the cursor to the marker and type “K and
the number for the marker.
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Place markers are in effect only as long as you are editing the file. They are
not saved when you leave the file.

Previewing

See Printing to disk.

Print Controls Menu

This menu contains commands that affect the printed document, The
commands are grouped under two headings, BEGIN & END and OTHER.

PRINT COHTROLS HEHU
BEGIN & END OTHER
k bold X strike out H overprint char 0 binding space
S underline D double strike  RET overprint line C print pause
U subscript Y 1tallcsscolor F phanton space 1 tolumn tab

T superscript R indexing G phantom rubous @ fixed positlon
QW E R custon N normal pitch
L form feed A alternate pitch

To see the Print Controls Menu, press “P. You can choose any of the
commands from the menu by pressing the corresponding key. To cancel the
menu without choosing a command, press the Spacebar.

WordStar displays the menu only if the help level is set to 2 or 3. You don't
need to see the menu in order to use its commands. Just enter the three
keystrokes quickly and the menu doesn'’t appear. If the help level is set to 0 or
1, the menu does not appear.

BEGIN & END commands control features that you can turn on and off, like
boldface and underlining. See Boldface, Color, Double strike, Indexing,
ltalics, Strikeout, Subscript and superscript, and Underlining.

OTHER commands control other printing functions. See Binding space,

Custom print controls, Form feeds, Overprinting, Pause printing,
Phantom space and rubout, Pitch, Proportional spacing, and Tab stops.
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All print control commands are displayed on the screen in your text. For
example, “PB is displayed as "B and “PH is displayed as “H. The text
affected by some print controls is also highlighted. You can use “0D to sea
your text without the print control characters. :

Printer drivers

WordStar works with many wheel printers, dot matrix printers, and laser
printers. For each supported printer, there is a printer driver, which is software
that has the appropriate information to make WordStar work with the printer.

For example, the driver named ML84 is designed to work with the Okidata
Microline 84 Dot Matrix Printer. The driver takes advantage of the printer's
correspondence mode to produce correspondence-quality print.

Earlier versions of WordStar had only two printer drivers: one for daisy wheels
and one for non-daisy wheels. WordStar’s new drivers are much more
capable than the older drivers. In fact, many of the things you could do only
on daisy wheel printers now work on dot matrix printers also (for example,
changing character width and line height with the .CW and .LH dot
commands}. The new SIMPLE and CUSTOM drivers are the closest
equivalents to the old WordStar drivers.

During installation, you install a default printer driver (see “Starting”). Each
time you print a file, WordStar displays the hame of the default printer driver
when it asks you for the printer to use. You can change the default printer
driver using WSCHANGE.

You can also tell WordStar at print time which printer driver to use to print a
file. Just name the driver ¢r select it from the list of printers at the Name of
printer? option.

Because it Is impossible to include printer drivers for every printer, WordStar
provides several printer drivers that are not for specific printers. These drivers
include three “generic” printer drivers, DRAFT, TYPEWR, and AUTOLF, for
draft, typewriter, and auto line feed. With most printers, you can use one of
these three drivers. Two other printer drivers, CUSTOM and SIMPLE, allow
you to customize your output using WSCHANGE. All these printer drivers are
described below.
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The AUTOLF printer driver is designed for printers that always advance the
paper one line (a line feed) when the carriage is returned. In order to produce
WordStar print enhancements, the printer must be able to backspace.
WordStar normally produces line feeds itself. This driver tells it not to send line
feeds because the printer does It.

The DRAFT printer driver s designed for printers that can perform a cartlage
return without a line feed. This driver will allow a printer 1o produce most of
WordStar's print enhancements by overprinting a line.

The TYPEWR printer driver is designed for printers that can backspace one
character at a time. [t also allows a printer to produce mest of WordStar’s print
enhancements by overprinting characters.

The CUSTOM and SIMPLE drivers allow you, in assence, to build your own
printer driver. You can use WSCHANGE to install the control sequences
recognized by your printer for boldface, underlining, and other print
enhancements.

The SIMPLE driver is really simple, As it encounters print controls in the text, it
sends the control sequence that you have defined for that control. SIMPLE
makes one pass through the line from left to right. Many printers, however,
aren't quite that easy to use. There are interactions between the various print
controls, so if the SIMPLE driver doesn’t produce the results you want, you
may want to try the CUSTOM driver instead.

The CUSTOM driver is more sophisticated than the SIMPLE driver in that it
can usually compensate for a missing control sequence in some way. For
example, if you don't define control sequences for turning boldface on and
off, the CUSTOM driver will instead overstrike the iine several times. The
SIMPLE driver, on the other hand, would not be able to print any boldface at
all.

The best thing to do is to install as many strings as possible into WordStar and
then try both SIMPLE and CUSTOM to see which one works better for your
printer.

You have to enter many of the characters in your control sequences in

hexadecimal notation, Check your printer manuat very closely for the correct
sequences.
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If someone you know has already set up their printer for one of the drivers,
you can easily transfer their control sequences to your copy of WordStar with
the auto patcher.

See also Appendix C, “Customizing WordStar.”

Printing a file

To print a file, press P (regular printing) or M (merge printing) at the Opening
Menu.

WordStar displays the prompt Document to print?. Type the filename and
press Return. The seven print options appear, one at a time. At each print
option, you can type an appropriate response and press Return, or you can
just press Return to select the default for the option.

If you press Esc instead of Return after entering the filename or at any of the
options, the defaults are used for any remaining options, and WordStar prints
the file immediately.

The print options and their defaults are described below.

Number of copies? You can print more than one copy of the document. The
default is one copy.

Pause between pages? If you need to feed individual sheets of paper to the
printer, you must pause between each page, so press Y for yes. The default is
no.

Use form feeds? If you want WordStar to use form feeds when moving to the
next page of a printout, answer Y for yes. The default is no.

Starting page? You can start printing at any page. The default is page 1.

Ending page? You can end the printing at any page. The default is the end of
the document.

Nondocument? To print a nondocument, press Y for yes. WordStar uses the
defaults for the page layout. You can also print a document as if it were a
nondocument, which means that all the dot commands are printed and not
executed. The default is no.
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Name of printer? You can use more than one printer with WordStar. Tha
default is the printer you chose during installation (or with WSCHANGE). A
menu of printer drivers appears below the prompt. To select a printer other
than your default, you can type a printer driver name and press Return. See
also Printer drivers.

TIP To print a fife to disk instead of on a printer, type the symbol > and then
a filename after the printer name. See also Frinting to disk.

After you answer the last prompt (or press Esc), printing begins.

FRINTIHG
P pause * cancel printing
C continge after pausing

Messages appear below the Printing screen commands. The commands are
described below.

Command Function
P Pauses printing temporarily.
C Continues printing after a pause.
U I'\C“‘iarlcels printing completely and returns you to the Opening
enu.

During printing, the Printing screen status line shows the page number that is
currently printing. it also shows the copy number that is currently printing.
This is useful if you are printing more than one copy of a document,

Unlike eatier versions of WordStar, WordStar 4 cannot print one file while you
are editing ancther. This feature was eliminated for two reasons, First, all the
other new features required additional memory. Second, background printing
does not work well on most CP/M computers. If you need to edit a file while
printing out another, you may find that a hardware printer buffer will do the job
for you. This device is placed between your computer and printer. WordStar
quickly prints into the buffer, thus allowing you to work on ancther file. While
you do so, the buffer gradually empties to your printer.
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See also Appendix C, “Customizing WordStar.”

Printing multiple copies

You can print a file as many times as you want in one printing session. In most
cases, the best way to print muitiple copies is to use the Number of copies?
print option. See Printing a file.

The .RP (repeat printing) command also prints multiple copies of a file, Use it
instead of the print option if you want to make sure the file Is always printed a
certain number of times or if you want to prinit multiple copies of a file that is
nested or chained in another file. Type .RP followed by the number of times
you want the file to be printed, for example, .RP 5.

Don't use .AP In a master document that uses a data file. If you want to print
multiple copies of each copy of the form document, use the Number of
copies? print option. .

Printing to disk

Sometimes you may want to “print”’ a document into a file on disk rather than
printing it out on paper. For example, you can use this function to make surg
that your merge print letters will turn out the way you expect.

You can print to disk either by using one of three special printer drivers or by
adding a filename when you choose a printer at the Name of printer? print
option. Both methods are described below.

The special printer drivers

WordStar allows you to choose any of three “printers” that make disk files
rather than sending text to a regular printer. They are named PRVIEW, ASCII,
and XTRACT. You can select one by typing its name in response 10 the last
print option, Name of printer?.

The PRVIEW printer driver produces a file named PRVIEW. WS, which looks as

much like an actual printout as possible, with headers and footers and with
data inserted if you are merge printing. it begins with the .PL command so
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that the page breaks will appear in the proper spots when you later look at the
file in document mode. Each line ends with a hard carriage return.

The ASCII printer driver produces a file named ASCILWS, which is an ASCII
version of the document with all print controls, dot commands, and high-order
bits on characters removed. Each line ends with a hard carriage return.

The XTRACT printer driver produces a file named XTRACT.WS. This file is
similar to PRVIEW.WS, but does not contain headers, footers, or page breaks,
and does have soft carriage returns. This format allows you to perform some
simple manipulations on text and data files. For axample, you might have a
large data file with several fields, like the following example,

Angela Medina, "Manager, Acquisitions®, Paint City

1234 Hackitt St., Newark, NJ, 08055

Robert Power, , Farmer Store, 11 Locust Way, St. Louis
MO, 65212

Franca Long, Senior Buyer, "Fashions, Inc., 1100 Vine St,
Hollywood, CA, 90023

Greg Hall, , , 1234 Klamath Road, Portland, OR, 97512

You can use the XTRACT printer driver to make another data file that contains
only information from the “name” field of the file above. If the file above is
named FORM1.DTA, you can make a document for merge printing named
FORM1.LTR as shown below,

0P

.DF form1.dta

.RV NAME,TITLE,COMPANY,ADDRESS,CITY,STATE,ZIP
&NAME&

Note that this file ends with a carriage return after &NAME& so that each
name will print on a separate line.

When you merge print FORM1.LTR and ask WordStar to use the XTRACT
printer, the output file is named XTRACT.WS and contains the information
shown below,

Angela Medina
Robert Power
Franca Long
Greg Hall

230



Reference Guide

The files PRVIEW.WS, ASCILWS, and XTRACT.WS are created each time you
use the PRVIEW, ASCII, and XTRACT printer drivers. If youwant to keep a
copy of ons of these files, rename it before using that printer again.
Alternately, you can give one of these files a different name by specifying it
when you choose the printer driver at the Name of printer? print option, as
explained in the next section, "Sending printer-formatted output to afile.” in
the example above, to name the output file NAME.DTA, type

xtract > name.dta at the Name of printer? option.

See also Printer drivers.

Sending printer-formatted output to a file

You can tell WordStar to run a file through a specific printer driver and send
the output to a file, rather than sending it to the printer. To do this, answer all
the printer prompts, At the last prompt, Name of printer?, first type the printer
name, then the > symbol, then a fitename, For example:

Name of printer? ML84 > OUTPUT.DOC

In this example, WordStar creates a file named OQUTPUT.DOC on the disk.
This file contains all the text of the document, along with any special
characters WordStar normally sends out to control an Okidata Microline 84
printer, :

You can use this feature if you're word processing on a computer not
connected to the printer. it produces a copy of the document formatted with
all the proper codes for the printer. You can then take the file on a floppy disk
to a computer connected to the printer and print the file using the PIP
command. For the example above, if your printer port is LST:, type

PIP LST:=QUTPUT.DOC.

Print options

See Printing a file.
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Prompts

A prompt is an onscreen message that asks you to type an answer or gives
you directions.

In answering a prompt, you can sometimes type as many as 80 characters.
When you reach WordStar's limit or the right edge of the screen, the cursor
stops.

TP Sometimes when the cursor stops at the right edge of the screen, you
have not reached the 80-character limit. To enter a long response, you can
enter the right portion of the response first. Then use ~§ to mave to the left
and insert the feft portion.

For many prompts, you can use the "R (repeat) command to repeat the
information entered the previous time you saw a similar prompt. [t’s handy for
specifying the same filename for several different functions. For example, if
you edit a document and then want to print it right away, press “R when
you're asked for the name of the document to print, instead of typing the
name.

Proportional spacing

Proportional spacing means that each character is allocated space that is
proportional to the character’s actual width. For example, an i is narrower
than an m, so it is allocated less horizontal space in the line when printed. In
monospacing (nonproportional spacing), all characters are allocated the
same horizontal space regardiess of the actual character width.

Some of the printer drivers in WordStar support proportionally spaced
printing. Use the .PS on dot command to turn on proportional spacing and
use .PS off to turn it back off.

WordStar uses a character-width table in the printer driver to determine how
much space to allocate for each character. However, the character-width
tables are not available to WordStar while you are editing a document, so
WordStar assumes the characters are monospaced during editing.

If you turn justification on or off in proporticnally spaced text, always use the
.0OJ command. If you use ~0J, your text may print incorrectly.
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At print time, when the printer driver encounters the .PS on command, it
selects the most appropriate proporticnal typeface from those available on
the printer. The selection is based on the character width (.CW) currently in
effect. if right justification is on, WordStar deterrmines the width of a line by
multiplying the “'normal” character width (usually 12/48 inch, or .CW 12) by
the number of characters in the line. The printer driver then adjusts the spaces
between words and the spaces between characters to fill the line,

If you have many words or phrases in uppercase, or if you want your text less
densely printed, you should choose a larger character width. If your text looks
like It is “spread out,” choose a smaller character width.

You can use WSCHANGE to change the proportional character-width tables
for a printer driver if necessary. The most commaon widths are used as the
defaults.

See the READ.ME file to find out what your printer can do.

TI1P Inproportionally spaced text, columnar text such as tables does not
necessarily line up on paper the way it does on the screen. You can use the
“P@ command to print the text in a specific position. Place the cursor in the
column where you want the text to start and press “P@. @ appears on the
screen (it won’t be printed). Type the text. In the example below, if you want
the text to start in columns 8 and 30, move to column 8 and press “P@, then
type testing. Move to column 30 and press “P@, then type does and

press Return. On the next fine, in column 8 press ~P@ and type column, and
in column 30 press “P@ and type this. Follow the same procedure on the
third line for alignment and work?,

“@testing “@does
~@column ~@this
~@alignment “@work?

Protecting a file

You can protect a file so it can’t be Inadvertently changed, and you can later
unprotect it. Protect your own files if you share disks with other operators.
Protect master versions of form documents, and final drafts of any
documents. You can protect both documents and nondocuments.
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To protect a file or to remove the protection later, press C at the Opening
Menu. Then type the filename (including drive letter and user number if
necessary) and press Return. WordStar shows whether the file is currently
protected or not and asks if you want to change it. If you press Y, the status
changes to its opposite. Pressing N or “U cancels the operation.

When you edit a protected file, protected versions of all the menus appear
instead of the regular menus. The protected menus have fewer commands
than the regular menus. All commands that would enable you to change the
file have been removed. You can read a protected file and copy it, but you
can’t add or delete anything.

The protected menus also appear when you edit a file that has the filename
extension of .BAK. Backup files are automatically protected from changes as
a safety measure.

Protecting files is useful with multi-user systems. If you are running WordStar

on a mulii-user system, contact MicroPro for information about multi-user
systems and site licensing.

Q

Quick Menu

This menu contains quick versions of many Edit Menu commands. It also
contains commands for finding and replacing and math. The commands are
grouped under four headings, CURSOR, FIND, ERASE, SCROLL and
OTHER.
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QUICK HENU
CURSOR FIND OTHER SPELL
E upper left P previous F find text U align paragraphs L check rest
X lower right U last find A {ind/replace H math @ repeat N check word

S left side B beg block G char forward  ERASE 0 enter vord
D right side K end block H char back Y line to right SCROLL

R beg doc  ©@-9 marker I find page Bel lire tao left W up, repeat
C eMd doc 7 char count  (or line) T to character & doun

To see the Quick Menu, press ~Q. You can choose any of the commands on
the menu by pressing the corresponding key. To cancel the menu without
choosing a command, press the Spacebar.

WordStar displays the menu only if the help level is set to 2 or 3. Youdon't
need to see the menu in order to use its commands. Just enter the three
keystrokes guickly and the menu doesn’t appear. If the help level is setto 0 or
1, the menu does not appear.

CURSOR commands are Quick Menu verslons of several Edit Menu cursor
commands. They move the cursor over greater distances than the
corresponding commands without the Q. See Cursor movement and
scroliing,

FIND commands find and replace text. See Finding and replacing.

ERASE commands are Quick Menu versions of several Edit Menu erase
commands. They erase parts of lines and all text to a specific character. See
Deleting text.

SCROLL commands scroll the text continuously. See Scrolling.

OTHER commands align an entire document, access the math functions, and

repeat other commands. See Aligning a paragraph, Calculator, and
Repeating.
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R

Reforming a paragraph

See Aligning a paragraph.

Renaming a file

To rename a file, press E at the Opening Menu or “KE while editing, WordStar
asks for the file's current name. Type the name and press Return. Include a
drive letter or user number if necessary. WordStar asks for the new name.
Type the new name and press Return.

Repeating

The repeat command, ~QQ, continuously enters an Edit Menu command ora
keyboard character until you stop it. You can use it for a repetitive task, such

as scrolling screen by screen toward the end of the file (*QQ"C).

To begin repeating, press “QQ, followed by the command or character to be
repeated. The cursor moves through the file, repeating the specified action.

Te stop repeating, press the Spacebar.

To vary the speed of the repeat command, use the number keys at the top of
the keyboard. Press 0 for the fastest repetition, 9 for the slowest, or ancther
number between 0 and 9 for the speed you want.

CAUTION /fyoudon'tpress Cirl as you enter the command to be
repeated, the character repeats instead. For example, ~QQ"C scroils down
screen by screen. “QQC repeats the character C.

Replacing

See Finding and replacing.
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Return key

The Return or Enter key (or the command ~M) moves the cursor to the next
line. When Insert is on, Return inserts a hard carriage return {the symbol < in
the flag columny) at the end of the line. When Insert is off, Return provides
cursor movement only,

CAUTION Whenword wrap is on during normal typing, the cursor
automatically moves to the next line when it reaches the right margin. This
type of return is called a soft carriage return. During paragraph aligning,
WordStar adds soft returns where they're needed and erases those that are
not needled. Don't press Return at the end of a line unless you want a hard
return at that point.

Pressing Return also signifies the end of a response to a WordStar prompt.

Ruler lines

The ruler line is a display of a document's left and right margins and tab stops.
Itis displayed at the top of the screen during editing. Ruler lines are not used
with nondocuments,

WordStar's default ruler line is shown below. It's designed for pica type and

8 1/2-inch-wide paper. It has the left margin at column 1, the right margin at
column 65, and tab stops every five spaces beginning at column 6. It has no
paragraph margin and no decimal tabs.

IR TR TR TR N U N S U U OO W

The ruler line can contaln the following characters:

Character Meaning
L Left margin
R Right margin
P Paragraph margin
! Tab stops
# Decimal tabs
. Columns between the margins
v Temporary indent
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The example below shows a ruler line for text with the left margin in column 1,
the paragraph margin in column 6, the right margin in column 31, tab stops in
columns 11 and 13, and a decimal tab stop in column 26,

(R e B #—R

The ruter fline can be displayed at all help levels. Press ~OT to turn the display
of the ruler line on and off. You don’t have to display the ruler line to change it.

When you change the left or right margin, the paragraph margin, or a tab
stop, the ruler line changes to show the new margin or tab. If you change a
tab stop or use “OL or “OR to change a margin, the new ruler line is in effect
throughout the document until you change it. If you use the .LM, .RM, or .PM
dot command to change a margin, the new ruler line is in effect in the file
below the dot command line. Above the dot command line, the previous ruler
line is in effect.

When you use ~0G to set a temporary margin, the ruler line shows the
temporary margin with a V as long as it's in effect.

You can embed a ruler line in the text so it's in effect in the text below it and is
stored with the file. Every time the cursor moves below an embedded ruler
line, the document's margins and tabs automatically change to those in the
ruler line. An embedded ruler line is entered with the .RR dot command. There
are two ways to enter a .RR ruler line.

s Type the entire ruler line. Start by typing the .RR command. Then, on the
same ling, type the ruler fine itself, using the symbaols shown above. To set
the left margin at column 1, type a hyphen immediately after the
command; do not use an L. To set the left margin in column 2 or 3, use an
overprint line (with “P Return) and type the L in the desired column. To
put the left margin further to the right, type an L in the appropriate column.

In the first example below, the .RR ruler line shows the left margin in
column 1, atab at 8, a decimal tab at 12, and the right margin at 15. Inthe
second example, the left margin is in column 6 (two spaces are between
the second R and the L) and the right margin at 15.

RR—}e#--R

.RR L———-R
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n Press "Q0 to insert a copy of the current ruler line into your text. The first
three characters in the ruler line are changed to .RR. If the left margin was
in column 2 or 3, it is changed to column 1.

TIP You can create a ruler file to store the ruler lines you tse most
frequently, along with related formatting instructions. Use KR to read the
rufer file imto documents later and erase the ruler lines you don't want.

You can use the “OF command to use a ruler line in the text. First type a ruler
Hine in your document (without the .RR). Begin tha ruler line with .. or IG so it
won't be printed when you print the file. Then put the cursor anywhere on your
ruler line and press “OF. WordStar reads the ruler line and changes the
current margins and tabs to the ones you typed.

if you press “OF when the cursor is In a line of regular text rather than in a
ruler line, WordStar changes the left and right margins to correspond to the
left and right margins of the text line.

See also Indenting, Margins, and Tab stops.

Running a program
You can run other programs from the Opening Menu {using the R command).
To run a praogram, you must first:

s Be sure WS.COM is on the logged drive. (It's okay to use a WS.COM with a
different name that has been re-installed using WSCHANGE.)

= Be sure the other program’s file type is .COM. It doesn’t have to be on the
logged drive. WordStar looks for the COM file to run first on the currently
logged drive and user number, and then on drive A, user 0 (unless you
have installed another default using WSCHANGE).

At the Opening Menu, type R. In response to WordStar's prompt, type the
program’s name and Return. Precede the prograrm name with a drive name, if
it’s on a different drive. Follow the program name with any information that the
program requires. Thereafter, use the program exactly as if you had used it
from the operating system prompt.

239



Reference Guide

When the program is finished, type any key on the keyboard. WordStar will
return to the Opening Menu,

WordStar actually loads the program into memory and starts it running, just
like the operating system would. But WordStar keeps a small resident
program in memory, so control can return to WordStar when the program is
finished.

The most common use of the run a program command is to check file size
and disk space with status and extended directory programs. However, you
cannot run the “built-in” CP/M commands (DIR, ERA, REN, SAVE and TYPE}
because they are not .COM files.

Another common use is to run word processing accessory programs such as
spelling and style checkers.

S

Saving a file

Saving a file stores it on the disk.

When you open a doecument, the original file actually stays on the disk while

you work cn a copy in the computer’s working memory. When you save the

document, the copy in memory (with all your changes and additions) goes

back to the disk and replaces the original file. The original file is saved as the

backup file, with the .BAK filename extension. -

Use the following commands for saving files.

Command Function

“KS Saves the file, then resumes editing In the same place. It's a

good practice to press "KS periodically while you're working
in a file, to guarantee that you won't lose the work you've
done if you have a power failure or another problem.

“KD Saves the file, then goes to the Opening Menu.
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“KX Saves the file, then exits to the operating system.

“KQ Quits the file without saving any current changes. The saved
document is the same as it was before you opened it (or the
last time you used “KS$). If you have made any changes,
WordStar asks if you really want to quit the file.

"KW Saves a block and stores It as a separate file on disk, See
Blocks.

Scrolling

Many screen displays are 80 columns wide by 24 lines long. Your files may be
wider (up to 255 columns) and longer (many pages). Scrolling enables you to
see all of your file one screen at a time,

When you edit a file with lines wider than 80 columns, horizontal scrolling
occurs automatically when you type or move the cursor past the right edge of
the screen. When scrolling changes the display so you can't see the left
margin, you can press ~QS to go to column 1 of the line,

Several commands allow you to scroll vertically, either line by line or page by
page.

Command Function

W Scrolls up a line (the text moves down).

~Z Scrolls down a line (the text moves up).

“R Scrolls up a screenful. The cursor goes to column 1 on the
previcus screen.

~C Scrolls down a screenful. The cursor goes to column 1 on the
next screen.

~Qw Scrolls continuously up, one line at a time.

~QZ Scrolls continuously down, one line at a time.
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With “W, “Z, “QW, and “QZ, the cursor stays where it was in the text, in the
same line and column position, until the line is scrolled off the screen. Then
the cursor goes to column one in the top or bottom line on the screen.

With “QW and ~QZ, you can control the speed of the scrolling by typing a
number, 0 through 9, during scrolling. 0 is fastest; 9 is slowest.

Shift key

See Caps lock key.

Shorthand

WordStar's shorthand feature allows you to replace many keystrokes with just
two: Esc plus a letter or number. You can define up to 36 shorthand
characters to represent commonly used words, phrases, and commands.
You can also use several commands on the Shorthand Menu to insert speclal
text in your file.

To use a shorthand character while editing, place the cursor where you want
to insert the character's definition. Then press Esc and the character. The
definition of the character appears in your text.

You can look at the current shorthand characters and define new ones either
while editing or at the Opening Menu by pressing Esc. The Shorthand Menu

appears.

SHORTHAND HEHU
? display andsor change definitions “J help

= result Tran last “Q or “HM math
$ formatted result from last "GN or "KM math
3 last “UM math eguation

C Center N Hemo P Previous Paragraph
S Sincerely T Transpose Word
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The commands on the Shorthand Menu are described below.

Command Function

Esc? Displays definitions. You can then define new shorthand
characters, redefine current ones, or look at the current
definitions.

Esc*J Displays onscreen help for shorthand.

Esc = Inserts the result of the last mathematical calculation (“QM

calculator or “KM block math) into your text at the cursor
position. If you're at a decimal tab (Decimal appears in the
status line}, the number is aligned at the decimal point.

Esc$ Formats the result of the last mathematical calculation as a
dollar amount and inserts it into your text at the cursor
position. The dollar format has two digits to the right of the
decimal point and commas every three digits to the left of the
decimal point. For example, If the last resuit was 1234.5,
pressing Esc $ inserts 1,234.50 into the document. You can
change the dollar format with WSCHANGE.

Esc # Insarts the last math equation you entered using the
onscreen calculator (“QM) into your text at the cursor
position.

The shorthand characters appear below the Shorthand Menu. They are user-
defined. You can use the 26 letters of the alphabet and the 10 digits as
shorthand characters. Shorthand characters do not appear below the menu
until they are defined. The screen above shows the letters C, M, P, S, and T as
shorthand characters. These characters are already defined when you receive
WordStar. You can use them as they are, change them, and add more
characters as needed.

Immediately following each shorthand character is a description to help you
remember what the character does. You can use any description up to 50
characters long. The description just describes the function; it isn't the actual
definition. It's best to kesep descriptions short to conserve memory.

To define a shorthand character, type Esc ? (or ? from the Shorthand Menu.)
The shorthand definitions screen appears, as shown below.
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SHORTHAMND
To change a definition, enfer a number or letter fron the table delow,
To create a nev def inition, enter a mevw nunber or letter.
fo include control commands, press “P before each control character,
Character to be defined?  (Press HETURN uhen done; “U to camcel.)

MEHU & HEY DEFIMETIONS Bytes available: 482

€ Center

*0c

Hemo

Nemorandus

Previous Paragraph

“A O M°F

Sincerely

Sincerely, "N

T TIramspose Word
*TI'FU

&y m =

Under the heading MENU & KEY DEFINITIONS is a list of all the currently
defined shorthand characters, along with their description for the Shorthand
Menu and the actual definition. The “Bytes available™ tells you how much
memory Is left for more definitions. (You can set aside more memory with
WSCHANGE. The default size is 512 bytes.)

If all the shorthand definitions don't fit on the screen, use “W and ~Z to scroll
the display up and down, respectively.

in the example above, the description for the M shorthand character is Memo
and its definition is Memorandum. When you type Esc M, WordStar types
Memorandum into your text at the cursor location. The description forthe C
shorthand character is Center and its definition is ~OC. When you type

Esc C, WordStar types “OC, the command to center the line.

Remember, the definition must match what you would type yourself. To enter
a control character, press “P followed by the control character.
The Return key is entered as "P"M; Esc is “P Esc.

To enter a new shorthand character or to change an existing one, type the

character. WordStar asks for the description. Type a new description or press
"R to display the current description, then press Return. WordStar asks for
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the definition. Type a new definition or press "R to display the current
definition, then press Return.

To erase a shorthand character, type the character and then press Return for
both the menu description and definition,

When you define a shorthand character, WordStar adds it to the menuin
alphabetical order. Digits come before letters.

When you are finished changing the shorthand characters, press *U,
WordStar asks if you want to save your changes. To save the changes for this
and future sessions, press Y for yes. if you press N for no, your changes wili
ba in effect only until you exit WordStar.

- TIP Hyoupress N and later press Y to save additional changes, the
previous changes are also saved. If you press N and later decide to save the
changes for future work sessions, type Esc ? to display the definitions
screen. Type any of the existing shorthand characters, and press "R Return
twice to repeat the existing description and definition. Press ~U to quit, and
answer Y to save all the changes.

Shorthand definitions are stored in the WSSHORT.OVR file. When you stant
WordStar, it looks for WSSHORT.OVR on the logged drive and user number., if
the file is not there, it looks on the default drive and user number. If WordStar
still can't find the file, it displays a message. In this case, you can define and
use shorthand characters but you can't save them when you exit WordStar.

See also Appendix C, “Customizing WordStar."

Soft spaces and carriage returns

Soft spaces are spaces that WordStar adds to and removes from the text as
needed. Spaces you enter with the Spacebar are hard spaces.

When WordStar justifies text, it inserts soft spaces between words to make the
line extend all the way to the right margin. When you edit or align paragraphs,
WordStar inserts and removes soft spaces as needed for indents and
justification.

If you want to see which spaces are soft spaces, you can use the “OB
command. When you press ~0B, each soft space appears as a plus sign (+).
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Press ~OB again to turn off the soft-space display. You can change the soft-
space display character to a different character with WSCHANGE.

Carriage returns can also be hard and soft. Pressing Return enters a hard
return. Aline that wraps to the line below ends with a soft carriage return. The
line may end at a different word when you align the paragraph. You can't
enter soft returns but you can erase them. To change a soft return to a hard
return, move the cursor to the end of the line and press Return. A blank line is
also inserted, $0 you need to erase it. To convert a hard return to a soft return,
press ~". {Hold down the Ctrl key, and press 6. Depending on the terminal,
you may have to hold down the Shift key as weli.) This command converts
the hard return at the end of the line containing the cursor to a soft one.

A hard return is flagged with a < in the flag column; a soft return is flagged
with a blank space.

See also Aligning a paragraph, Hyphenation, Justification, Word wrap,
and Appendix C, “Customizing WordStar.”
Starting WordStar

Befare you use WordStar for the first time, foilow the installation instructions in
“Starting.”

To start WordStar, type ws and press Return. The first screen that appears
shows the version number, copyright notice, and the names of your terminal
or computer and printer. Then the Opening Menu appears.

TIP Ifyou press the Spacebar right after you see the version number, the
Opening Menu appears sooner,

You can bypass both the copyright screen and the Opening Menu and begin
editing a document immediately. To do this, type ws followed by the name of
the file you want tc edit, as shown below.

A>ws first.doc
The file is considered a document file unless you use the N option described

below or use WSCHANGE to change this default. See Appendix C,
“Customizing WordStar.”
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You can also add a space and the letter D, N, or P after the filename to
automatically edit in document or nondocument mode, or to print the file
instead of editing, respectively. You can add PX to print the named file, then
exit to the operating system.

Status line

The status line is at the very top of the editing screen. It shows the cursor
location, warnings, and cther messages. The status line is not displayed if you
turn it off using WSCHANGE.

The status line cursor indicator helps you keep your place in the file. It's
helpful when you use print controls in columns of text, because the print
control characters displace the text, making columns appear to be
misaligned. Other messages, like the filename and the words Insert and
Prtect, help you keep informed about the current status of the file.

A sample status line for a document is shown below.

Qn C:DTABLES.DOC PA1 LB1 CB1 Imsert Allgn Spacing-2 Column Replace YN

All the possible information that can be shown in a status line is described
below.

Command When you enter a command with the Ctel key, it is displayed only
for as long as it takes to carry out the operation. In the example above, the
“~QA (find and replace) command is in progress.

Fitename and drive

This is usually displayed. In the example above, the file TABLES.DOC on drive
B is baing edited.
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Wait This message is displayed in place of the filename during lengthy
operations and when WordStar is accessing the disk. i you type gquickly while
this message is displayed, you may lose some of the characters you type.

Cursor indicator This shows the Page, Line, and Column numbers of the
cursor’s present position. in the example above, the cursor is in column 25 of
line 47 of page 12.

Insert This is shown whenever Insert is on. {"V turns it on and off.)

Prtect This is shown In place of Insert if the document you're working on ls
protected.

Align This Is shown unless the .AW off dot command is in effect at the current
cursor position (see Aligning a paragraph).

Mar-Rel Thisis displayed in place of Align when margin release is on. ("0OX
switches it on and off.)

Spacing If the line spacing is anything except one, this message is shown. In
the example above, Spacing-2 shows that the spacing is set to double-
spaced.

Column This is displayed when you are in column mode,

ColRepl This is displayed in place of Column when you are in column mode
and column replace is on,

Decimal This is displayed when you use the Tab key or "I to move the cursor
to a decimal tab. it appears in the same position as Column. If you're in
column mode, it replaces Column or ColRepl temportarity.

Replace? Y/N This prompt appears during find and replace operations when
you need to decide whether to replace the word at the cursor. The cursor
jumps continuously from the prompt to the text and back again until you
respond.

Large-File This Is displayed when the document you are editing becomes so
large that only 1K bytes of working memory are left, or if the document is too
large to fit entirely in working memory. It appears in the same position as
Replace Y/N.
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Dot-Limit This message warns you that the number of dot commands in the
document is more than the number that WordStar can keep track of during
editing. It is displayed in the same position as Replace Y/N.

In nondocuments, the status line is slightly different. A sample status line for a
nondocument is shown below.

R C:MAILDATA.DTA Leagst CB1 Insert Auto-Tn Replace 974

The differences between a nondocument status line and a document status
line are described below.,

Cursor indicator Because nondocuments have no pages, the indicator shows
only Line and Column numbers. The line number can go as high as 65535,
and the colurnn number as high as $99.

Auto-In This is displayed when auto indent is on {** switches it on and off).

Storing a file

See Saving a file.

Strikeout

Occasionally you may want to overprint a series of characters with hyphens.
For example, some legal documents require crossed-out sections to be
printed.

To strike out text, place the cursor on the first character to be struck out and
press “PX. The symbol ~X appears on the screen. On many terminals, any
text after the ~X is highlighted. New text you type is also highlighted. To stop
strikeout, move the cursor to the end of the text to be struck out and press
“PX again. The highlighting also stops.
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To delete strikeout, place the cursor on the “X and press Del or ~G. Be sure
to remove both the beginning and ending strikeout markers.

You can use WSCHANGE to choose a different character to use for strikeout
instead of the hyphen.

Subscript and superscript

Subscripted text is printed slightly below the rest of the text on the line. To
subscript text, place the cursor at the beginning of the text you want
subscripted and press “PV. The symbol “V appears on the screen. On many
terminals, any text after the ~V is highlighted and new text you type is also
highlighted. To stop subscripting, move the cursor to the end of the text you
want subscripted and press “PV again. The highlighting also stops.

Superscripted text is printed slightly above the rest of the text on the line. To
superscript text, place the cursor at the beginning of the text you want
superscripted and press “PT. The symbol “T appears on the screen. On
many terminals, any text after the ~T is highlighted and new text you type is
also highlighted. To stop superscripting, move the cursor to the end of the
text you want supersctipted and press “PT again. The highlighting also stops.

To delete subscripting or superscripting, place the curscr on the “V or “T and
press Del or “G, Be sure to remove both the beginning and end markers,

On incremental printers, WordStar produces subscripted and superscripted
text by rolling the carriage so characters are printed slightly below or above
the rest of the text on the line. The amount of roll is normally 3/48 inch. You
can change it with the .SR dot command. Type .SR followed by the number of
48ths of an inch of roll you want. For example, to change to 4/48 inch roll,

type .SR 4.

Some dot matrix printers have a special half-high font available specifically for
subscripts and superscripts. If your printer has such a font available and if you
want to use it, set the subscript/superscript roll to zero. Otherwise, WordStar
will print full size subscripts/superscripts offset up or down as described
above.

On other kinds of printers, WordStar has to roll the carriage & whole (or half)
ling in order to print subscript and superscript.
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T

Tab key

See Keyboard and Tab stops.

Tab stops

Tab stops provide an easy way to indent text. You can set a tab stop (also
called a tab) at any column number except the left and right margin columns.

Press the Tab key (or ~lI) to move the cursor to a tab stop. Each time you
press the key, the cursor moves to the next tab to the right. When the cursor
reaches the last tab stop in a line, it stops.

Regular tab stops are shown in the ruler line as exclamation points (). They
align columns of text by the first character you type after tabbing. Decimali
tabs are shown as number signs {#). They align columns by the decimal
point.

If Insert is on, tabbing pushes characters between the cursor position and the
tab to the right. if Insert Is off, tabbing moves the cursor over existing text to
the tab stop.

Use the “Ol and “ON commands 10 set and clear tabs. To set a tab stop,
press "Ol. WordStar asks you where you want the tab stop. Press Esc to set
the tab in the current cursor column, or type the column number and

press Return. To set a decimal tab, precede the column number with the #
character. To clear a tab stop, press “ON. WordStar asks you which tab you
want to clear. Press Esc to clear the tab in the current cursor column, or type
the column number of the tab and press Return.

After you set or clear tabs with ~Ol or “ON, you can use the Q0 command
1o create an embedded ruler line containing the current tabs. if you don't put
the tabs in an embedded ruler ling, they will not be in effect in future editing
sessions, and aligning paragraphs could change your indents.

You can also change tabs and create an embedded ruler line at the same time
by typing an .RR ruler line.
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For nondocuments, tab stops are at fixed intervals, usually every 8 columns.
You can change this tab stop interval. Press ~0, WordStar asks you for the
new interval. The interval must be a binary multiple (1, 2, 4, 8, and so on).
Type the new interval and press Return. The new interval is in effect only as
long as you are editing; it is not saved with the file. You can also use
WSCHANGE to automatically set the interval based on a nondocument's
filename extension.

In a nondocument, when you press Tab or “l, besides moving the cursor,
WordStar also puts a special tab character into the text. You can also insent
the special tab character in a document file by pressing “P). This character s
very rarely used in documents.

You can also use reqular tab stops in a nondocument. Use WSCHANGE to
enter them.

See also Columns, Indenting, Ruler lines, and Appendix C, “Customizing
WordStar.”

Table of contents

To create a table of contents, first use the .TC dot command to enter each
table of contents entry in your text. Enter the command directly above the
actual heading so the cotrect page number will be used. Type .TC followed by
the entire text you want to appear in the table of contents, including
punctuation and indentation. To indent an entry in the table of contents, just
add extra blank spaces after the ,TC. Use print control commands if you want
to use features such as boldface or italics.

Use the # character in the .TC command to indicate the page number. When
you generate the table of contents, the # is replaced with the number of the
page the dot command is on. If you want the actual # symbol to appear in the
table of contents, precede it with the backslash character (\} in the dot
command line.
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For example, if yous enter this dot command on page 1:

JCDEFINITION ............. P
and this one on page 3:
JC LookingltUp.........ccciviieaas #

the entries below will appear in the table of contents:

DEFINITION............cvvvuen e 1
LookingtUp............vnvenet P

To produce the table of contents, press T at the Opening Menu. WordStar
asks you to name the file. Type the filename and press Return. WordStar asks
which page to start on. The default is the first page. Press Return to accept
the default or type another page number and press Return. WordStar asks
which page to end on. The default is the last page. Press Return to accept the
default or type ancther page number and press Return,

WordStar reads through the document and finds all the .TC commands and
their page numbers. It places them into a new document file on the logged
drive and user number. The filename is the same as the source document,
with the extension .TOC. You can then edit the table of contents file as
needed.

A variation of the .TC command allows you 1o prepare up to 9 additional

separate tables of contents from one document at the same time. The

variation involves adding a digit from 1 to 9, like this:
UTC1Figure1......0.'.'..'. lllll #

When you use this variation, WordStar gathers the entries for all numbered

.TC commands and places them into separate document files. These files all

have the original document filename, but with a numbered extension: .TQO1,
.TO2, .TO3, and so on.

Temporary files

WordStar creates and uses up to three temporary files while you are editing a
document. These files have the same filename as the document with the
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extenslons .$AS, .$B$, and .$C$. For example, if you are editing a document
named LETTER.DQC, the temporary files are named LETTER.$AS,
LETTER.$B$S, and LETTER.$C$. WordStar uses the first two temporary files to
keep track of documents that are larger than the available memory on your
computer. The third temporary file is created only during a block move or
copy operation.

Every time you open a file, WordStar creates the first two temporary files,
When a document fills the allotted memory, WordStar takes a block of text
from the beginning of the document and writes it to the .$B$ file. This frees up
space in memory for new text. As you type more, WordStar puts more text
from the beginning of the document Into the .$B$ file.

If you go back to the beginning of the document during editing, text from the
end of the document in working memory is written to the .$A$ file, and a
portion of the .$B$ file is read back into memory. As you move back and forth
through the document, WordStar apportions text among the temporary files
and memory.,

When you save the file, WordStar puts the contents of memory and the .$A%
file into the .$B$ file, which now contains the entire edited document.
WordStar changes the name of the original file by changing (or adding) the
extension to .BAK, The .$B$ file is then renamed with the filename you
specified when you opened the document. (if the document is new, no .BAK
file is created.)

See also File operations and Maximum document size,

Temporary indenting

See Indenting.

Toggles
Many commands turn functions both on and off, like a toggle switch on a

machine. If a toggle function is on when you enter its command, the
command turns it off. If the function is off, the command turns it on.
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In the menu descriptions of the toggle commands, the words on and off
indicate what wilt happen when you enter the command. This description
changes when you use the command.

TurboDOS

WordStar runs under the TurboDOS operating system. See “Starting” for
more information.

U

Underlining

To underine text, place the cursor where you want the underlining to start and
press “PS. The symbol °S appears on your screen. On many terminals, any
text after the *$S Is highlighted and new text you type is also highlighted. To
stop underlining, move the cursor to where you want underlining to end and
press “P$ again. The highlighting also stops.

To delete underlining, place the cursor on the *$ and press Del or *G. Be
sure to remove both the beginning and end underiine markers.

Usually, spaces between underdined words are not underined when you print.
To underline spaces as well as words, use the .UL on dot command. To stop
underlining spaces, use .UL off.

Undo and unerase

You can undo many commands with “U. The list below shows some of the
ways you can use undo.

w Cancel a response to a prompt before the response is final.

» Stop "“QR and "~QC from going all the way to the top or bottom of your file.
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n  Stop a find or find and replace operation,

= Stop hyphen help from showing you more hyphenation spots in a
paragraph.

s Stop printing.
» Restore text you accidentally erase.

Undoing an erasure is called unerasing. It restores the last characters you
erased. When you press ~U, the last group of characters you erased is
restored to the screen. WordStar inserts them wherever the cursor is, not at
the place they were removed from (unless the cursor is still there). Single
characters erased with G, "H, Backspace, or Del cannot normally be
unerased. You can change this with WSCHANGE.

TIP Unerasing Is an easy way to move a short phrase. Erase the text, move
the cursor, and press ~U. But you have 1o erase the text with only one
command, such as ~QY, not several, such as four “Ts ina row.

Unerasing works because WordStar stores your last erasure in a special
buffer it creates in working memory. Only the last erasure is stored. Each time
you erase something, WordStar empties the buffer of what was previously
erased, and puts the current erasure in its place.

Pressing “U copies the contents of the buffer into the text. it does not empty
the buffer. You can unerase the same characters repeatedly. This can be
handy for duplicating words and phrases.

Normally, WordStar unerases a maximum of 500 characters, but you can
change that value with WSCHANGE. Keep in mind that the buffer is in working
memeory. Therefore, the larger the buffer, the less memory is available for your
files. One character equals one byte, so the default value of 500 characters
takes up 500 bytes of working memory.

If you try to erase text that is too fong to fit in the unerase buffer, WordStar
displays a warning message and allows you to cancel the command.

See also Appendix C, “Customizing WordStar.”
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User numbers

In CP/M, a disk can be divided into secticns, up to 16 of them; the sections
are given numbers called user numbers. As far as WordStar is concerned, the
only files that are on a disk are the ones with the current user number. So
several people can share a WordStar data disk without interfering with each
other's files. :

Some operating systems support up to 32 user numbers (including many
versions of CP/M). You can use WSCHANGE to increase the user numbers
from 16 to 32. You can also prevent changing the user number by setting the
maximum user number to zero.

Also, since WordStar displays the directory for a user number separately, the
numbers can be used to organize files on a hard disk. You can have one for
proposals, one for routing correspondence, one for mailing lists, and so forth.

To access different user numbers, log onto them with the “Change logged

drive” command (L on the Opening Menu; ~KL while editing). When

WordStar asks for a drive letter, type the user number you want plus the drive

letter, followed by a colon. You cannot select a user humber alone. You must

select both user number and drive, even if you are staying on the same drive:
6b: (or bé:)

The lowest number is 0 (zero); the highest Is 15.

\'/

Variables

See Merge printing.
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Word wrap

WordStar keeps track of the number of characters and spaces on each line. If
you type beyond the right margin, words automatically “wrap” to the next
line. The cursor appears at the end of the wrapped word so you can continue
typing. Word wrap allows you to type an entire paragraph at high speed
without having to press Return for each carriage retumn.

When you start WordStar, word wrap is normally on. You can change this
default with WSCHANGE. See Appendix C, ""Customizing WordStar.”

Sometimes you may want to turn off word wrap. For example, tables with
columns of information can be much easier to type with word wrap off. When
word wrap is off, you can continue typing beyond the right margin (up to
column 255). You must press Return at the end of each line you type.

To turn off word wrap while editing, press “OW. To tum worg wrap back on,
press “OW again. When ~OW is in effect, WordStar beeps to tell you when
your text goes past the right margin.

You can also turn off word wrap with the dot command .AW off, and back on
with .AW on. These commands allow you to turn off word wrap permanently
for & section of a file. It also turns off aligning and justification. For example,
you can use .AW off before a table and .AW on after it, Whenever you
subsequently edit the file, the table is protected from word wrap, alignment,
and justification.

See also Aligning a paragraph, Justification, and Soft spaces and carriage
returns.
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ZCPR

Since WordStar uses a large amount of TPA memory, it will not work with all
versions of ZCPR.

You can use named directories and user numbers from 0 to 31 with ZCPR.
WordStar will not, however, display the directory name, just the drive and
user.
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Appendix A

Error Messages

WordStar error messages are listed below in alphabetical order. Each error
message is followed by a brief description of the problem and its solution.

x Is not a valid option.
Problem: You typed a wrong character when asked for options in a
~QF find or QA find and replace operation. Valid options for both
“QA and "QF are B, G, U, W, and 7. N and R are valid options for
~QA only.

Solution: Reenter your options using only valid characters.

Arithmetic error

Problem: The equation you typed calls for an illegal operation, such
as division by zero.

Solution: Correct the equation and re-type.
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Cannot find (filename).
Problem: WordStar can't find its files.
Solution: If you have a two floppy disk computer, make sure you
have the correct disk in the drive and that you have told WordStar the
correct location for its files. If you have a hard disk computer, make

sure the files are in user number 0 {zero). Ifthey are in a different user
number, use WSCHANGE to tell WordStar the new number,

Cannot find WordStar command file to return to.

Problem: WordStar cannot find its own .COM file so that it can restart
after running ancther program.

Solution: You have probably changed the name of the WordStar
command fila to something other than WS.COM. You need to run
WSCHANGE again to tell WordStar the new name.

Cannot move to a marker that has not yet been defined.
Problem: You tried to move to a marker that isn’t set.
Solution: Use "K0-8 (or other appropriate command) to set the
marker,

Cannot rename document being edited.
Problem: You tried to rename your current document,

Solution: Wait until you are done editing this file and rename it at the
Opening Menu.
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Can't continue--disk full or disk error. If full, use “KJ to erase files to make
room.

Problem: Either your disk is full, or there is a disk error and WordStar
is unable to write to the disk.

Solution: Delete unnecessary files with “KJ. You may want to copy

one or more files to another disk with “KO before deleting them to
make more room.

Can't create a file. The disk may be full or there was a disk write error.

Problem: WordStar can't put a new file on the disk you specified. The
disk is either full or write protected or there was a disk write error.

Solution: If necessary, delete files to make room.

Carn't create output file.

Problem: WordStar can't create the print-to-disk file. Your disk may
be fuli.

Solution: Make sure there is enough room ¢n your disk.

Can't create temporary files. Disk may be full or protected.

Problem: WordStar creates temporary files in order to edita
document. If the disk is full or write protected, WordStar can't create

any new files.
Solution: If the disk s full, clear space by deleting or moving flles.

Don't edit files on a write protected disk. CP/M may automaticaily
write protect a disk when you change disks in a drive.
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Can't delete that file, It may be misspelled or on a different drive or user
number,

Problem: The fils you asked WordStar to delete is not on the logged
drive or user number.

Solution: Type the filename correctly. Include a drive letter and user
number if the file is not on the logged drive or user.
Can't delete that file. Operaling system error.

Problem: An operating system error occurred when WordStar tried to
delete the file.

Solution: Try agaln. If it still fails, exit WordStar and use the operating
system's delete command.

Can't delete the file being edited.
Problem: You can't delete the file you are currently editing.
Solution: Before you delete the file, you must end the edit session
with “KQ, ~KD, or “KX.

Canr't do block operations on a hidden block. Press “KH and try again.

Problem: You are attempting to perform a block operation (copy,
move, delete, or write to disk) whan the markers are hidden.

Solution: Before performing the block operation, press “KH to turn
on the block marker display.
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Can't do that equation. Check it for correctness.

Problem: Something in your “QM or .MA equation produces an
ilegal result; for example, division by zero or use of a nonnumeric
variable.

Solution: Correct the equation.

Can’t edit temporary files (files with $ in name extension).

Problem: To prevent problems, you cannot edit the temporary files
that WordStar uses while editing. These files have extensions of .$A$,

$BS%, or .5C3.

Solution: If you want to edit the file and are sure that you won't create
problems, you can rename the file or copy it to a new file, then edit it.

Can'tfind that file. Creata a new one (Y/N)?

Problem: This is not an error. WordStar Is just letting you know that
you typed a new filename.

Solution: If you want to create a new file, press Y. If you want to edit
an existing fite, press N, then type the correct filename. If the file is on
a different drive or user number, be sure to type the correct drive and
user number before the filename.

Can'tfind that file. It may be misspelled or on a different drive or user
number.

Problem: The file you named is not on the logged drive or user
number.

Solution: Type the filename correctly. Include a drive letter and user
number if the file is not on the logged drive or user.

267



Appendix A Error Messages

Can't find that fife. Press C to continue anyway or ~U to stop.

Problem: When printing or merge printing, WordStar couldn’t find the
file referred to with .Fl, .DF, or another dot command.

Sclution: Be sure you typed the filename correctly in the dot
command and that you included a drive letter, user number, or
change command if the file is not on the logged drive or disk. If you

want to continue printing without using the file, press C. Otherwise,
press “U to quit printing, then correct the error.

Can't perform a sum. Block doesn’t contain numbers.

Problem: You pressed "KM to sum all the numbers in a marked
block, but WordStar is unable to find any humbers there.

Solution: Before you use "KM, be sure to mark the block correctly.

Can't print unlass WSPRINT.OVR is on the disk.
Problem: WordStar’s printer drivers are contained in the
WSPRINT.QVR file. This file must be present on your disk for
WordStar to print.
Solution: Make sure WSPRINT.OVR is on the correct disk or in the
correct user number, then start WordStar again.

Can't rename that file. The name you chose is already In use.

Problem: The operating system won’t let WordStar rename the file.
The name you chose is probably already being used.

Solution: Choose a different filename.
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Can’t replace due to insufficient disk space.

Problem: WordStar has run out of disk space while performing a “QA
find and replace.

Solution: Use “KJ to delete files as needed to make space. Then use
“L to continue the find and replace.
Can't set the left margin at or to the right of the right margin.

Problem: You entered a left margin column number that is larger
than the right margin column number.

Solution: if you entered the number you really want, change the
other margin first.

Can't store changes. Your disk may fack the fite WSSHORT.OVR.
Problem: WordStar is unable to save your shorthand changes. You
may have removed the disk that contains WSSHORT.OVR. You can
still use the changes you've made, but they won’t be saved when you
exit WordStar,
Solution: Make sure WSSHORT.OVR is on the disk, then start
WordStar again.

Can't store results, Disk probably full or fitetype confiict.

Problem: WordStar can't create the index (.IDX) or table of contents
{.TOC) file because your disk is full.

Solution: Create room on your disk by moving or deleting files.
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Can't use that printer. Incorrect name or not enough mermory.
Problem: As WordStar begins printing, it loads either the installed
printer driver or the one you named at the "Name of printer?”
prompt. Either the driver is not in WSPRINT.OVR, or there is not
enough memory available to hold it.

Solution; Make sure you specify a valid driver name.

Change disk. Press C when ready to continue.

Problem: The file you are printing contains a command to inser a file
from another disk.

Solution: Put in the correct disk for the inserted file.

Could not find that tab.
Problem: You tried to delete a tab that has not been set.
Solution: Type the column for an existing tab. To delete a decimal
tab, remember to type # before the column numbser.

Either help has been turned off, or WordStar could not find the WSHELP.OVR

fila on the disk. Help is not avalfable.

Problem: You have either turned help off with WSCHANGE or
WordStar could not find the file that contains the help messages.

Solution: Make sure WSHELP.OVR is on the disk, and use
WSCHANGE to turn help on.
Equation is too complex. Break it up into smaller ones.

Problem: Your math equation is too complicated for WordStar to
handle.

Solution: Reword the equation in several smaller equations.
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File won't rename.

Problem: You specified a user number or drive letter for the new file
that is different from the original file.

Solution: Rename the file without specifying a user number or drive,
or press O to copy the file to a new drive or user number.
in a column block, the <K > marker (column end) must be below and to the

right of the <B> (column beginning).

Problem: You gave a block cotnmand in column mode, but the
markers do not mark a valid column.

Solution: Set the beginning marker at the upper left corner, and the
and marker at the lower right corner.

Merge print information is missing. Press C or ~U.
Problem: When you are merge printing, necessary dot command
information, such as a variable name, does not exist or is invalld in the
dot command line.
Solution: Press ~U to stop printing, then correct the error; or press C
to continue printing despite the error.

Mismatched parentheses,

Problem: The number of left parentheses does net match the number
of right parentheses in an equation.

Solution: Check your equation and correct it.
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Modifications have fust been made. Are you sure you want to abandon them

(Y/N)?
Problem: You pressed “KQ to exit the file without saving changes.

Solution: if you want to abandon the changes, press Y. If you don't
want to abandon the changes, press N, and prass “KD to exit the file
and save the changes.

No disk in the drive or drive letter not a legal one. Use WSCHANGE to change
legal drive letters.

Problem: Either no disk is in the drive you named or the drive letter is
not in WordStar's legal drive list.

Solution: Insert a disk if necessary. If you typed an incorrect letter,

type a valid cne. If you typed a correct drive letter and a disk is in the
drive, you can make the drive valid with WSCHANGE.

Not enough memory for nested file insertion {.Fl).

Problem: You do not have enough memory available for the .Fl
insertions in your file.

Solution: WordStar's size can be reduced a litthe with WSCHANGE.
You can also restructure your document to use fewer nested .Fl
commands. You can also use a smaller printer driver such as
SIMFLE.

Not enough memory to continue.
Problem: Your computer has just enough memory available to start
WordStar, but not enough to create necessary buffers and to load
printer information.

Solution: Press X to exit WordStar,
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Not enough space to store that definition, Use WSCHANGE to increase
space.

Problem: Your shorthand definition Is too big to fit in the remaining
shorthand space.

Solution: Either delete some shorthand definitions, make some
definitions smaller, or use WSCHANGE to increase the total amount
of space available.

Oniy help levels 3, 2, 1, or 0 are valid.

Problem: You entered an invalid help level.

Solution: Press 0, 1, 2, or 3 to choose a new help level.

Only numbers from 2 through 254 are valid.
Problem: You tried to set a tab at an Invalid column humber.

Solution: Type a number from 2 through 254.

Printer may not be ready. Press C to continue.
Problem: WordStar is unable to send your text to the printer.
Solution: Check to see if the printer is off line, out of paper, or at the
end of its ribbon. if there is no problem, or if you have fixed the
problem, press C. If you get this message frequentty for no apparent

reason, increase the value of the print timeout delay (PRNDLY} with
WSCHANGE.

Program too big to fit in memory.

Problem: Your system does not have a large enough work area to
run WordStar.

Solition: WordStar's size can be reduced a little with WSCHANGE,
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Someone else may be using that file. Try again later.
Problem: On a multl-user system, WordStar cannot save the file
because someone else is either printing the same file or using it with
some other program,

Solution: Try again in a few minutes,

Spacing can only be from 1 through 9.
Problem: You typed an invalid spacing number.
Solution: Type a number from 1 through 9, (Type 1 for single-
spacing, 2 for double-spacing, eic.)

That doctment is protected.
Problem: That document has protection turned on.
Solution: Either turn protection off for that file at the Opening Menu,
or work with a copy of the file.

That drive isn't on the legal drive list.

Problem: WordStar recognizes only those drive letters that are In
your legal drive list.

Solution: Type a legal drive letter. If you want to use the drive, use

WINSTALL or WSCHANGE to add it to the legal drive list. When

typing a filename, be sure to follow the drive letter with a colon,
That file already exists. Overwrite (Y/N)?

Problem: The file you have specified already exists.

Solution: Press Y for yes If you want WordStar to erase the existing

file's contents and replace It with the new contents. Otherwise, press
N for no and specify ancther filename.
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That file is already being edited. Temporary fifes with the same name exist.
Try editing a file with a different name.

Problem: The logged drive or user number contains one or more files
with the same filename as the file you named to edit and with the
filename extension .$A$%, .$B$, or .3C$. This condition occurs
primarily on multi-user systems. Another user may be working with
the file you want to edit, or another user may be editing another file
with the same filename but a different extension (the temporary files
for these two files would have identical filenames).

Solution: The file being edited must be closed before you can open
it. If the problem is caused by files that have the same filename but
different extensions, change a filename or move a file to a different
user number to avoid encountering this problem again.

That filename contains invalid characters.

Problem: The filename you typed does not conform to WordStar's
rules for naming files.

Solution: Type a valid filename.

That line is too short to use as a ruler,
Problem: You pressed ~OF on aline containing too few characters.
A line must contain at least two characters for “OF to work, WordStar
uses the default ruler line instead.
Solution: If you want to use the line as a ruler line, type more
information on it, then press “OF again.

The block is too large to unerase later. Erase anyway (Y/N)?

Problem: The block you are trying to erase is larger than the unerase
buffer.

Solution: Erase the block only it you are sure you won't want to
unerase it. You can change the unerase buffer size with WSCHANGE.
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The end of the block Is at or before the start of the block.

Problem: You tried to use a block command but the block markers
are not in the correct order.

Solution: The beginning block marker must be before the end block
marker in your text. in column block mode, the beginning block
marker must be to the left of the end block marker.

The entire disk drive Is protected and cannot be changed.
Problem: The disk you are trying to use is write-protected.

Solution; Either remove the write-protect tab or copy the file to a disk
that is not write-protected.

The file to insert is NOT a column document {line lengths vary),

You can...

- Press N to insert the entire file.

- Press Y to insert the file up to the point where it ceases to be a column
document, and highlight the insertion (for easy deletion).

- Press “U to insert the file up to the point where it ceases 1o be a column
document.

Press NorYor ™.

Problem: The file you are reading into your current file with “KR has
lines of varying lengths. In column mode, WordStar expects the file
to be & column, that is, to have all lines the same length,

Solution: Choose one of the options listed. If you don’t want to insert

the file in column mode, press Y to highlight the inserted block. You
can then press "KY to delete the highlighted block.
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The logged drive is protected.

Problem: The disk may be physically protected with a write protect
tab, or the operating system may have temporarily protected the disk.

Solution: If you want to change anything on the disk, remove the
protection.

Too farge to unerase. Delete anyway (Y/N)?

Problem: The text you are trying to erase won't fit in the unerase
buffer.

Solution: Erase the text only if you are sure you won’t want to
unerase it. You can use WSCHANGE to change the size of the
unerase buffer.

Too many different and/or long merge print variables,

Problem: You defined more merge print variables than WordStar can
keep track of in memory.

Solution: Reduce the number of different variables you use. Use the
same variable names for different functions. Use shorter variable
names. Use .8V to make variables hold nothung while they aren’t
being used.

Type a number from 1 to 258, or press Esc.

Problem: You typed an invalid column number.

Solution: Type a number from 1 through 255.

277



Appendix A Error Messages

WordStar cannot find a program by that name.

Solution: WordStar cannot find the .COM file for the program you
have asked it to run.

Solution: Make sure you have typed the program name cotrectly.

WordStar cannot find that document.

Problem: WordStar can’t find the file you named. The file may not be
in the drive or user number you specified or you may have misspelled
the filename.

Solution: Make sure you have specified the correct path to the file
and spelled the filename correctly.

WordStar cannot recognize that docurment nama.
Problem: You have typed illegal characters in the filename,

Solution: Retype the filename correctly,

WordStar does not recognize that user number,

Problem: You entered a user number that is not within the range 0 to
15. (0 to 31 on some operating systems.

Solution: Type the correct number. Use WSCHANGE to check what
the maximum legal user number Is for your installation.
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Wrong (filename).

Problem: WordStar found a version of this file from a previous
release of WordStar.

Solution: If you have more than one release of WordStar on your
disk, see “Changing the Installed User Number” in Appendix C. If
you're not using the previous release, erase the old program files,
See the "'Starting” section of the manual for a list of files to erase.

You can look at the file (but not change it), or yoti can return to the Qpening
Menu. (You can only fook at the first part of very large files.) Look at the
protected file (Y/N)?

Problem: Someone eise is already editing the file (on a multi-user
system), or the temporary files for this file already exist. (These may
be left over from a previous editing session that was aborted by a
system failure.)
Solution: Press Y to view the protected file. If you want to edit the
tile, wait until the other person is done. If no one else is editing the
file, check for the temporary files (files with the same filename as this
file and the extensions .$A$, .$B$, or $C$) and erase them.

You have not yet defined a block. Use "KB and "KK.
Problem: You gave a block command but there is no block marked.
Solution: Define hoth the beginning and end of the block before you
copy it, delete it, move it, or write it to disk.

You've exceeded the maximum number of tabs. Clear a tab first,

Problem: You exceeded the number of tabs that WordStar can keep
track of.

Solution; Clear a tab before you set another one.
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WordStar Examples and Tips

This appendix consists of examples of various WordStar features. The
examples are intended to give you ideas for using WardStar in your own work
or 1o help you with a particular application. Because WordStar users cften
have questions about merge printing, many of these examples are related to
merge printing applications.

Examples are given for the following:

Changing Page Length and Line Height

Printing Page Numbers Selectively

WordStar's Default Page Format Settings

Printing the First Page of a Document on Letterhead
Printing a Standard Business Envelope

A Typical Master Document for Merge Printing

Merge Printing Envelopes for a Mass Mailing

Merge Printing Three-Across Mailing Labels

Merging and Centering a Name and Address in a Proposal
Math, Formatting, and Conditional Dot Commands in a Master Document
Merge Printing Tips

281




Appendix B WordStar Examples and Tips

Changing Page Length and Line Height

Suppose you're printing a booklet for vision-impaired readers. You plan to use
doublewide pica type on paper that's 14 inches long. You also want to
increase the line height in order to increase the spacing between lines.

Unless you use dot commands to change these settings, WordStar assumes
that you print your documents on standard 8 1/2-by-11-inch paper with 6
lines of text per inch. This example shows you how to set up a document for
paper 14 inches long, with 4 lines of text per inch.

First, determine the new page length. You figure this by calculating the
number of standard, single-spaced lines that can fit on the page. The
standard line height is & lines per inch (.LH 8). So, for a 14-inch page, page
length is 6 times 14, or 84. Indicate the new page length at the beginning of
the document with the .PL command:

PL84

Next, figure the new line height. WordStar figures line height in 48ths of an
inch. The standard line height is 8/48 inch, resulting in 6 lines of text per inch
{(.LH 8). Youwant eachlineto be 1 1/2 times the standard height, or 12/48
inch high (that is, 8 times 1 1/2). This will result in 4 lines of text being printed
perinch. You'll indicate the new line height with the .LH command:

.LH 12

To figure out how many lines will actually be printed on a page with the new
page length and line height, use the following formula;

Subtract the top and bottom margins from the page length: 84-3-8 = 73.
Multiply by the standard line height: 73 x 8 = 584. Divide by the newline
height: 584 / 12 = 48.67 or 49.

There will be 49 lines of text on the page. {Note that this is not the figure for
the .PL command. The page length merely indicates the number of standard
lines that fit on this size paper.)

Top and bottom margins are always based on a line height of 8.

If you are using doublewide pica type (.CW 24), you should change the right
margin to 33 to fit on paper 8 1/2 inches wide.
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Printing Page Numbers Selectively

When you're writing a book or report, you might want to omit page numbers
on the titlle page and table of contents. And you probably want to begin your
text with page number 1 (even though this is actually page 3 of the
document). The following example shows you how to do this.

.ar
Letters of Warcren Sunkel
Collected and Published by
The Staff of the Truth & Trivia Collective
.PA
---------------------- {Page break) B e e T
Table of Contents
Introduction 1
I. The Early Years 23
.PA
---------------------- {Page break) R LR T PR
JH1™K “BTruth & Trivia Cellective™B
PN 1
LFO*K *Y*B#*y*p
[Text]
.PA

---------------------- (Page breaak) B
.H2 (Note: A blank header musi contain two spaces)

H3"K “BLetters of Warren Sunkel"B
.HM 4

M7 7

For the sample book above, neither the title page nor the table of contents
page has page numbers, headers, or footers. The .OP command causes
WordStar to omit the page numbers. The .PA command is used to end the
pages. Page numbers will be printed in the footer, at #, and the”PK
command (shown onscreen as “K} is used in the footer to move the page
number from one side to the other on alternating pages. The .PN command is
used here only to change the page number to 1 (since page numbers are
printed in the footer, they don't need to be turned on).

On subsequent pages of text, second and third header lines are added. The
second header is a blank line, and the third is “Letters of Warren Sunkel.” To
make room for the added header lines, both the header margin ((HM 4) and
top margin (.MT 7) are changed from their default values.
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Notice the cther print control characters in the headers and footer ("B and
“¥Y), and the blank header { H2 Return). A blank header must contain at least
two spaces; otherwise WordStar omits that header {or footer) line from the
printout.
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WordStar’s Default
Page Format Settings

The diagram below shows WordStar's default page format settings for a
standard 8 1/2-by-11-inch sheet of paper.

1 hececeannan first header line prints here ____________ |
2 .MNT (3): JHM (2} :
. P
4 b e first line of text prints here ___________ |
S
3
7
-]

Thia iilustrates the defauit page format and

ruler line, along with the dot commands that

control the format. Default values are shown

in parentheses,

FM footer margin +HM hesder margin

MB bottom margin «MT  top margin

.PL page length .P0 page offset

The default format provides for one header

and up to 3 footers. You can alsc use up to

3 headers, but if you do, you should

increase the top margin (.MT) or decrease

the header margin (.HM).

..PO (8}, .
53 | i
54 | |
558 | |
56 | |
&7 | |
88 ___ ... last line of text prints here _.__________ |
59 | FM (2} |
&0 | o o e o o e o e e e e ———————————— }
G1.MB (9)__ defmult page number Cor other footer) prints here__|
B2 second footer line printa here ... ..... |
63 P, third footer line prints here ____________ |
64 | f
G5 | }
BE.PL (BBY .. . e ccccccemmemmaercccecuemesmessasssmessmm==—..—— f
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Printing the First Page of a Document
on Letterhead

This is the format for the first page of an organization's formal
correspondence on preprinted letterhead.

.. This is STATIOMERY farmat:
e T TR

. .FIRST PAGE:
NT 10

M85

PO 14

.0p

In this example, the left margin is at column 1, the right margin at column 65.
There are 7 regular tab stops and 1 decimal tab stop.

The large top margin of 10 accommodates the preprinted letterhead. A
header is not used on this page. The bottom margin Is only 5 lines. The page
offset is increased to 14, Page numbering is turned off.

The example below shows the format for the following pages of the letter.

Preprinted paper isn't used, so there’s room for headers. Notice that the
headers plus the header margin equals the top margin (2 + 4 = 6).
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. .FOLLONING PAGES:

..FOR THE PRINTOUT, BE SURE TO ANSKWER “¥Y" TO “PAUSE BETWEEN PAGES~
. .PRINT OPTION.

W1 [Date]

He [Addressee)

4

MT B

PG

PCA

M3

The command .PG restores page numbering, beginning on this page. .PC 1
places the page number in column 1. It isn't necessary to set a new page
number with .PN because, in this case, the page number to be printed (2} is
the same as the page number of the document.

Instead of the default footer margin of 2 lines, a 3dine margin is set (FM 3).
It's important that the bottom margin (5 lines) have room for the default page
number footer (1 line) and footer margin (3 lines). Five is more than 1 plus 3,
s0 this Is fine.

TIP You might want to save this format on disk as a document, Every time
you type a letter, use "KR to insert the document into the letter.

Printing a Standard Business Envelope

To print an envelope, consider it a document with a short page length and
special margins. You can create a standard format for envelopes and store
the format In a separate file. Then, when you want to print an envelope, you
can read in the format file with the “KR command.

The format in the example below is suitable for a standard 9 1/2-by-4-inch

business envelope, printing 10 characters per inch. Type the following dot
commands in the order given:
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.PA (begin the envelope on 3 new page)

PL 25 (set the page length to accommodate the envelope size)
NT 12 (start printing 12 lines from the top of the envelope)
M0 (eliminate the bottom margin)

.PO 40 (begin printing 40 spaces from the edge of the envelope)
.0P (do not print page numbers on the envelope)

If you use different size envelopes, you can create your own formats using
different values with these dot commands.,

Foliow these steps after typing your letter.

1

Bring the envelope file into the letter at the very end with “"KR. The .PA at
the beginning of the envelope format in the above example will end the
letter.

Type the name and address for the envelope in fine 1, column 1
(immediately below the dot commands). You could also use block
commands to mark and copy the name and address from the beginning of
your letter.

Save the document with “KD.

Print the file, selecting the print option to pause between pages, so you
can replace the stationery with an envelope at the appropriate time. (Your
printer must be capable of printing one sheet at a time to do this.)

To use this procedure with form letters, make sure that your form letter begins
with all the dot commands needed to restore the margins, page length, and
page offset changed by those in the standard envelope file. “Merge Printing
Envelopes for a Mass Mailing,” found later in this appendix, is an example of
another procedure for merge printing envelopes.
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A Typical Master Document for
Merge Printing

Following is a sample master document for a form letter that includes variable
names and merge print dot commands:

.DF SERVICE.DTA

.RV NAME, SALUTATION, ADDRESS1, ADDRESSZ , ADDRESS3
5Y DATE, July 1, 1987

.CS Printing letter to ENAMES.

..MAKE SURE THERE IS ROOM FOR LOGD ON LETTERHEAD
MT 20

.o

ADATER

SNAMES

SADDRESS1/08

RADDRESS2/08

$ADDRESS3/08

Dear ESALUTATIONE:

Thank you for your recent purchase at our store. T know that you will be satisfied
for many years. However. if & problem ever arises, remember that our customer

service cepartment is located at

1234 Van Ness Avenue
San Francisco, CA 94900

You can also call us at (415} 123-1212 during normal business hours.
Sincerely,
Charles Darwin

Customer Service Manager
.PA
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