










































For example, there is a command to search for a specific word or 
phrase in text that has already been typed and show the text 
containing it on the screen. This command is called the Search 
command. 

Look at the keyboard label strip on the keyboard. The name 
"SEARCH" appears above the f6 function key. When you want to use 
the Search command, simply press the f6 function key. Pressing 
the key tells the Word Processor to start the search operation. 

Pressing keys to issue a 
command. " For example, you 
press the f6 function key. 

command 
invoke 

is 
the 

known as "invoking a 
Search comand when you 

In some cases, as soon as you invoke a command, the operation is 
quickly completed. You can see the result of that operation on 
the screen in a few seconds. 

In other cases, the screen changes when you invoke a command. 
Some of the text that was on the screen is temporarily "covered 
up." The Word Processor has responded to the command by placing 
some different text on the screen. This text is either a form or 
a menu, depending on the command. The reason for the forms and 
menus is that the Word Processor requires additional information 
to complete certain operations. The forms and menus provide a 
convenient way for you to give it that information. 

Command Forms. 
Introduction-3. 
used. 

A sample of a form is 
This form appears when the 

shown 
Search 

in Figure 
command is 

�S�E�~�R�C�H�:� (press GO to execute, NEXT for next item, �C�~�C�E�L� to dismiss) 

Search for: 
Check caps? Yes No (Press Y or Nl 

Figure Introduction-3. Example of a Form. 

The forms you see on the screen are similar to common printed 
forms (for example, income tax forms). Printed forms usually 
have specific areas to be filled in, preceded by a word or two 
that tell you what belongs in that area. 
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In addition to having areas to be filled in, some word processing 
forms have areas in which a specific choice can be made. Forms 
also have a line of text at the top that tells you which keys to 
press for different actions. 

You will learn more about forms and how to use them in the 
lessons that follow. 

Command Menus. 
Introduction-4. 
used. 

A sample of a menu is shown in Figure 
This menu appears when the Documents command is 

DOCUMENTS: (Press CANCEL to dismiss) 

Press 0 to Open document Press W to change Work area 
D Delete document L List documents 
C Copy document 
R Rename document 

Figure Introduction-4. Example of a Menu. 

A word processing menu is like any other menu. We generally 
think of a menu as a list of items from which we can make one or 
several choices. In a word processing menu, you can make only 
one choice from the list of items in the menu. The line at the 
top of the menu tells you what to do if you decide not to use the 
menu and want to cancel it. 

You will learn more about menus and how to use them in the 
lessons that follow. 

Documents 

A document is any written material that is typed into the 
Word Processor. It can be a letter, a memo, a financial report, 
or anything else you choose. 

Before you start typing a new document, you must assign a name to 
it. This is called "creating a document." When you want to use 
that document again, you must tell the Word Processor its name so 
that it can be found. This is called "opening a document." 
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When you finish typing or editing a document, you can "close" it 
and "open" another document. Or, you can close the document and 
end the word processing session at the same time. You will learn 
about these procedures in the lessons that follow. 

Learning Word Processing 

The rest of the Word Processing User's Guide consists of a series 
of lessons. The first lesson shows you how to sign on to the 
Executive. The second lesson teaches you how to begin and end a 
word processing session. Subsequent lessons teach you how to 
open and close a document; enter and edit text; search for and 
replace text i change character, paragraph, and page formats i 
and print a document. Other lessons teach you how to set tabs 
and type tabular text, and review many operations you have 
already learned. You will work with a short technical report and 
a letter. 

Each lesson contains 

1. an introductory paragraph that tells what you will be 
doing in the lesson and which commands and keys will be 
used, 

2. an illustration of the keyboard showing which keys will 
be used in the commands introduced in the lesson, 

3. step-by-step instructions to guide you through each 
operation, 

4. examples of how the screen looks during or after the 
operation, and 

5. a brief summary of what you have accomplished in the 
lesson. 

Many of the lessons will require you to type specific text. This 
text will be supplied to you as part of the step-by-step 
instructions. 

Don't worry if you make an occasional mistake while you are 
typing text. One of the first things you will learn is how to 
make corrections. However, if something unexpected occurs and 
you cannot continue the lesson, see your supervisor or system 
administrator for help. 
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OPERATING THE WORD PROCESSOR 

The following lessons teach you how to use the Word Processor to 
complete a document. 

Each lesson describes the word processing commands you are going 
to use and explains their purpose. The lesson also gives you an 
illustration of the keyboard, showing which keys you press to use 
a command. 

The lesson then provides numbered steps that tell you which keys 
to press and what text to type. In these instructions, the exact 
keys to press and text to type are shaded to make them stand out 
from the surrounding text. Any information you must type on the 
keyboard is provided in the numbered steps and is shaded. 

For example, if an instruction states 

1. Press the RETURN key. 

locate the key labeled RETURN on the keyboard, press it, and 
release it. The underline at the beginning of the instruction is 
provided so that you can check off each step as you complete it. 

Here is some general information that will help you to understand 
the lessons when you begin. 

Each word processing command has a name that is used in the text 
of this Manual. For example, some command names are Format, 
Search, and Mark Word. Command names begin with uppercase 
letters, which makes them easy to identify in the text. 

When a lesson describes a command, it also describes the key you 
press to invoke that command. When a key is described in the 
text, the name used is the name of that key on the keyboard. An 
example of keys described in the text are: the SHIFT key, the 
RETURN key, the fl key, and the b key. 

Some commands use a combination of keys. When you have to press 
two keys at a time to invoke a command, the lesson gives you 
exact directions on how to do it. 

When one of the keys used in a command is a letter of the 
alphabet, always type it in lowercase. For example, when an 
instruction reads "press the b key", you simply press the key 
labeled B on the keyboard and type a lowercase b. 

Before you begin the first lesson, look at the keyboard to learn 
some characteristics. When the keys are actually used in the 
steps of a lesson, that lesson will provide a full explanation of 
their use. The keys used in keyboard features are shown below. 
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SCROLL 

UP 

° OVER 
TvPE 

11 or 12 or 13 oJ 14 15 16 17 

i 
7 

I 
4 

\ 

1 

t 

\ 
8 9 

GO 

I -
5 6 

2 3 
NEICT 

0 

Cursor Control Keys. The cursor control keys, , _ I 

and - keys on the keyboard are shown above. These keys art 
discussed in detail later. For" now, you should know that the~ 
are used to move the cursor to different positions on the screen 

Moving the cursor to a different position does not change an~ 
information in a document. It just provides a way to get fror 
one location on the screen to another, or from one location il 
the document to another. 

Spacebar. The spacebar works the same as the spacebar on 
typewri ter, putting a space in the text. This is the only ke~ 
that is not labeled. Using the spacebar is different from just 
moving the cursor. 

Keep in mind the difference between using the cursor control key~ 
to move the cursor and using the spacebar to move the cursor. 11 
you use the cursor control keys, nothing in the text changes. 
But, if you use the spacebar to move the cursor, you are puttin~ 
spaces in the text. It is advisable to use the spacebar only fOl 
spaces and use the cursor control keys when you want to move thE 
cursor to another place on the screen. 

SHIFT Key. The SHIFT key is the same as the SHIFT key on c 
typewriter. Both keys labeled SHIFT provide the same function, 
but are located in. two places for convenience. The SHIFT ke~ 
also has some additional uses in word processing that arE 
introduced in the lessons later in this Manual. 

LOCK Key ° The LOCK key is not the same as the LOCK key on ( 
typewri ter. When you press this key, the red light on the ke~ 
goes on and remains on until you press the key a second time, 
When the red light is on, all letters that you type appear ir 
uppercase. This key affects only the letters, not the numberl 
and special characters. For example, the only method for typin~ 
the special character % is to hold down the SHIFT key whilE 
pressing %. 
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OVERTYPE Key. When you press this key, the red light on the key 
goes on and remains on until you press the key a second time. 
When the red light is on, you can type over existing text and 
replace it. This function is described in detail in a lesson 
later in this Manual. 

BACKSPACE Key. This key is not the same as the BACKSPACE key on 
a typewriter. The functions of the BACKSPACE key are described 
in a lesson later in this Manual. 

Operating-3 





LESSON 1 SIGNING ON TO THE EXECUTIVE AND LOGGING OUT 

Introduction 

This lesson shows you how to sign on to the Executive and how to 
log out. When no one is signed on to the workstation, a screen 
display appears that contains a Sign On form. Other information 
may also appear, such as notes about the system. These vary from 
one installation to another. Figure 1-1 shows the sign On form. 

Thu Jun 17, 1982 10.13 /VI 

,

:,1 This file Is [sysl<sys)SlgnOn.Txt and may be edited to contain any text. 

Press GO to get I nto the Execu t I ve. 

: Refer to the "Getting Started" section of the System Programmer's Guide 
1 for Inforutlon on user names and configuration files. 

User nue (e.g., Allen) 
Password 
Oat./TI .. (e.g., Mon Jun 1, 1981 8.00 pm) 

Figure 1-1. Sign On Form. 

The form begins with "User name". If this form appears on the 
screen, then you are ready to sign on to the Executive. If the 
Sign On form is not on the screen, then see your system 
administrator. The keys used in commands and features introduced 
in this lesson are shown below. 
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SCROLL 

UP 

PREV 11 °1 12 "1 i] [ 14 1 15 1 16 1 17 PAGE 13 

A 

I \ I GO 
7 8 9 

I I -
4 5 6 

OVER \ 
TYPE 1 2 3 

NEXT 

0 

Discussion 

The Sign On form is used to access the system by entering a use] 
name and, possibly, a password. The password mayor may not bE 
required on your installation. To start this lesson, firs1 
obtain a user name and password, if necessary, from your syster 
administrator. 

1. Look for a wide strip of light containing the cursor 
If the green strip appears on the same line as "Use] 
name", GO TO STEP 3 below. 

Otherwise, press the key once or twice to move thE 
green line up to "User name". 

2. Type your user name next to "User name". 

3. If you have a password, press the RETURN key to mOVE 
the highlight to "Password". 

Otherwise, press the GO key and SKIP STEPS 4 AND 5. 

4. Type your password next to "Password". 

5. Press the GO key. 

When the Sign On command is complete, an Executive Command forr 
or the First Word processing screen will appear. 

When the Executive Command form appears, it is added to thE 
bottom of the screen, just below the Sign On form. This meanl 
that you are now signed on to the Executive, and you will USE 

another Executive command called Word Processor, abbreviate( 
"w pOI to sign on to the Word Processor. The Executive Comman( 
form consists of the word "Command" and a bright green strip 0: 

light. The Executive Command form is shown in the example il 
Figure 1-2 below. 
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Executive 6.01 COMIII (aS Mws-6.32) 
Path: ClllnJ<Noru) 

User na •• : nor.a 
Thu Jun 17, 1982 10:17 All 

i This fll. Is Csys](sys)SlgnOn.Txt and may be edl ted to contain any text. 

1 Press GO to get Into the Execu t I ve. 

: R.fer to the "Getting Started" section of the System programmer's Guide 
1 for Infor.atlon on user names and configuration files. 

User nue (e.g., Allen) nor.a 
Password 
OateITI •• ( •• g., Mon Jun " 1981 8:00 pili) 

Co.und 

Figure 1-2, Executive Command Form. 

The First Word Processing screen is shown in Figure 2-1 below. 
If the screen shown in Figure 2-1 or 2-2 appears, then you have a 
worksta tion with a dedicated Word Processor. This means that 
when you signed on to the Executive, you immediately entered the 
Word Processor, and you can now GO TO "SUMMARY OF LESSON I" 
below. 

The next Executive command you will learn is the Logout command. 
The Logout command ends the Executive session, and the Sign On 
form appears again. When you use the Logout command, you end the 
Executive session and are, normally, done using the workstation. 
You can now log out for practice by following the instructions 
below. 

6. Type logout. 

7. Press the GO key to end this Executive session. 
the Logout command is completed, the Sign On 
appears again, as shown in Figure 1-1. 

When 
form 
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Now that you have learned to log out, you can sign on to the 
Executive again. 

8. Repeat steps 2 through 5. 

Summary of Lesson 1 

In this lesson, you signed on to the Executive with a user name 
and, possibly, a password. You learned that the RETURN key moved 
the cursor to the next line of the Sign On form and the GO key 
executed the Sign On command. 

If you have a dedicated Word Processor, the next screen that 
appeared was the First Word processing screen or the First 
Dedicated Word Processing screen. You skipped the rest of the 
lesson, are now signed on for a word processing session, and can 
GO TO LESSON 2, STEP 3. 

Otherwise, the Executive Command form,appeared below the Sign On 
form and you learned to log out. Then you signed on again to be 
ready for a word processing session. 
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LESSON 2 SIGNING ON AND FINISHING A WORD PROCESSING SESSION 

Introduction 

This lesson shows you how to sign on to start a word processing 
session and how to finish it. This allows you to begin and end a 
session at any time. The keys used in the commands and features 
introduced in this lesson are shown below. 

SCROLL 
uP 

CAAltn MOV! 

. 
ovER 
TYPE 

Discussion 

14 r 15 I 16 I 17 

I MARl( 

~ 

: 
7 

I 
4 

\ 

1 

0 

t BOUND 

t ~ 

\ 
8 9 

GO 

I -5 6 

2 3 
NEXT 

You can now sign on to the Word Processor using the abbreviation 
"W p", for the Executive command Word Processor. 

1. Type w p to sign on to the Word Processor. 

2. Press the GO key. A message appears on the screen, and 
then the screen is momentarily blank. The First Word 
Processing screen appears, as shown in Figure 2-1. 

You are now signed on for a word processing session. 
SKIP THE INSTRUCTIONS THAT FOLLOW AND START AT THE 
PARAGRAPH FOLLOWING STEP 4 below. 

3. You are now signed on for a word processing session and 
can use word processing commands. You have a dedicated 
Word Processor, and the screen looks like either Figure 
2-1 or Figure 2-2. 
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DOCU1ENTS: (Press FINISH to ext t Word Processor) 

Press 0 to Open document 
o Delete document 

Press W to change Work area 
L LI s t documents 

C Copy document 
R Ren .. e document 

Figure 2-1. First Word Processing Screen. 

You may see a message at the bottom of the screen, as shown in 
Figure 2-2. Because this is your first word processing session 
and there are no documents from a previous session to display, 
your response to this message is going to be "CANCEL." In a 
later lesson, you will also learn what happens if you respond 
"GO." 

2-2 

4. If the message shown in Figure 2-2 appears, press the 
CANCEL key. This removes the message from the screen, 
and you are ready to open a new document or end the 
word processing session. The screen looks like Figure 
2-1. 
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,",ould you like to display the same documents as In your last session? 
Press GO to confirm, CANCEL to start a new session. 

Figure 2-2. First Dedicated Word Processing Screen. 

The next command you will learn is the Finish command. 
Finish command saves all text entered and edited during 
session, and then ends the session. 

5. Press the FINISH key. 

The 
this 

At this point, the Finish command provides a choice of executing 
the command, or canceling it and continuing the word processing 
session. The following blinking message appears at the bottom of 
the screen: "Press GO to confirm FINISH, CANCEL to cancel 
command" . 

In this lesson, you are learning to end a word processing 
session, so you will execute the Finish command. 

6. Press the GO key to end this word processing session. 
While the Finish command is executing, the message 
"Saving ... " appears at the bottom of the screen. When 
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the Finish command is completed, either the Sign On 
form shown in Figure 1-1, or the Executive Command form 
shown in Figure 1-2, will appear. 

If you have a dedicated Word Processor, the Sign On 
form appears. If you do not have a dedicated 
Word Processor, the Executive Command form appears. 

Summary of Lesson 2 

In this lesson, you either signed on to the Word Processor with 
the Executive command w p and saw the first word processing 
screen, or you saw the first dedicated word processing screen. 
If you have a dedicated Word Processor, a message may have 
appeared in the main text area: you responded to this message by 
pressing the CANCEL key because you did not want any documents 
from a previous session to display. Then you signed off by 
invoking the Finish command. With the information you have 
learned in this lesson, you can now begin and end a word 
processing session any time you like. 
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LESSON 3 RULER, MAIN TEXT AREA, AND CURSOR MOVEMENT 

Introduction 

This lesson shows you the organization of the screen in a word 
processing session and shows you how to move the cursor to 
different positions on the screen. To begin, you must sign on to 
the Word Processor again. The procedures for both a standard and 
nedicated Word Processor are included again in the steps below. 
It is important now to learn for future reference which type of 
Word Processor you have: a standard or a dedicated Word 
Processor. The keys used in features introduced in this lesson 
are shown below. 

PREY 

PAGE 

SCROLL 

UP 

° OYER 
TYPE 

11 °1 12 °1 13 oJ 14 

[ 
I I m"1 ~"I ",j 16 I 17 15 

MARK 

<i-

: 
7 

I 
4 

\ 

1 

0 

t BOUND 

t ~ 

\ 
8 9 

GO 

I -
5 6 

2 3 
NEXT 

1. If the Executive Command form, shown in Figure 1-2, is 
on the screen, then you have a standard Word Processor 
and can now GO TO STEP 6 below. 

2. If the Sign On form, shown in Figure 1-1, is on the 
screen, then you have a dedicated Word Processor and 
can now type your user name next to "User name". 

3. If you have a password, press the RETURN key to move 
the highlight to "Password". Otherwise, press the GO 
key and GO TO STEP 6 below. 

4. Type your password next to "Password". 

5. Press the GO key. 

6. Type w p to sign on to the Word Processor. 
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7. Press the GO key. A message briefly appears on the 
screen, and then the screen becomes momentarily blank. 
The first word processing screen appears again, as 
shown in Figure 2-1 or 2-2. 

Discussion 

Now you will learn about some of the characteristics of the 
Word Processor screen. It is divided into two parts, the ruler 
display and the main text area. 

The ruler display at the top of the screen is used for purposes 
that are described in a later lesson. 

The rest of the screen is called the main text area. This is the 
portion of the screen where you can type documents. Sometimes, 
the bottom of the main text area contains messages from the 
Word Processor or information that is necessary to execute 
commands. If you have a dedicated Word Processor, a message now 
appears at the bottom of the screen. Note that it is separated 
from the rest of the main text area by a wide green strip of 
light. 

8. If the screen looks like Figure 2-2, then press the 
CANCEL key to remove the message from the bottom of the 
screen. The Documents menu appears on the screen. You 
will learn how to use it in Lesson 4. 

The rest of the steps in this lesson familiarize you with cursor 
movement. Remember that moving the cursor does not alter any 
information, but simply provides a way of getting to a specific 
location on the screen. The cursor is active only in the main 
text area: it cannot be moved onto the ruler display. You can 
now learn to use the cursor control keys. 

9. Press and watch the cursor move to the right. 

10. Press and watch the cursor move to the left. 

11. Press J and watch the cursor move down the screen one 
line. 

12. Press and watch the cursor move up the screen one 
line. 

You can rapidly move the cursor to another location on the screen 
by pressing one of the cursor control keys and holding it down 
until the cursor has moved as far as you want it to go. 

3-2 

13. Press - for a few seconds and watch the cursor move 
several positions to the right. 
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14. Press -- for a few seconds and watch the cursor move 
several positions to the left. 

15. Press for a few seconds and watch the cursor move 
several lines down the screen. 

16. Press for a few seconds and watch the cursor move 
several lines up the screen. 

17. Repeat steps 9 through 16 as often as you like until 
you are familiar with the use of the t , , ,--, and -
keys. 

Now that you have seen how to move the cursor using the cursor 
control keys, you can learn more about the ruler .display. The 
ruler display contains a shadow cursor that looks like the cursor 
in the main text area, except that it does not blink. The shadow 
cursor is shown under the zero on the ruler display in Figure 
2-1. The shadow cursor moves with the real cursor back and forth 
across the screen. The ruler display is divided by lines that 
represent each column on the screen. You can observe the 
movement of the shadow cursor by using the -- and -- keys again. 

18. Press for a few seconds and watch how the shadow 
cursor moves along the ruler display while the real 
cursor moves to the right. 

19. Press for a few seconds and watch how the shadow 
cursor moves along the ruler display while the real 
cursor moves to the left. 

Summary of Lesson 3 

In this lesson, you signed on to the Word Processor a second time 
and learned that the screen is divided into a ruler display and a 
main text area. You then started a new word processing session. 
You learned to move the cursor around on the screen and saw the 
behavior of the shadow cursor on the ruler display. You are now 
ready to open a new document. 
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LESSON 4 WORKING WITH DOCUMENTS 

Introduction 

This lesson shows you how to use the Documents command to open a 
document. Opening a document is a way of creating a new document 
or accessing a document that already exists. The keys used in 
commands introduced in this lesson are shown below. 

SCROLL 

UP 

OVt:R 
T't'PE 

: 
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I 
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\ 
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GO 

I -
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2 3 
NEXT 

1. When you invoke the Word Processor and the screen looks 
like Figure 2-1, the Documents command has been invoked 
automatically. You also can invoke the Documents 
command at any time during a word processing session. 
To invoke the Documents command, hold down the CODE key 
while you press the fl key. The screen looks like 
Figure 4-1. 

Discussion 

The Documents command has been invoked, and the Documents menu 
appears on the screen. This is the first example of a menu in 
these lessons. Remember that you can make only one response to 
the menu. The Documents command allows you to manipulate entire 
documents in many ways that are fully described in the Word 
Processing Reference Manual. In this lesson, you choose "Press 0 
to Open document" from the Documents menu to use the Open 
document option. 

2. Press 0 to choose the Open document option. Be sure to 
use lowercase 0 and not uppercase 0 or 0 (zero). The 
Open document form appears on the screen, as in Figure 
4-2. 
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OOCUtIENTS: (Press FINISH to ex I t Word Processor) 

Press 0 to Open document 
o Delete document 

Press W to change Work area 
L List docum-ents 

C Copy document 
R RenUle document 

Figure 4-1. Documents Menu. 

The Open document form that now appears on the screen is the 
first example of a form in these lessons. Respond to a form by 
filling in the answers and changing any values that you want to 
be different from the ones that are currently displayed. You can 
now use the Open document form to create a new document. Note 
that the highlight is at "Document name" in Figure 4-2. 

3. Type the new document name convergent. 

You do not need to fill in the rest of this form because you do 
not need to change the current values for the other items. See 
the Word Processing Reference Manual for complete information on 
the Open document form. You are now ready to execute the 
Documents command. 
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OPEN DOCUMENT: (Press GO to execute, NEXT for next t tem, CANCEL to dlulss) 

Docu.ent nam.: 
Password: 
Allow changes? Yes 
Copy fro. document I 

No (Press Y or N) 

Figure 4-2. Open Document Fonn. 

4. Press the GO key. 

A blinking message appears at the top of the Open document form 
telling you that you can now make a decision to press the GO key 
to create a new document or press the CANCEL key to remove the 
Open document form from the screen without creating a document. 
This message is a safeguard to give you a final opportunity to 
create, or not create, a new document. 

5. Press the GO key again to create the document. 
screen looks like Figure 4-3. 

The 

You have now created a new document named "convergent". It does 
not yet contain any information. This document will stay open 
until you close it. 
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Figure 4-3. New Document Screen. 

The screen organization has changed now that a document is open. 
The ruler display is separated from the main text area by a stri~ 
of green light called the document status line. This appears or 
the screen as long as the document is open, and it contains three 
i terns of information about the document: name, page, and line 
number. 

The first item in the document status line is the document name. 
The second item, P, is the page number, which is updated to tel] 
the page number of the cursor. The third item, L, is the linE 
number of the cursor within the current page. Right now, thE 
document status line indicates that the cursor is on line 1 oj 
page 1 of the document named "convergent". 

The second difference in screen organization is the addition 0: 

two broken lines in the main text area. The upper broken linE 
represents the top of the new document. The lower broken linE 
represents the bottom of the document. The blank line with thE 
cursor is the line on which you can type text. 
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Summary of Lesson 4 

In this lesson, you learned that the Documents command can be 
used to open a document. You chose the "Open document" option 
from the Documents menu. You used the Open document form to name 
a new document "convergent". The rest of the lesson described 
how the screen looks when a new document has been created but 
does not yet contain any text. 
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LESSON 5 ENTERING NEW TEXT 

Introduction 

This lesson shows you how to enter text into the new document you 
opened in the last lesson. 

When you type text into the document, you can end lines of text 
at a specific place and also begin paragraphs. This lesson shows 
you how to do both. The keys used in f.eatures introduced in this 
lesson are shown below. 

OVER 
TYPE 

If you make spelling errors 
correct them: a later lesson 
the text. You can now type 
the title of the document, 
specific place. 

t 

: \ 
GO 

7 8 9 

I I -
4 5 6 

\ 

1 2 3 
NUT 

0 

as you type, do not attempt to 
shows you how to correct errors in 

four lines of text, beginning with 
and 1 earn to end each 1 ine at a 

1. Type BRINGING IT TOGETHER. 

Discussion 

Notice that the cursor is in the position following the last 
letter that you typed. You can now end this line by using the 
SHIFT and RETURN keys together. When you type more text, it will 
start on the next line instead of continuing on this line. Both 
SHIFT keys do the same thing, so you can press whichever one is 
most comfortable for you. 

2. Hold down the SHIFT key while you press the RETURN key. 
The screen looks like Figure 5-1. 
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BRINGING IT TOGETHER 

Figure 5-1. End of First Line. 

Notice that the cursor has moved to the beginning of the nex 
1 ine. You are now ready to type the next three I ines and enl 
them using the SHIFT and RETURN keys together. 

3. Type by Bert Latamore. 

4. Hold down the SHIFT key while you press the RETURN key 

5. Type CONVERGENT TECHNOLOGIES, Inc. 

6. Hold down the SHIFT key while you press the RETURN key 

7. Type Implements New Design Concepts. The screen look 
like Figure 5-2. 
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BRINGING IT TOGETHER 
by Bar t La tallore 
CONVERGENT TECHNOLOGIES, Inc. 

-~~~~~~~~~~-~~~-~~~~~~-:~~~~~~~=--------------------------------------------

'Igure 5-2. End of Fourth Line. 

'ntil now, you have been typing short headings that are less than 
ne line long. You can now learn to start a new paragraph and 
ype text that is several lines long. 

efore you begin steps 8 through 12, read through the shaded 
ext. Notice that some spelling errors have been made 
ntentionally. Do not attempt to correct them as you type. You 
ill learn to correct them in a later lesson. This is also true 
f you make any other typing mistakes as you go along. You can 
orrect all mistakes later. 

hen you type this text, you will notice a word processing 
eature called wraparound. When you type information up to the 
ight margin of the document, and then continue typing, any words 
~at extend beyond the margin are automatically moved to the next 
ine. This feature permits you to continue typing from line to 
ine in a paragraph. 
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8. Press the RETURN key to start a new paragraph. Notice 
that pressing the RETURN key has moved the cursor to a 
new line to start a new paragraph. 

9. Type the text below, without correcting any mistakes. 

Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 
capabilities. 

Notice how the text wrapped around to the next line on the screen 
as you typed. You can now continue to type text in the rest of 
this paragraph. 

1'11'11 \ 1IIIlz" I I I'" I 1,' I I I, I 1 I I I .. ' I I I, I I I I Is' I I I, I I I I I,' I I I I' I I I 17' I I I I' I I I I,' IIII 
~ ~ 

_______________________________________ ~[~j~~!!!~:!!:::!£!!!'!:!'!*_~~4Z!I 
BRINGING IT TOGETHER 
by Bert Latamore 
CONVERGENT TECHNOLOGI ES, Inc. 
Implements New Design Concepts 
Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
ine'pensive, small electronic parts (or microprocessors) have 
these attempts begun to become rea Ii ty in the form of the 
standalone, desktop computer. Unti I now, however, even these 
units were characterized by the disadvantages of slow speed data 

-~~~~~~~~-~~~-~~~~~~~-~~~~-~~~~~~~-~~~~~~~~.:~-------------------------------

Figure 5-3. First Paragraph of Wraparound Text. 
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10. Type the text below, without correcting any mistakes. 
Be sure to type the two spaces at the beginning. 

Only recently~ with the advent of very 
inexpensive, small electronic parts (or microprocessors) have 
these attempts begun to become reality in the form of the 
standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage capacity. 

The screen looks like Figure 5-3. 
paragraph and begin another one. 

You can now end the first 

11. Press the RETURN key to begin a new paragraph. 

'11'111,., II kill II "II I,'" I I'll I 1.1 II I I" I 'I,' I IIIIII 'I.' I. 'I' I I I I,'" 11'1..11.11 • II 
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BRINGING IT TOGETHER 
by Bert La tallore 
CONVERGENT TECHNOLOGIES, Inc. 
Illp I .. enh NeN Des I gn Concepts 
Des I gners have been try I ng since the m I d-40' s to conso II da te I n a 
single cOllputar the broadest range of data processing 
capabilities. Only recently, with the advent of very 
Inexpensive, slIall electronic parts (or microprocessors) have 
these att .. ph begun to become rea II ty I n the form of the 
standalone, desktop cOllputer. Until nON, however, even these 
units Nere characterized by the disadvantages of slow speed data 
handling and 1IIIIted data storage capacity. 
NoN a fairly new fir., CONVERGENT TECHNOLOGIES, Inc., Santa 
Clara, CA, Is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations Nhl Ie connecting all unl ts through an electronic network 
syst .. that ukes the II Into a single machine. And the system's 
cost Is In then equlvvalent machllnes from competitive 
cOllbanl es._ ----------------------------------------------------------------------------

FIgure 5-4. Second Paragraph of Wraparound Text. 
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12. Type the text below, without correcting any mistakes. 

'NOW a fairly new firm,COmiERGENT TECHNOLOGIES, Inc., Santa 
Clara, CA, is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations while connecting all units through an electronic network 
system that makes them into a single machine. And the system's 
cost is les then equivvalent machiines from competitive 

'combanies • . . 

The screen looks like Figure 5-4. 

Summary of Lesson 5 

In this lesson, you learned how to type text in the document, end 
a line using the SHIFT and RETURN keys together, and begin a new 
paragraph using the RETURN key. You have observed the wraparound 
feature that allows you to automatically continue entering text 
on the next line in a paragraph. 

5-6 Word Processing Userls Guide 



LESSON 6 ADDITIONAL WAYS TO MOVE THE CURSOR 

Introduction 

Now that you have typed some text into the document, you can 
learn four other ways to move the cursor. In Lesson 3, you 
learned how to use the cursor control keys to move the cursor one 
posi tion at a time. Now you can learn how to move the cursor 
directly to the top or bottom of the main text area and to the 
beginning or end of a line. 

This lesson will also show you how to use the information in the 
document status line to find specific locations in the text. 

You will then learn how to close a document, using the Close 
Window command. Closing a document is a way of removing the 
document from the screen without ending the word process1ng 
session. This is useful when you want to temporarily leave the 
workstation. The document is safely stored in the system and 
cannot be changed accidentally while you are gone. When you 
return, you can immediately open the document because you are 
still in the same word processing session. Other uses for the 
Close Window command are fully described in the Word Processing 
Reference Manual. ----
The keys used in commands and features introduced in this lesson 
are shown below. 

SCROLL 

UP 

Discussion 

I 
I 

MARK 

~ 

: 
7 

I 
4 

\ 

1 

0 

t BOUND 

J, -4 

\ 
8 9 

GO 

I -5 6 

2 3 
NEXT 

You can move the cursor directly to the top of the main text area 
by using the CODE and t keys together. 
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1. Hold down the CODE key while you press the key. 
Notice that the cursor moves directly to the document 
status line. 

To move the cursor to the bottom of the main text area, use the 
CODE and l keys together. 

2. 'Hold down the CODE key while you press the key. 
Notice that the cursor moves directly to the bottom of 
the main text area. 

To move the cursor to the left end of a line, use the CODE and -
keys together. This is easiest to observe on a line filled witt 
text, so in the steps below, you can first use the t key to mOVE 
the cursor into a line that has text. 

In the steps below, the location of the cursor is described, wher 
necessary, in two ways: by giving the page number and linE 
number that should appear in the document status line when thE 
cursor is on the right line for the correction, and by showin~ 
the cursor position in the line of text. Use the page and linE 
number in the document status line as a guide when you move thE 
cursor with the t or l keys. Then look at the specified figurE 
showing the line of text to put the cursor in the exact position 

3. Press the t key repeatedly (or hold it down) until thE 
cursor is in the position shown below. The documen, 
status line reads PI L17, unless you have made typinc 
mistakes that have affected the length of the text 
Use the document status line reading only as a guide 
but be sure the cursor is moved to the location in th, 
text shown below. 

stations while connecting all units through an electronic network 
system that makes them into a single machine. And the system's 
cost is les then equivvalent machiines from competitive 

4. Hold down the CODE key while you press the - key 
Notice that the cursor moves directly to the left en 
of the line. 

You can move the cursor to the right end of a line using the CO~ 
and keys together. 

5. Hold down the CODE key while you press the - ke~ 
Notice that the cursor moves directly to the right eI1 
of the line. 

6-2 Word Processing User's Guide 



You can now learn to close the document in case you need to leave 
the workstation. Closing the document protects it from 
accidental changes while you are away from the workstation, but 
does not end the word processing session. Closing the document 
requires the use of the CODE and c keys together. 

6. Hold down the CODE key while you press the c key. 
sure to type a lowercase c and not an uppercase C. 

Be 

The main text area of the screen is blank. The document named 
"convergent" is closed, and no changes can be made to the text in 
that document until it is opened again. To open the document, 
invoke the Documents command again. 

7. Hold down the CODE key while you press the fl key to 
invoke the Documents command. The screen looks like 
Figure 4-1, except the cursor is in a different 
position. 

You have invoked the Documents command again and the Documents 
menu appears on the screen. 

8. Press the 0 key to choose the Open document option. Be 
sure to type a lowercase 0 and not an uppercase 0 or a 
o (zero). The screen looks like Figure 4-2. 

You have invoked the Documents command, and the Open Document 
form appears again. 

9. Type the name of the document convergent. 

10. Press the GO key to execute the Documents command. The 
screen looks like Figure 5-4, except that the cursor is 
positioned at the beginning of the text. 

You have now reopened the "convergent" document. Notice that 
when you pressed GO this time to execute the Open Document 
command, the command was immediately executed. This is because 
the "convergent" document already exists. 

Summary of Lesson 6 

In this lesson, you learned how to move the cursor directly to 
the top and bottom of the main text area and to the left and 
right ends of a line. The lesson also showed you how to close a 
jocument without finishing a word processing session and how to 
'pen it again. 
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LESSON 7 CORRECTING EXISTING TEXT 

Introduction 

This lesson shows you three different ways to correct existing 
text: insertion, overtyping, and deletion. You will learn to 
use each method to make corrections in the text typed in previous 
lessons. 

This lesson also shows you how to change the use of the keyboard 
for either insertion or overtyping. When insertion or overtyping 
is in use, the keyboard is described as being in that "mode." 
For example, when new text can be inserted, the keyboard is 
described as being in "insert mode." When text can be overtyped, 
the keyboard is in "overtype mode." 

The keys used in commands and features introduced in this lesson 
are shown below. 

SCROLL 
UP 

ICROU 
DOWN 

ovu 
tyPe 

)IIcU881on 

I N'" 

~ 

, , 
7 

1 
\ 

1 

0 

t BOUND 

-!- ~ 

, 
GO 

B 9 

! 6 -

2 3 
NEXT 

~irst, you will correct the errors that were intentionally typed 
.n the text. After you become familiar with the procedures for 
:orrecting text, you can correct any additional typing mistakes 
'ou may have made up to this point. 

'he first method for correcting text is insertion. This is easy 
o do because, unlike a typewriter, this keyboard is always in 
nsert mode unless you change it. This means that corrections, 
r new text, can be inserted into existing text without 
estroying what is already there. When you want to insert a 
hange, move the cursor to where you want the new text to appear, 
nd type it. 
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You are already familiar with the use of the cursor control keys 
to move the cursor and can now use them to position the cursor 
where you want to insert a change. 

1. If. .. the red light on the OVERTYPE key is on, press the 
'OVERTYPE. key to turn it off. 

2. Press the l; key repeatedly (or hold it down) until the 
cursor is on the line shown below. The document status 
line reads Pl L1B, unless you have made typing mistakes 
that have affected the length of the text. Use the 
document status line reading only as a guide, but be 
sure the cursor is moved to the location in the text 
shown below. 

system that makes them into a single machine. And the system's 
cost is les then equivvalent machiines from competitive 
combanies. 

You are now ready to move the cursor to the correct position on 
the line. 

3. Press the ;:~ key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

system that makes them into a single machine. And the system's 
cost isles then equivvalent machiines from competitive 
combanies. -

The cursor is now positioned for you to insert a correction. 

4. Type i~:. The corrected text is shown below. 

system that makes them into a single machine. And the system's 
cost is less then equivvalent machiines from competitive 
combanies. -
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You have now made the first correction in insert mode and can go 
on to make another one. 

5. Press the key to move the cursor up one line. The 
cursor is on the line shown below. The document status 
line reads PI L17, unless you have made typing mistakes 
that have affected the length of the text. Use the 
document status line reading only as a guide, but be 
sure the cursor is moved to the location in the text 
shown below. 

stations while connecting all units through an electronic network 
system that makes them into a single machine. And the system's 
cost is less-then equivvalent machiines from competitive 

You are now ready to move the cursor to the correct position on 
the line. 

6. Press the key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

stations while connecting all units through an electronic network 
system that makes them into a single machine. And the system's 
cost is less then equivvalent machiin~s from competitive 

rhe cursor is now positioned for you to insert a correction. 

7. Type the following text, being sure to type two spaces 
at the beginning. 

The resul t --a 
system that grows with the owner's needs from the size of a 
single minicomputer to that of a~minicomputer network. 

be screen looks like Figure 7-1. 

'ou have now made the second correction in insert mode and can go 
n to learn another method of correcting text. 
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BRINGING IT TOGETHER 
by Bert Latuore 
CONlJERGEHT TECHNOLOGIES, Inc. 
I lip lements New Des I gn Concepts 
Des I gners have been try I ng sInce the m I d-40' s to conso II da te I n a 
sIngle computer the broadest range of data processIng 
capabIlitIes. Only recently, loll th the advent of very 
InexpensIve, small electronIc parts (or mIcroprocessors) have 
these attempts begun to become rea II ty I n the form of the 
standalone, desktop computer. UntIl now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage capacIty. 
Now a fairly new firm, CONVERGENT TECHNOLOGIES, Inc •• Santa 
Clara, CA, Is challenging the minIcomputer market wIth a new 
approach that distrIbutes the computer power' among many work 
stations while connectIng all unl ts through an electronIc network 
syst .. that makes them Into a sIngle machIne. The result --a 
system that grows with the owner's needs from the size of a 
sIngle minIcomputer to that of a mInIcomputer network._ And the 
system's cost Is less then equlvva lent machll nes from competl tlve 
combanllS • ----------------------------------------------------------------------------

Figure 7·1. Text aHer Second Insertion. 

The second method for correcting text is overtyping. When the 
keyboard is in overtype mode, each character you type replaces 
the existing one at the cursor position. You are typing "over" 
text to correct errors. You type corrections on top of existin~ 
text and replace it. When you press the OVERTYPE key, a rec 
light goes on, and the keyboard is in OVERTYPE mode. When YOt 
press the OVERTYPE key a second time, the red light goes off, anc 
the keyboard is in insert mode again. 

The only difference in the procedure for overtyping and insertin~ 
is that you must put the keyboard in overtype mode. 

,7-4 

8. Press the ;OvtRTypE; key to put the keyboard in overtypl 
mode. Notice that the red light on the OVERTYPE ke: 
goes on. 

g. Press the l key to move the cursor down one line. Th 
cursor is on the line shown below. The document statu 
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line reads PI L20, unless you have made typing mistakes 
that have affected the length of the text. 

single minicomputer to that of a minicomputer network. And the 
system's cost is less then equivvalent machiines from ~ompetitive 
combanies. 

10. Press the key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

single minicomputer to that of a minicomputer network. And the 
system's cost is less then equivvalent machiines from competitive 
combanies. -

The cursor is now positioned for overtyping a correction. 

11. Type a. The corrected text is shown below. 

single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivvalent machiines from competitive 
combanies. -

You have now made the first correction in overtype mode and can 
go on to make another one. 

12. Press the to move the cursor down one line. The 
cursor is on the line shown below. The document status 
line reads PI L21, unless you have made typing mistakes 
that have affected the length of the text. 

Correcting Existing Text 7-5 



system's cost is less than equivvalent machiines from competitive 
combanies. 

13. Press the key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

system's cost is less than equivvalent machiines from competitive 
combanies. 

The cursor is now positioned for you to overtype a correction. 

14. Typep. The screen looks like Figure 7-2. 

You are now ready to turn overtype mode off and return to insert 
mode by pressing the OVERTYPE key. 

15. Press the:OVERTYPE key to return the keyboard to insert 
mode. Notice that the red light on the OVERTYPE ke) 
goes off. 

The third method for correcting text is deletion. You can remOVE 
a character from the existing text by pressing the DELETE key. 

The DELETE key removes a character the same way in overtype modI 
as it does in insert mode; so for the purpose of this lesson 
you can make deletions with the keyboard in insert mode. 

16. Press the ,t key to move the cursor up one line. Thj 
cursor is on the line shown below. The document statu; 
line reads PI L20, unless you have made typing mistake 
that have affected the length of the text. 

single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivvalent machiines from competitive 
companies. 
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BRINGING IT TOGETHER 
by Bert Latnore 
CONVERGENT TECHNOLOGIES, Inc. 
I.pl .. ents Ne .. Design Concepts 
Designers have been trying since the mid-40's to consolidate In a 
single computer the broadest range of data processl ng 
capabilities. Only recently, with the advent of very 
Inexpensive, Sill I I electronic parts (or microprocessors) have 
these attempts beguft to become rea II ty I n the form of the 
standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and 11.1 ted data storage capac I ty. 
No .. a fa I r I y new firm, CONVERGENT TECHNOLOGI ES, Inc., Sa n ta 
Clara, CA, Is challenging the minicomputer market with a new 
approach tha t dl s tr I bu tes the compu ter power among many work 
stations while connect I ng all unl ts through an electronic network 
syst .. that ukes them Into a single machine. The result --a 
syst .. that grows with the owner's needs from the size of a 
Single .Inlco.put.r to that of a minicomputer network. And the 
syste.'s cost Is less than equlvvalent machllnes from competitive 
co.pA-nles • ----------------------------------------------------------------------------

Figure 7·2. Text after Second Overtype. 

17. Press the key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivvalent machiines from competitive 
companies. -

rhe cursor is now positioned for you to delete a character to 
nake a correction. 

18. Press the DE!=sETE key. 
below. 

The corrected text is shown 
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single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivalent machiines from competitive 
companies. -

You have now made the first correction using the DELETE key and 
can go on to make another one. 

19. Press the key repeatedly (or hold it down) until the 
cursor is in the position shown below. 

'\11111 \" II \ZIIII,' III hi III, I I 1114' I I I, I I I 'I,ll I I I' I I I I.' II I I' I I 1),1 I II 1'1 t 11.11111 
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BRINGING IT TOGETHER 
by Bert La tamore 
CONIJERGEHT TECHNOLOGIES, Inc. 
I.pl .. ents New Design Concepts 
Designers have been trying since the mid-40's to consolidate In a 
single co.puter the broadest range of data processing 
capabilities. Only recently, with the advent of very 
Inexpensive, small electronic parts (or microprocessors) have 
these attempts begun to become rea II ty I n the form of the 
standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage capacity. 
How a fairly new fir., CONVERGENT TECHNOLOGIES, Inc., Santa 
Clara, CA, Is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations while connecting all unl ts through an electronic network 
syst .. that ukes them I nto a sing Ie machl ne. The resu I t --a 
syst •• that grows with the owner's needs from the size of a 
Single minicomputer to that of a minicomputer network. And the 
syst .. ·s cost Is less than equivalent machines from competitive 
co.panl IS. 

----------------------------------------------------------------------------

Figure 7-3. Text after Second Deletion. 
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single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivalent machiines from competitive 
companies. -

The cursor is now positioned for you to delete a character to 
make a correction. 

20. Press the DELETE key. 
7-3. 

The screen looks like Figure 

Now that you know how to correct existing text, you can go back 
over the text of the entire document and correct any additional 
typing mistakes you may have made. Review the steps in this 
lesson, if necessary, to remind you of how each type of 
correction is made. 

21. Correct all mistakes using any method you learned in 
this lesson. When you have completed all corrections, 
the screen looks like Figure 7-3, except that the 
cursor may be in a different position depending on 
where you made the last correction. 

Summary of Lesson 7 

In this lesson, you learned to use three basic methods of 
correcting existing text: insertion, overtyping, and deletion. 
Then you corrected all mistakes in the text. 
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LESSON 8 BACKSPACE KEY 

Introduction 

This lesson shows you how to use the BACKSPACE key to correct new 
text while you are typing. The BACKSPACE key works differently 
when the keyboard is in insert mode from the way it does in 
overtype mode. 

The key used in the feature introduced in this lesson is shown 
below. 

SCROLL U. 

OVER 
TYPE 

. 

Discussion 

_'4 _I_'S .-,6_1 _'7_1 [18 oj ~ oj ,,01 
: 
7 

I 
4 
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1 

0 

t 

\ 
GO 

B 9 

I -5 6 

2 3 
NUT 

If you press the BACKSPACE key when the keyboard is in insert 
node, the cursor moves to the left and removes the character in 
that position. If you press the BACKSPACE key when the keyboard 
LS in overtype mode, the cursor moves to the left without 
removing the character in that position, so it works the same as 
~he -- key and the backspace key on a typewriter. 

(ou can now go to the end of the document, type new text, and 
~orrect it as you go along, using the BACKSPACE key. 

1. If the cursor is not already on the last line of the 
document, press l repeatedly, or hold it down, until 
the cursor is on the last line of the document. 

2. Hold down the CODE key while you press the - key to 
move the cursor to the right end of the line. The 
document status line reads PI L21. 
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The cursor is now positioned for you to add new text to the end 
of the document. You can begin a new paragraph by following the 
steps below. Type the new text exactly as shown. 

3. Press the RETURN key to start a new paragraph. 

4. Type the text below exactly as shown. 

The secret to CONVERGENT TECHNOLOGIES' macheee 

The text is shown below. You have just typed an error in the 
word "macheee" that you can now correct using the BACKSPACE key. 

companies. 
The secret to CONVERGENT TECHNOLOGIES' macheee 

5. Press the BACKSPACE key and notice that it moves the 
cursor to the left and removes the character in that 
position. The text is shown below. 

companies. 
The secret to CONVERGENT TECHNOLOGIES' machee 

6. Press the BACKSPACE key twice to remove the next two 
characters to the left of the cursor. The text is 
shown below. 

companies. 
The secret to CONVERGENT TECHNOLOGIES' mach 

You have used the /BACKSPACE key to remove three characters tha1 
were typed by mistake. Now you can type the correct informatioI 
in the same positions. 

8-2 WOrd Processing User"s Guide 03/8: 



7. Type the text below exactly as shown. 

ine is not a new 
technology. Rather, as the firms 

The end of the document is shown below. 

The secret to CONVERGENT TECHNOLOGIES' machine is not a new 
technology. Rather, as the firms_ 
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BRINGING IT TOGETHER 
by Ber t La taeore • 
COtfJERGENT TECHNOLOGIES, Inc. 
Ieple .. nts New Design Concepts 
Designers have been trying since the mid-40's to consolidate In a 
single computer the broadest range of data process I ng 
capabilities. Only recently, with the advent of very 
Inexpensive, sui I electronic parts (or microprocessors) have 
these att .. ph begun to become rea II ty I n the form of the 
standalone, desktop computer. Until now, hOHever, even these 
units Here characterized by the disadvantages of SIOH speed data 
handling and Ilel ted data storage capac I ty. 
NoH a fairly nIH firm, CONVERGENT TECHNOLOGIES, Inc., Santa 
Clara, CA, Is challenging the minicomputer market Hlth a neH 
approach that distributes the computer pOHer among many Hork 
stations Hhlle connectl ng all unl ts through an electronic netHork 
syst .. that ukes th .. Into a single machine. The result --a 
syst .. that groHS HI th the oHner's needs from the size of a 
single elnlco.puter to that of a minicomputer netHork. And the 
sys t .. 's cos t Is less than equ I va I ent mach I nes from compeU t I ve 
coepanles. 
The secret to CONVERGENT TECHNOLOGIES' machine Is not a new 
technology. Rather, IS the firm's name suggests, It Is the more 
effective and Innovative combination of existing technologies, 
all of Hhlch are available In other machines but Hhlch have not 
previously been coeblned._ 

----------------------------------------------------------------------------

Figure 8-1. Corrected Text and More New Text. 
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The last word you typed, "firms", must be corrected to read 
"firm's". In the steps below, you use the BACKSPACE key again. 

8. Press the BACKSPACE key to remove the letter "s". 

9. Type the text below exactly as shown. 

's name suggests, it is the more 
effective and innovative combination of existing technologies, 
all of which are available in other machines but which have not 
previously been combined. 

The screen looks like Figure 8-1. 

Now that you have used the BACKSPACE key when the keyboard is in 
insert mode, you can learn to use it when the keyboard is in 
overtype mode. Remember that when you use the BACKSPACE key in 
overtype mode, the cursor moves to the left without removing the 
character in that position, so it works the same as the -- key. 
You can now type more new text, and correct it as you go along 
using the BACKSPACE key. 

10. Press the RETURN key to start a new paragraph. 

11. Type the text below exactly as shown. 

The computer is housed in modular units which can be combined in 
seperal ways to xreate arch desktop work station. 

The text is shown below. The 
mistakes that you can correct 
backspace key. 

last line of text has 
using overtype mode 

several 
and the 

The computer is housed in modular units which can be combined in 
seperal ways to xreate arch desktop work station._ 

8-4 

12. Press the OVERTYPE key to put the keyboard in overtypl 
mode. Notice that the red light on the key goes on. 

13. Press the BACKSPACE key repeatedly (or hold it down 
until the cursor is in the position shown below. 

Word Processing User's Guide 03/f 



The computer is housed in modular units which can be combined in 
seperal ways to xreate ~rch desktop work station. 

The cursor is now positioned for you to type a correction in 
overtype mode. 

14. Type ea. 
"each" . 

You have corrected the word "arch" to read 

In the steps below, you can make two other corrections using the 
same method of backspacing in overtype mode. 

15. Press the BACKSPACE key repeatedly (or hold it down) 
until the cursor is in the position shown below. 

The computer is housed in modular units which can be combined in 
seperal ways to ~reate each desktop work station. 

The cursor is now positioned for you to type a correction in 
overtype mode. 

16. Type c. You have corrected the word "xreate" to read 
"create". 

17. Press the BACKSPACE key repeatedly to move the cursor 
to the position shown below. 

The computer is housed in modular units which can be combined in 
se£eral ways to create each desktop work station. 

rhe cursor is now in the position to type a correction in 
)Vertype mode. 
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18. Type v. The screen looks like Figure 8-2 below. You 
have corrected the word "seperal" to read "several" . 
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BRINGING IT TOGETHER 
by eer t La tailor. 
COt#JERGENT TECtNlLOGIES, Inc. 
·IlIple .. nts New Design Concepts 
Des I gners have been try I ng sl nce the m I d-40' s to conso I Ida t. I n a 
single co.puter the broad.st rang. of data processing 
capabilities. Only recently, with the advent of v.ry 
Inexpensive, sull .Iectronlc parts (or microprocessors) have 
these atte.pts begun to b.com. rea I I ty I n the form of the 
standalone, desktop cOllput.r. Untl I now, how.ver, .v.n th.s. 
units were characterized by the disadvantages of slow spe.d data 
handlt ng and It III ted data s torag. capac I ty. 
Now a fairly new flrll, CONVERGENT TECHNOLOGIES. Inc., Santa 
Clara, CA, is chall.nglng the mlnlcomput.r lIark.t with a n.w 
approach that dlstrlbut.s the comput.r pow.r among lIany work 
stations whl Ie conn.ctlng all unl ts through an .I.ctronlc n.t ... ork 
syst .. that uk.s th .. I nto a sing I. machl ne. Th. r.su I t --a 
sys tell tha t grows wi th the own.r' s n •• ds from the s I z. of a 
single IIlnlcoliputer to that of a mlnlcomput.r network. And the 
syst .. 's cost is less than equlval.nt machines from competl tlv. 
co.panl ... 
The secr.t to COt#JERGENT TECHNOLOGIES' ... chlne Is not an .... 
technology. Rather, as the fl rm's name suggests, I t Is the more 
effective and Innovative combination of .xlstlng technologl.s, 
all of which are availabl. In oth.,. machln.s but which have not 
previously been co.blned. 
The CO.puhr Is housed In modular units which can be combln.d In 
sevaral ... ays to crea te each d.sk top ... ork s ta t I on. ----------------------------------------------------------------------------

Figure 8-2. All Corrections Made Using the BACKSPACE Key In. 
Overtype Mode. 

19. Press the .OVERTYPE key to return to insert mode. 
Notice that the red light goes off. 

Summary of Lesson 8 

In this lesson, you learned that the BACKSPACE key removes 
characters when the keyboard is in insert mode but does not 
remove them when the keyboard is in overtype mode. 
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LESSON 9 MORE CURSOR MOVEMENT AND SCROLLING 

Introduction 

This lesson shows you how to move the cursor directly to the 
beginning and end of the document and how to scroll the contents 
of the screen up and down. 

Discussion 

The Go to Beginning command moves the cursor directly to the 
beginning of the document. The Go to End command moves the 
cursor directly to the end of the document. These commands are 
especially useful when a document is long because they are faster 
and easier to use than the cursor control keys. The keys used in 
commands and features introduced in this lesson are shown below. 

PREV ~;'ou. 
,.Io0f rxnr-. 

OVEN 
TYPE 

. 

,,-'4~_'5~_'6_1 _17-J1 [18 or ~ or N,l 
: 
7 

! 
\ 

1 

0 

t 

, 
00 

8 9 

l 6 
-

2 3 
NEXT 

1. Hold the CODE key down while you press the b key to 
invoke the Go to Beginning command. The cursor has 
moved to the beginning of the document, as shown below. 

BRINGING IT TOGETHER 
by Bert Latamore 
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2. Hold the 'CODE key down while you press the ,e key to 
invoke the Go to End command. The cursor has moved to 
the end of the document, as shown below. 

The computer is housed in modular units which can be combined in 
several ways to create each desktop work station._ 

Before you begin adding more text to this paragraph, you can 
learn about automatic scrolling. While typing the text below, 
you will see that the lines of information are disappearing off 
the top of the screen as you type. This is called scrolling and 
is done automatically. 

The number of lines in the main text area depends on the model of 
your workstation. In this lesson, it is only important for you 
to understand that automatic scrolling will begin when you type 
at the end of the last line on the screen and will happen while 
you are typing the rest of the paragraph provided in the steps 
below. 

3. Type the text below, correcting any mistakes as you go 
along. Be sure to type the two spaces at the 
beginning. 

The visual 
display module, for instance, features a lS':":inch, high
:,resolution, green-tinted screen that can be tilted up anddowrl 
'and rotated up to 60 degrees from far left to far right. The 
display can be split into any number of windows, each of which 
can have its own cursor, to accommodate an entire document or 
several different data displays at the same time. Displays can, 
be scrolled up and down or left and right. Multiple displays can 
be scrolled independently of each other. Single characters or 
groups of characters can be made to stand out in several ways 
including underlining, reverse. video to give dark on light, 

; intenslfyingand blinking., 

The screen looks like Figure 9-1. 

Remember that the top line of text in Figure 9-1 may be different 
from the top line of text on your screen, depending on the mode] 
of your workstation. 

You can now learn to manually scroll the text up and down usin~ 
the SCROLL UP and SCROLL DOWN keys. 
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4. Press the SCROLL UP key and notice that the top line of 
text scrolls off the top of the screen. 

5. Press the SCROLL DOWN key and notice that the top line 
of text scrolls down from the top of the screen. 

').' 1'1"., 'I,' III1IIII bill I I' I I I I: I I I I' I I I Is' I I I I' I 1'1." I 'I' I I 'I,' I I II" I f 1.11111 
~ .. 

these attempts begun to become real t ty ~'!~i of the --MlCA_ 
standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage capacity. 
Now a fairly new firm, CONVERGENT TECHNOLOGIES, Inc., Santa 
Clara, CA, Is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations while connecting all unl ts through an electronic network 
syst .. that ukes them I nto a sing I e mach I ne. The resu I t --a 
syst .. that grows loll th the owner's needs' from the size of a 
single .Inlco.puhr to that of a ml nlcomputer network. And the 
syste.'s cost Is less than equivalent machines from competitive 
co.pan les. 
The secret to CONVERGENT TECHNOLOGIES' machine Is not a new 
techno logy. Ra ther, as the firm's name sugges ts, I tis the more 

:rre~~ I ~~I ~~d a~:n:~: ~: ~~ I ~oT~ I ~~~~~n m~~h ~~~: t ~~~ !~~~~O ~~~~ e~~t 
previously been combined. 
The co.puter Is housed In modular units which can be combined In 
several ways to create each desktop work station. The visual 
display .odule, for Instance, features a 15-1 nch, hlgh
resolution, green-tinted scr •• n that can be tilted up and down 
and rotated up to 60 degrees from far left to far right. The 
display can be split Into any number of windows, each of which 
can have I ts own cursor, to accommoda te an ent I re document or 
several different data displays at the same time. Olsplays can 
be scrolled up and down or left and right. Multiple displays can 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand out In several ways 
:~~!~~:~el~~d:~~I~:~~kl~~~:rse video to give dark on light, 

Figure 9-1. Text Scrolling off the Top of the Screen. 

6. Press the SCROLL UP key repeatedly (or hold it down) 
until the top line of your screen is the top line on 
the screen shown in Figure 9-2. 

Summary of Lesson 9 

In this lesson, you learned the Go to Beginning and Go to End 
commands for moving the cursor to the beginning and end of the 
document. You also learned that the Word Processor provides 
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automatic scrolling when you type past the last line on 
screen and automatic page breaking when you have typed a 
page of text. You learned how to manually scroll using 
SCROLL 
screen. 

UP and SCROLL DOWN keys to move text on and 

',."1'\'1"1,"'1111111,11111111'14'1111'1111,11111111'1,1111111111,1111111111.1111, 
~ ~ 

• ,("44.14.. "~AA" 
The computer Is housed In modular units which can be combined In 
several ways to create each desktop work station. The visual 
display module, for Instance, features a 15-lnch, hlgh-
resolution, green-tinted screen that can be tilted up and down 
and rotated up to 60 degrees from far left to far right. The 
display can be spilt Into any number of windows, each of which 
can have I ts own cursor, to accommoda te an ent I re document or 
several different data displays at the same time. Displays can 
be scrolled up and down or left and right. Multiple displays can 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand out I n severa I ways 
Including underlining, reverse video to give dark on light, 
Intens I fyl ng and bll nkl ng._ 

----------------------------------------------------------------------------

Figure 9-2. Text Scrolled Up. 
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LESSON 10 SPACING BETWEEN PARAGRAPHS 

Introduction 

This lesson shows you how to use the Format command to 
automatically leave a space between paragraphs. The keys used in 
commands introduced in this lesson are shown below. 

NUT SCROLL 

'AOE UP 

PREV 

'AOE 

° OVIER 
TYPE 

Discussion 

( 
11 °1 12 °1 13 oJ '4 ( 

MARK 

~ 

I 
I 

7 

I 
4 

\ 

1 

0 

t IOUND 

~ ~ 

\ 
GO 

8 9 

I -5 6 

2 3 
HUT 

The Format command has many uses that are described in the Word 
Processing Reference Manual. This Manual discusses only the most 
basic features of the Format command. This lesson shows you how 
to use the Format command to automatically put a blank line 
between paragraphs when you press RETURN. You can now enter a 
new paragraph of text. 

1. Press the RETURN key to start a new paragraph. 

2. Press the f4 key to invoke the Format command. 
screen looks like Figure 10-1. 

The 

The Format command provides a two-part menu for specifying page 
and text formats for the document. The first part of the menu is 
now on the screen. 

This is the first lesson in which a menu or form appears on the 
screen at the same time your document is displayed. Menus and 
forms can sometimes cover up some of the text of the document 
while they appear on the screen. When the menu or form leaves 
the screen, the rest of the text reappears. 
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DIe cOlputer Is housed In modular units which can be combined In 
several Hays to create each desktop work station. The visual 
display lodule, for Instance, features a 15-lnch, hlgh-
resolution green-tinted screen that can be tilted up and down 
and rotated up to 60 degrees from far left to far right. The 
display can be spilt Into any number of windows, each of which 
can have I ts own cursor, to accommodate an ent I re document or 
several different data displays at the same time. Displays can 
be scrolled up and down or left and right. Multiple displays can 
b. scro lied Independent! y of each other. SI ng I e characters or 
groups of characters can be made to stand out I n severa I ways 
Including underlining, reverse video to give dark on light, 
Intensifying and blinking. 

FORtIAT: (Press CANCEL to dis miss ) 

Current: • Nor .. 1 Text 
• Left Flush 

• Courier 72 • 10-pltch 
• Single-Spaced 

Press B for Boldface text 
Under II ned text 
Ooub Ie-under II ned text 

S Struck-out text 

Press " for Superscr I pt text 
Subscript text 

A AI ternate ribbon color 
K Merge keyword 

or CODE and Indicated key to remove attribute 

Pre .. N for Nor.al text Press FORMAT agal n for 1II0re choices 

Figure 10-1. Fonnat Menu, First Part. 

The top of the Fonnat menu lists the current settings for text 
fonnatting. Because you have not yet made any changes to these 
specifications, the form shows the standard values provided by 
the Word Processor. 

All the text that you have already typed has been formatted as 
normal text, left-flush, and single-spaced. The rest of the menu 
lists items for you to choose to execute the command. The second 
part of the Format menu offers additional options. Pressing the 
f4 key again invokes the second part of the Fonnat menu. 

10-2 

3. Press the 'f4 key again to see the second part of the 
Fonnat menu. The screen looks like Figure 10-2. 
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!he computer Is housed In modular units which can be combined In 
selleral ways to create each desktop work station. The visual 
display module, for Instance, features a 15-lnch, hlgh-
resolution green-tl nted screen that can be tl I ted up and down 
and rotated up to 60 degrees from far left to far right. The 
display can be spl I t I nto any number of loll ndows, each of which 
can halle I ts own cursor, to accommoda te an ent I re document or 
selleral different data displays at the same time. Displays can 
be scrolled up and down or left and right. Mul tlple displays can 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand out I n severa I ways 
Including underlining, rellerse video to give dark on light, 
Intensifying and blinking. 

FORMAT: (Press CANCEL to dismiss) 

Current: - Norma I Text 
- Left Flush 

• Courier 72 - 10-pltch 
• Single-Spaced 

Press L for Left-flush text 
C Centered text 
J Justified text 
R Right-flush text 

Press P to change Page forma t 
Press space bar to change pi tch 
Press W to change pr I nt Whee I 

Figure 10-2. Format Menu, Second Part. 

Press 1 for SI ng I e-spaced text 
2 Doub I e-spaced text 
/ SI ngle/Double spacing 
" 1"-1 I ne spacl ng 
o Other I I ne spac I ng 

Press FORMAT aga I n for more choices 

The second part of the Format menu offers the option 
"/ single/ double spacing". This option formats the text to 
have double spacing between paragraphs and single spacing within 
paragraphs. vfuen you choose this item, the paragraph containing 
the cursor has this format. 

4. Press the / key to choose the Single/double spacing 
option from the Format menu. The Format menu leaves 
the screen. The cursor has moved down one line to 
leave a double space before the next paragraph, as 
shown below. 
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intensifying and blinking. 

Now that you have made a choice, the Format menu leaves the 
screen. You can now start a new paragraph that is separated from 
the one above it by a double space. After you type the text of 
this paragraph, you can type other new paragraphs that will 
inherit the same format, unless you choose to change it. 

5. Type the text below exactly as shown. 

The system has been designed to be friendly and flexible, 
allowing each user to configure it as needed. Because of this 
flexibility, basic tasks are accomplished wherever possible by 

-using easily modified programs instead of unchangeable hardware. 

6. Press the RETURN key to start a new paragraph and 
notice that a double space automatically appears 
between paragraphs. 

7. Type the text below exactly as shown. Notice, as you 
type, that a broken line automatically appears on the 
screen near the end of the paragraph. This is called 
an automatic page break. The broken line designates 
the end of the first page of the document. The 
document status line now reads P2 Ll, for page 2, 
line 1. 

The keyboard is physically separate from the rest of the computer 
to allow different users to adjust the distances between eye, 
keyboard, and screen for individual comfort. The keyboard design 
;puts keys in clusters of logical groups, including a standard 
-typewriter character board, a 14-key numeric pad, an eight-key 
;status control pad, a six-key cursor control pad, and a 10-key 
function group that is user definable. Because all key functions 
are defined by program instructions rather than being built into 
the hardware, the entire key encoding arrangement can be altered 
easily by the user to customize his keyboard. 

The screen looks like Figure 10-3. 

Notice that the last paragraph you typed inherited the 
single/double line spacing format of the one before it. You cal 
now enter one more paragraph of new text that has this format. 

8. Pret.s the RETURN key t.o start a new paragraph. 
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The co.puter I s housed In modu I ar un Its wh I ch can be comb I ned In 
severa I ways to crea te each desk top work stat I on. The v I sua I 
display .odule, for Instance, features a 15-lnch, hlgh- ' 
resolution, green-tinted screen that can be tilted up and down 
and rotated up to 60 degrees from far left to far right. The 
display can be split Into any number of windows, each of which 
can have I ts own cursor, to accommoda te an ent I re document or 
several different data displays at the same time. Displays can 
be scrolled up and down or left and right. Multiple displays can 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand out I n several ways 
Including underlining, reverse video to give dark on light, 
Intensifying and blinking. 

The syst .. has been designed to be friendly and flexible, 
allowing each user to configure I t as needed. Because of this 
flexibility, basic tasks are accomplished wherever possible by 
using easily .odlfled programs Instead of unchangeable hardware. 

The keyboard Is physically separate from the rest of the computer 
to allow dIfferent users to adjust the distances between eye, 
keyboard, and screen for Individual comfo'rt. The keyboard design 
puts keys In clusters of logical groups, Including a standard 
typewriter character board, a 14-key numeric pad, an eight-key 
sta.tus control pad, a six-key cursor control pad, and a 10-key 
funct I on group that Is user de ff nab Ie. Because a II key funct Ions 
are defined by progru Instructions rather than being built Into 

-~~~-~~~~~~~~!-~~~-~~~~~~-~~~-~~~~~~~~-~~~~~~~~~~~-~~~-~~-~~!~~~~-----------
-~~~~~~-~~-~~~-~~~~-~~-~~~~~~~~~-~~~-~~~~~~~~.:.=-----------------------------

Figure 10-3. Two Paragraphs Single/Double Spaced. 

9. Type the text below, correcting any mistakes as you go 
along. 

Each displayable character is built in a IO-by-l5 pixel cell. 
The standard character set contains 256 characters. Unlike 
almost all computers, which store their character sets in Read 
Only Memory, Convergent's character set is stored in a high-speed 
memory on the video board. The character set may be easily 
changed under program control by loading another set from a disk 
file. This way the number of characters that may be used in the' 
same application program is virtually limitless. 

rhe screen looks like Figure 10-4. 
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be scrolled up and down or left and rtght .• '~i!rt'r~;le displays can .... M11It_ 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand out In several ways 
Including underlining, reverse video to give dark on light, 
Intensifying and blinking. 

The systeM has been des Igned to be friendly and flexible, 
allowing each user to configure It as needed. Because of this 
flexibility, basic tasks are accomplished wherever possible by 
using easily .odlfled programs Instead of unchangeable hardware. 

The keyboard Is physically separate from the rest of the computer 
to allo .. different users to adjust the distances between eye, 
keyboard, and screen for Individual comfort. The keyboard design 
puts keys In clusters of logical groups, Including a standard 
type .. rlter character board, a 14-key numeric pad, an eight-key 
status, control pad, a slx-k~y cursor control pad, and a 10-key 
function group that Is user definable. Because all key functions 
are defined by prograM Instructions rather than being built Into 

-!~~-~~~~~~~~!-~~~-~~~~~~-~~~-~~~~~~~~-~~~~~~~~~~~-~~~-~~-~~~~~~~-----------
easily by the user to customize his keyboard. 

i~~hs~!~~!~~a~~:r~~~~~c::~ ~~n~~:~: ~~6 a c~~~~~;~;s~1 x~~ I ~~! I. 
al.ost all co.puters, which store thel r character sets I n Read 
Only l1e.ory, Convergent's character set Is stored I n a high-speed 

~~:~;~d o:n~~~ ~~~:~a~o~~~tro Th~y c~~~~~~~r a~~ih:~y s~~ ~~~~ I ~ disk 
fl Ie. Thil .. ay the nUMber of characters that may be used In the 
s"e application progra. Is virtually IImltless._ 

Figure 10-4. Three Paragraphs Single/Double Spaced. 

You have typed three paragraphs of 
single/double line spacing. In a later 
back to paragraphs of existing text at 
document and change their formatting 
spacing. 

new text that have 
lesson, you will to go 
the beginning of this 

to single/double line 

Summary of Lesson 10 

In this lesson, you learned to use the Format command, executed 
with the single/double line spacing option, to type a new 
paragraph of text with a blank line before it. You typed 
paragraphs of text and observed that they inherited the 
formatting of the previous paragraph. You also saw the 
Word Processor insert an automatic page break. 
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LESSON 11 VISIBLE AND HELP COMMANDS 

Introduction 

This lesson shows you how t9 use the Visible command, which 
provides a visible representation of characters that you normally 
cannot see on the screen. When the Visible command is in effect, 
you can see nonprinting characters as you type them. In this 
lesson, the Visible command is used to display the new paragraph 
symbol ~, the new line symbol) , and the typed space symbol· . 
These characters are visible only on the screen and will not be 
part of a printed copy. The keys used in the commands introduced 
in this lesson are shown below. 

You will also learn to use the Help command. 

PAGE 
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This lesson introduces a new "shorthand" for describing keys and 
key combinations. For example, instead of "press the RETURN 
key", the shorter instruction "press RETURN" is used. Instead of 
"hold down the CODE key while you press the v' key", the shorter 
instruction "press CODE-V:' is used. (Remember to always press 
lowercase letters in commands.) 

Be sure you execute the new short instructions for using a key 
combination the same way you have been' executing the old long 
instructions: by holding down the first key while pressing the 
second key. Remember that the hyphen between the names of the 
keys in an instruction is there only to separate the names of the 
keys. The hyphen is not shaded and you should not type the 
hyphen; press only the keys that are shaded. 

1. Press CODE-v to invoke the Visible command. (Remember 
that this instruction is the same as holding down the 
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Discussion 

CODE key while pressing the v key.) Be sure to type a 
lowercase v. The screen looks like Figure 11-1. 

Notice that the typed space symbol . appears everywhere you typed 
a space, including the end of a line. The new paragraph symbol ~ 
appears at the beginning of each paragraph. These are 
nonprinting symbols, but they now appear on the screen everywhere 
the spacebar or the RETURN key was pressed. You can now type a 
new paragraph of text and see that the new paragraph symbol 
appears when you press the RETURN key. 

2. Press RETURN. (Remember that this is the same as 
pressing the RETURN key.) 

'I,"" I"" Iz"" I"" h"" I"" I."" I"" 15"" I" "I."" I"" h"" I"" I."" I 
A ~ 

be scrolled up and down or left and right7·"A'u4r~ir;ile d1splays can ..... ,,-
be scrolled independently of each other. 5i ngle characters or 
groups of characters can be made to stand out in severa I .. ays 
including underlining, reverse video to give dark on light, 
intensifying and blinking. 

'The syst .. has been designed to be friendly and flexible. 
allo .. ing uch user to configure I t as needed. Because of this 
flexibility. basic tasks are accomplished .. herever possible by 
using usi Iy Modified programs Instead of unchangeable hard .. are. 

'The keyboard is physically separate from the rest of the computer 
to allo .. different users to adjust the distances bet .. een eye, 
keyboard, and screen for individual comfort. The keyboard design 
puts k~ys in clusters of logical groups. including a standard 
type"rlter character board, a 14-key numeric pad, an eight-key 
status control pad, a Six-key cursor control pad, and a 10-key 
functIon group that is user definable. Because all key functions 
are defined by progru Instructions rather than being built into 

-~~~ -~~ ~~~~ ~~ ~ -~~~ -~ ~ ~ ~ ~~ -~ ~~ -~~: ~~ ~ ~~ -~ ~ ~ ~ ~~~~~ ~ ~ -: ~ ~ -~~ - ~ ~ ~ ~ ~~~ -----------
eu II y by the user to cus tom I ze his keyboard. 

'Each displayable character is built In a 10-by-15 pixel cell. 
The standard character set contains 256 characters. Unlike 
al.ost all COMputers ... hlch store their character sets In Read 
Only "e.ory, Convergent's character set Is stored In a high-speed 

~~~~;~d o~n~:~ ~~~:~a~o~~~tro ih~y c7~~~~~~r a~~~h::y s~~ ~:~~ I ~ dl sk 
fl Ie. This .. ay the nUMber of characters that may be used I n the 
sa.e application progra", Is virtually IImltless._ 

Figure 11-1. Visible Command Displaying New Paragraph Symbol ~ 
and Typed Space Symbol • 
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The new paragraph symbol ~ has appeared as a result of your 
pressing RETURN. You are now ready to type new text. Notice, as 
you type, that the typed space symbol . appears when you press 
the spacebar. 

3. Type the text below exactly as shown. 

The machine has a 16-bit processor and can hold up to one million 
characters of information in its usable memory, giving it 
capabilities closer to those of a large minicomputer than to most 
desktop microcomputers. 

You can now make a new line symbol) appear on the screen by 
pressing SHIFT-RETURN. 

4. Press SHIFT-RETURN. (Remember that this is the same as 
holding down the SHIFT key while pressing the RETURN 
key.) 

Remember that the new line symbol ) shows you that the last line 
ended and new text begins on the line where) appears. You can 
now type more new text in the same paragraph. 

5. Type the text below exactly as shown. 

Permanent disk memory expansion units are also available. 

The screen now looks like Figure 11-2. 
paragraph. 

You can now type a new 

6. Press RETURN. (Remember that this is the same as 
pressing the RETURN key.) 

7. Type the text below, correcting any mistakes along the 
way. 

Even the basic computer --the black box that does the 
processing --has been redesigned to meet human needs. Instead of 
the standard box-shaped configuration, it is located behind a 
tilted board that stands to the right of the display screen and 
looks like a lectern. Its built-in copy clips hold documents < 

being entered into the machine in the same visual plane as the 
video display, so as to eliminate constant refocusing and thus 
reduce eye fatigue. 

The screen now looks like Figure 11-3. 

The Help command provides you with a list of all word processing 
commands, tells which keys to press, and gives a brief 
description of the command. You can invoke the Help command any 
time you need to find out what to do: it has no effect on the 
text. 
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"94'-1,·; iiMMMiIi,_ 
<The syst .. has·been·deslgned· to·be· frlendly·and· flexible" 
allowl ng· each ·user· to' confl gure· I t as needed •. Because· of· thl s· 
fl.xlbl I I ty, ·basl c· tasks· are· accomp I I shed' wherever· poss Ible' by· 
using easlly·.odifled·programs· Instead·of·unchangeable hardware. 

<Th. k.yboard· Is·physically·separate· from· the rest·of the'computer 
to allow· dl fferent· users to· adJus t· the· dis tances . between· eye, . 
keyboard, . and· screen' for· I nd I v I dua I . com fort. . The' keyboard· des I gn 
puts keys In·clusters·of·loglcal groups,' Includlng·a·standard· 
typ.wr I t.r· character· board, . a . l4-key' numer I c . pad, . an· • I ght-key' 
status control·pad,·a·slx-k.y·cursor·control·pad, ·and·a·l0-key· 
functlon·group· that· Is ·user·defl nable. ·Because·all·key· functions' 
ar.· d.fl n.d ·by 'program' Ins truct Ions· ra ther' than, be I ng' bu I It· Into 

-!~~~~~~~~~~~!-!~~~~~!~~~~~~~~~~:~~~~~~~~~~~~~~~~~~:~~~~~~~~~~~~~-----------
us I Iy ·by· th.· us.r· to· customl ze· hi s· keyboard. 

<Eachdlsplayable·character· Is ·bullt· Ina·10-by-15·plxel·cell.·· 
Th.· standard· charac t.r . s et . conta I ns ·256· characters •.. Un I Ike· 
al.ost· all· co.puters,· which, store· thel r' character' sets In· Read· 
Only ·H .. ory,· Conv.rg.nt 's' character· set· Is· stored· In· a· h I gil-speed' 
... ory ·on· the ·vl d.o· board •.. The· charac ter· set· may· be· eas I I y. 
chang.d·und.r·program·control·by·loadlng·another·set·from·a disk 
fil •. This way the number of characters that may be used In the' 
sa.e applicatlon·program· Is 'vlrtuaIIY'1 Imltless. 

<The .achl ne' has· a· 16-b It· processor· and· can· ho I d . up' to· one' m I II Ion· 
charac t.rs . of· I nforma t I on· In· Its' us ab Ie . memory, . 9 I v I ng . I t 
capabllltles·clos.r·to·thos.·of·a·large·mlnlcomputer than·to most· 
desktop .Icroco.puters. 

,Perunent dlsk· ••• ory·.xpanslon·unlts ·are·also·avallable._ 

Figure 11-2. New Paragraph with Typed Space Symbol' and New 
Line Symbol) • 

11-4 

8. Press HELP to invoke the Help command. 
on your screen. Instructions for 
command are given in the message at 
list. 

A list appears 
using the Help 
the top of the 

9. Press CANCEL to remove the Help command from your 
screen. 
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typewrl ter -character -board, a- 14-key - numer I c -pad, -an -eIght-key
status -contro I -pad, -a sl x-key -cursor -contro I -pad, -and -a - 10-key
function-group - that - I s user -defl nab Ie. - -Because -a II -key - funct lon.
are-deflned-by-program Instructions rather- than-belng-bullt-Into 
the -hardware, - the -ent Ire -key -encodl ng -arrangement -can -be -a I tered 

eas Ily -by - the user to -cus tom I ze -his -keyboard. 

4'Eachdlsplayable-character-ls-bullt-ln-a-10-by-15-plxel-cell.
The -standard -character -set -conta I ns -256 -characters. - -Un II ke 
aleost -all -computers, -whl ch -store - thel r -character -sets - In- Read 
On Iy -M .. ory, -Convergent's -character -set - Is- stored - In- a -hi gh-speed
e .. ory -on - the-video -board. - -The -character -set -may -be -eas Ily
changed -under -progrul -contro I -by - load I ng -another -set - from -a -dl sk
file. - -This -way- the- number -of -characters - that -may -be -used - In- the
s .. e -app II ca t I on program - Is- v I r tua I I Y - II mit less. 

4'The -eachl ne -has -a - 16-b It- proces sor -and -can -ho I d -up - to -one -m I Ilion
characters -of - Information - In- Its -usab Ie -memory, -gl vi ng - It-
capab III t I as -closer - to - those -of -a - large -min I compu ter - than - to -mos t -
desk top -el crocomputars • 

.. Pereanent -dl sk -eeeory -expans I on -unl ts -are -a I so -ava II ab Ie. 

"Even - the -bas I c -COlipU tar --- the -black -box - tha t -does - the-
process I ng ---has -been - redes I gned - to -meet -human - needs. - - Ins tead -0 f
the -standard -box-shaped -cont I gura t I on, - It- Is- I oca ted -beh I nd -a 
til ted-board- that -stands - to - the - rl ght -of - the -dl sp I ay -screen -and
looks Ilke-a-lectern.--Its-bulit-in-copy-cllps-hold-documents-
bel n9 -entered - Into - the -mach I ne - In- the - same - v I sua I -plane -as the 
~~~~~ed~~~I~~ti~~~~~ to-ellml nate constant - refocusing and thus 

Figure 11-3. Second New Paragraph with Visible Command On. 

Summary of Lesson 11 

In this lesson, you learned how to use the Visible command to 
make the new paragraph symbol ~, new line symbol...J , and typed 
space symbol . appear on the screen. 

A new short way of describing keys was introduced. For example, 
the rest of the lessons in this Manual instruct you to "press 
RETURN" instead of "press the RETURN key", and when a combination 
of keys is required, "press CODE-b" instead of "hold down the 
CODE key while you press the b key". 

You also learned how to use the Help command. 
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LESSON 12 SEARCHING AND REPLACING 

Introduction 

When editing existing text, you must first locate the exact 
information that you want to change. This lesson shows you how 
to locate and change specific text by using the Search and 
Replace commands. Using these commands can be much faster than 
scrolling through many lines and visually scanning until you 
locate the text you want. 

You can also learn how to repeat the last command you used to 
edit the text. This is done using the Redo command. The keys 
used in the commands and features introduced in this lesson are 
shown below. 

MARK t BOUND 

«- .j, -+ 
J 

: \ 
GO 

7 8 9 

! ~ 6 -
\ 

1 2 3 
NEXT 

0 

Discussion 

The purpose of the Search command is to locate a specific phrase 
in the text. It does-not change the text. The Search command 
searches only the text that is at_or below the cursor position. 
This lesson requires that you search the document from the 
beg inning, so be fore you invoke the Search command, move the 
cursor to the beginning of the document using the Go to Beginning 
command, introduced in Lesson 6. 

1. Press CODE-b. (Remember that this is the same as 
holding down the CODE key while pressing the b key.) 
The cursor is now at the beginning of the document. 

When the Search command is invoked, a form appears on the bottom 
of the screen. The information you type in this form is the text 
that the command searches for. 
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2. Press f6 to invoke the Search command. (Remember that 
this is the same as pressing the f6 key.) 

The Search form now appears on the screen. Notice that the form 
covers up some text at the bottom of the screen. This text is 
still part of the document, and it will return to the screen when 
the form leaves. 

specify the text to search for. 
by "Search for". When you type 
can be any combination of words, 

The Search form allows you to 
The cursor is in the highlight 
the phrase you want to f.ind, it 
numbers, or special characters. 
type in a document is acceptable. 

Any printing text that you can 

3. Type desktop computer in the highlight by "Search for". 

4. Press NEXT. (Remember that this is the same as 
pressing the NEXT key.) 

You have now typed the phrase you want to find and moved the 
cursor and the highlight to "Check caps?" Notice that the form 
also tells you to "Press Y or N". When you choose "Yes", the 
Word Processor searches only for the words that have the same 
uppercase and lowercase letters as you specified in "Search for". 
When you choose "No", the Word Processor searches for all letters 
specified in "Search for", regardless of uppercase or lowercase 
characteristics. Notice that the current answer to "Check caps?" 
is bright, and the other option is half-bright. It is not 
important in this exercise to match any uppercase letters in the 
text, so the answer to choose for "Check caps?" is "No". 

5. If "Yes" is bright, press n to choose the "No" option. 
(Remember that this is the same as pressing the n key.) 
The screen looks like Figure 12-1. 

Notice that the "No" option you chose for "Check caps?" is 
bright: and the "Yes" option is half-bright. You have now 
completely filled in the Search form and are ready to execute the 
command. 

6. Press GO to execute the Search command. (Remember that 
this is the same as pressing the GO key.) While the 
command is searching, the message "Searching ... " 
appears at the top of the Search form. 

When the search has completed, the screen looks like Figure 12-2. 
Notice that the Search form left the screen when the phrase was 
found. The phrase is highlighted to distinguish it from the rest 
of the text. 

Now that the phrase has been located, you can remove the 
highlight found in Figure 12-2. 
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~ ~ 
___ .. ____________________________________ ~I~i!~ _______________ !!'!'!!'!'!'~-

'BRINGING IT TOGETHER 
,by Ber t La t ... ore 
,CONUERGENT TECHNOLOGIES, Inc. 
,I.pleunts New Design Concepts 
'Designers have been trying since the mid-40's to consolidate In a 
single computer the broadest range of data processing 
capabi Iities. Only recently, wi th the advent of very 
Inexpensive, sllall electronic parts (or microprocessors) have 
these attempts begun to become rea I I ty I n the form· of· the 
standalone, desktop computer. Untl I now, ·however, ·even· these 
units were characterlzed·by the disadvantages of slow·speed data 
handling and I iml ted data storage capacl ty. 

'Now a fairly new firm, CONVERGENT TECHNOLOGIES, Inc., ·Santa 
Clara, CA, Is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations while connecting all unl ts through an electronic network 
sys t .. tha t lIakes them I nto a· sing I e mach I ne. . The· resu It· --a 
syste. that grows with the owner's needs from the size of· a 
single .Inlco"puter to that of a minicomputer· network. And the 
syste.'s cost Is less than equivalent machines from competitive 
co.panl es. 

'The secret to CONVERGENT TECHNOLOGIES' machine Is not a new 
techno logy. Ra ther, as the· firm's name· sugges ts, I tis the more 
effective and Innovative combination of existing technologies. 
all of which are available In other machines but·whlch have not 

SEARCH: (Press GO to execute, NEXT for next Item. CANCEL to dismiss) 

Search for: desk top compu ter 
Check caps? Ii i _:r.,..'4--B ..... " 

Figure 12-1. Search Form Filled In. 

7. Press CODE~MARK to remove the highlight from the 
"c1esktop co~pl.iter" phras~. 

>pecial characteristics of text, such as boldface or unuerlining, 
Ire ignorer] when the search is executed. For example, if the 
;earch command is given the letter G to search for, and the first. 
lccurrence in the text is .2., this underlined G wi 11 sti 11 be 
.ocate~ by the command. 

~en you want to continue searching for another occurrence of the 
ame ph rase in the text, you can use the Redo command. The Redo 
'ommand repeats the last eoit command that was performed.--yn 
his exercise, ·the last edit command was Search. You can now use 
.erio to search for another occurrence of "desktop computer" in 
he text. 
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"BRINGING, IT·TOGETHER 
"by' Ber t . La tallore 
"CONVERGENT TECHNOLOGIES, . Inc. 
"I.pleunts· New· Des I gn· Concepts 

,W4Zi4,; 
-----------!!'!'.!!!!~-

"Des I gners . have' been' try I ng' since· the' m I d-40' s . to· conso Ii da te . ina' 
single· cOllputer' the· broades t· range' of· da ta· process I ng· 
capab I II ties •.. On I y . rece n t I Y , . 101 I th . the' adve n t . 0 f ·ve ry . 
Inexpenslve"sllall·electronlc·parts· (or·mlcroprocessors) ·have· 

:~:~~~~~~:7PiD&l"am:e: ~~~: : t~~! ~ ~~:~~~~~ ~~~~h~hese. 
unl ts· were· character I zed· by' the' disadvantages· of· s low· speed· da ta 
handll ng· and· Ilml ted ·data· storage· capac I ty. 

"Now' a· fa I rly' new' fl rm,' CONVERGENT· TECHNOLOGIES, Inc.,' Santa· 
Clara, 'CA,' Is· challengl ng· the· mini computer· market· loll th' a· new· 
approach· tha t· dis tr I bu tes . the' compu ter . power· among' many' work 
statlons·whlle·connectlng·all·unl ts' through·an·electronlc· network 
sys t .. · tha t· .akes . them· Into· a . sing Ie· mach I ne •.. The' resu It· --a 
syste.·that·grows·wlth· the'owner's needs from· the·slze·of a 
slngle;.lnlcomputer· to· that 'of a ·ml nlcomputer' network.· ·And· the' 
~~:~:~I!~ ~ost. Is· less· than· equ I va lent· mach I nes . from· compet I t I ve 

<The secret· to· CONVERGENT· TECHNOLOGIES' . mach I ne· I s not· a· new 
technology., 'Rather,' as· the' firm's' name· sugges ts, . It· Is· the' more 
ettectlve'and'lnnovatlve'combl natlon·of ·exlstl ng· technologies,' 
a II . of· wh I ch· are· ava I I ab Ie· In· 0 ther . mach I nes . bu t ... h I ch· have· not 

'previous Iy· been· combl ned. 
The co.puter· Is· housed· In· modu I ar . un I ts . wh I ch· can· be' comb I ned· In· 
several· ways· to· create· each· desk top· .. ork· s ta t I on. . The· vi sua I· 
dl splay' .odu Ie" for· Ins tance, . fea tures . a· 15-1 nch, . hi gh-
ruo lut I on, . green-t I nted . screen· tha t . ca n· be . t I I ted, up· and· do .. n 

Figure 12-2. Search Phrase Found. 

8. Pressfl to invok~ the Redo command. Notice that th 
Redo command causes the Search command to execute agai 
using the same specifications as before. Th 
"Searching message appears at the bottom of th 
screen. When the Search command has completed, th 
blinking message "Not found" appears at the bottom 0 

the screen, indicating that the phrase "deskto 
computer" does not occur in the rest of the document. 

The purpose of the Replace command is to locate a specific phras 
in the text and replace it with new text. You can specify in tn 
command whether or not to change every occurrence of a specifj 
phrase in the document or only some occurrences. 

Unlike the Search command which searches only the text that is c 
or below the cursor position, the Replace command searches U 
entire document starting at the beginning, regardless of tl 
cursor position. 
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When the Replace command is invoked, a form appears on the bottom 
of the screen. The information you type in this form specifies 
the text for which the command searches. 

9. Press SHIFT-f6 to invoke the Replace 
Replace form now appears on the screen. 
is similar to the Search form. 

command. The 
Notice that it 

The Replace form is provided for specifying the text to search 
for and, possibly, to replace. The cursor is in the highlight by 
"Search for". Type the phrase you want to find. It can be any 
combination of words, numbers, or special characters. Any 
printing text that you can type in a document is acceptable. 

10. Type CONVERGENT TECHNOLOGIES 
"Search for". 

11. Press NEXT. 

in the highl ight by 

You have now specified the phrase you want to find and moved the 
cursor and the highlight to "Replace with". Type the phrase you 
want to replace the original phrase with. It can be any 
combination of words, numbers, or special characters. 

12. Type Convergent Tecllnologies, 
"Replace with". . 

13. Press ·NExT. 

in the highlight by 

You have now specified the phrase you want to replace the 
original phrase with and moved the cursor and the highlight to 
"Check caps?" The form also tells you to "Press Y or N". 

When you choose "Yes", the Word Processor searches only for the 
words that have the same uppercase and lowercase letters as you 
specified in "Search for". 

When you choose "No", the Word Processor searches for all letters 
spp.ci fied in the "Search for" phrase regardless of uppercase or 
lowercase characteristics, with one exception: if an uppercase 
letter is found in the text at the beginning of a sentence, it 
will be replaced by an uppercase letter even if you specified 
lowercase in the "Replace with" phrase. 

Notice that the current answer to "Check caps?" is bright and the 
other option is half-bright. It is necessary in this exercise to 
match all uppercase letters in the text, so the answer to "Check 
caps?" is "Yes". 

14. If "No" is bright, press y to choose the "Yes" option. 

15. Press NExT. 
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Notice that the "Yes" option that you chose for "Check caps?" is 
bright, and the "No" option is half-bright. You have specified 
that you want the text searched for the same uppercase and 
lowercase letters that are in the "Search for" phrase, and you 
moved the cursor and highlight to "Confirm each?" 

Notice that the current answer to 
the other option is half-bright. 
or N". 

"Confirm each?" is bright and 
The form tells you to "Press Y 

When you choose "Yes", the Word Processor searches for the 
"Search for" phrase and stops when it is located. You can then 
specify one of the following actions: (a) replace the phrase and 
continue searching for the next occurrence of the phrase, (b) 
skip this replacement and continue searching for the next 
occurrence, or (c) cancel the Replace command. 

'I.' I" 11 '1'1,' 11'1'" I bill I ,II I I I .. ' I I I I' I I I I,' I I I I' I I I I.' I t I I' II '1,' II '11111,.11111 
A ~ ___________________________________________ :!'i'i't:'!'!:. _______________ !!!!'!!'!~-
<BRINGING· IT· TOGETHER 
"by Bert'Latuore 
"CONVERGENT· TECHNOLOGIES •. Inc. 
"hpl .. ents· New· Des Ign· Concepts 
<Des I gners . have· been· try I ng . since· the· m I d-40' s . to· conso II da te· In· a· 
single' cOllputer' the' broades t· range· of· data· process I ng· 
capab I II ties •.. On I y' rece n t I y, . wi th . the· adven t . 0 f . very· 
I nexpens Ive, . sull . e lectronl c· parts· (or' ml croprocessors) . have' 
these' attempts· begun' to' become· rea II ty· In· the' form· of· the' 
s tanda lone, . desk top· compu ter •.. Unt I I . now, . however, . even' these· 
unl ts· were' character I zed· by' the' dl sadvantages' of· s low· speed· data· 
handll ng· and· 11.1 ted· data· storage· capac I ty. 

<Now a· fa I r I y. new' fir., . CONVERGENT· TECHNOLOGIES, . Inc. , . Santa . 
Clara,' CA,' Is· cha Ilengi ng· the· ml nl computer' market· wi th' a· new· 
approach· tha t· dis tr I bu tes . the' compu ter . power, among' lIany . work· 
stations· while· connect I ng· a II· unl ts· through· an· e lectronl c· network· 
syst .. · that· ukes· them' Into· a· single' machl ne.· ·The· resu It· --a' 
sys t .. · tha t· grows· wi th' the· owner's' needs' from· the' size· of· a . 
sl ngle·.1 nlco.puter· to· that· of· a· ml nlcomputer· network •.. And· the' 
sys t .. ' s . cos t . Is· less· tha n . equ I va I en t . mach I nes . from· compe tit I ve . 
co.panles. 

<The· secre t . to' CONVERGENT· TECHNOLOGI ES' . mach I ne . Is· no t . a . new' 
technology.· ·Rather, . as· the· firm's' name' sugges ts, . It· Is' the' more' 

REPLACE: (Press GO to execute, NEXT for next I tem, CANCEL to dismiss) 

Search for I 
Rep I ace wi th I 
Check caps? 
Conflr. each? 

CONVERGENT· TECHNOLOGI ES 
Convergent· Techno I og les 
Yes N" (Press V or N) 
Ci, " WI 

Figure 12-3. Replace Form Filled In. 
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When you choose "No", the Word Processor automatically replaces 
all occurrences of the "Search for" phrase with the "Replace 
with" phrase anywhere in the entire text. This exercise shows 
you how to use the "Confirm each?" feature by choosing "Yes". 

16. If "No" is bright, press y to choose the "yes" option. 
The screen looks like Figure 12-3. 

Notice that the "Yes" option that you chose for "Confirm each?" 
is bright, and the "No" option is half-bright. 

You have now completely filled in the Replace form and are ready 
to execute the command. 

17. Press GO to execute the Replace command. The 
"searchi.ng ... " message briefly appears in the Replace 
form. 

When the Replace command has located the first occurrence of the 
"Search for" phrase, the screen looks like Figure 12-4. The 
phrase is highlighted to distinguish it from the rest of the 
text. Notice that the Replace form contains a new blinking 
message. 

Now that the first occurrence of the phrase has been located, you 
can respond to the blinking message in the Replace form. Because 
you chose the "Yes" option of "Confirm each?" you can now choose 
one of three different actions described in the message: GO, 
NEXT, or CANCEL. 

If you press GO: (a) the highlighted phrase is replaced, and (b) 
the Replace command continues to search for the next occurrenc~ 
of the phrase. 

If you press NEXT: (a) the highlighted phrase is skipped, and 
(b) the Replace command continues to search for the next 
occurrence. 

If you press CANCEL: (a) the Replace command form is removed 
from the screen, and (b) the execution of the command ends. If 
you cancel the command at any time after a replacement has been 
made, it simply stops any further searching. It does not alter 
the replacements made up to that point. 

18. Press GO to make this replacement. When the Replace 
command has found the next occurrence of the phrase, 
you can respond again to the message in the Replace 
form. 

19. Press GO to make this replacement. When the Replace 
command has found the next occurrence of the phrase, 
you can respond again to the message in the Replace 
form. 

Searching and Replacing 12-7 



20. Press GO to make this replacement. When the Replace 
command has finished searching for the next occurrence 
of the phrase, the following status message appears at 
the bottom of the screen: "3 replacements made". 

The Replace command has now finished executing because there were 
no more occurrences of the "Search for" phrase. This means that 
all the occurrences of the phrase "CONVERGENT TECHNOLOGIES" have 
been replaced by the phrase "Convergent Technologies". 

"1111'\111112111111111131111111111 .. 1111111111,1111111111,111111111171111111111.11111 

A ~ _________________________________________ _ £': !,!,~i.!':t~i!~ ________________ '!'!!!!!! __ 
'BRINGING IT TOGETHER 
,by Bert Latamore 
;lIlfllJ3-Je13f.Mi::lIJI@,I •• lij'. Inc. 
,Implements New Design Concepts 

·'Designers have been trying since the mid-40's to·consolidate in a 
single computer the broadest range of data· processing 
capabi I i ties. Only recent Iy, . wi th· the advent· of· very 
inexpensive, small·electronic·parts (or·microprocessors) ·have 
these attempts begun to become rea II ty· In· the· form· of· the 
standalone, desktop computer. Until now, ·however, ·even· these 
units .. ere characterized by·the·dlsadvantages·of·slow·speed·data 
handling and Ilmlted·data·storage·capaclty. 

<Now a fa i r I y new firm, CONVERGENT TECHNOLOGIES,· Inc. , . Santa . 
Clara, CA, Is cha Ilengi ng· the· ml nlcomputer· market· loll th· a· new 
approach tha t dis tr I bu tes the compu ter . power· among· many· work 
statlons· .. hlle·connectlng·all·unl ts· through·an·electronic network· 
system that makes them· Into a·slngle·machlne. ·The·result·--a 
system that grows ·1011 th the owner's needs from the·s Ize· of· a 
single minicomputer to that·of·a·minlcomputer network.· And·the 
system's cost Is less than·equlvalent·machlnes·from·competltlve 
Companl es. 

'The secret to CONVERGENT TECHNOLOGIES'machlne·ls not·anew· 
techno logy. Ra ther, as the· firm's name sugges ts, it· I s the more 

REPLACE: Pr"" GO to r"place. NEXT to skip item. CANCEL to cancel C0mmlnd 

Search for: 
Replace .. I th: 
Check caps? 
Cont i rm each? 

CONVERGENT· TECHNOLOGIES 
Convergent Techno I og I es 
Yes No (Press Y or N) 
Yes No <Press Y or N) 

Figure 12-4. First Phrase Found by the Replace Command. 

Summary of Lesson 12 

In this lesson, you learned how to search for a phrase at OJ 

below the cursor using the Search command. You also learned ho, 
to use the Redo command to repeat the last editing command 
Here, you used it to repeat the Search command without having t( 

12-8 Word Processing User"s Guide 



fill in the Search form again. Then you learned how to use the 
Replace command to locate a phrase anywhere in the entire 
document, regardless of the cursor position, and replace it. 
This exercise used the "Confirm each?" option of the Replace form 
to allow you to see each phrase as it was located and decide to 
skip it, replace it, or end the Replace command at that point. 
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.ESSON 13 MAKING SELECTIONS 

Iltroductlon 

'his lesson shows you how to make selections in the text. A 
lelection is a block of text that has been isolated from the rest 
If the text so that a particular operation can be performed on 
.t. When a selection is made, the text in the selection is 
dghlighted on the screen, which makes it easy to distinguish 
:rom the unselected text. 

'his lesson introduces a new "shorthand" for describing commands 
n the text. For example, instead of using the term "the Replace 
~ommand", the shorter term "Repl·ace" is introduced. This shorter 
.erminology is used throughout the rest of this Manual. Whenever 
'ou see "Replace", it means "the Replace command". 

:ecause you have now learned several ways to move the cursor, 
his lesson also introduces a new convention in the steps that 
'ou follow: the steps will tell you to "move the cursor to the 
osition shown below". The steps will assume that you know how 
o move the cursor with the cursor control keys. 

he keys used in the commands and features introduced in this 
esson are shown below. 

: \ 
GO 

7 8 9 

I I -
4 5 6 

\ 

1 2 3 
NEXT 

0 

Iscusslon 

selection can consist of one or more characters, spaces, words, 
~rases, lines, paragraphs, pages, or an entire document. Making 
elections is fully described in the Word Processing Reference 
~nual. In this lesson, you will learn~select blocks of text 
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using Mark, Mark Word, and Mark Line. Making a selection is the 
easiest way to format, move, copy, or delete blocks of text. ~ 
selection can also be used to specify a particular block of text 
in which to search and replace. 

A selection can be made using the Mark, Mark Word, Mark Line, 
Mark Para, Mark Page, Mark Column, or Mark Doc command. 'P 
selection can be extended or reduced by pressing the BOUND key. 
A selection can be canceled by pressing CODE-MARK. You car: 
change a selection from one block of text to the next block of 
the same kind (for example, from word to word or line to line) b~ 
repeatedly pressing the key that invoked the original selection. 
A selection is temporary and is removed as soon as it is used ir 
another command or another selection is made. 

This lesson shows you how to make, extend, and remove selections 
It is not important yet to learn how to use them: you will learl 
that in later lessons. 

The first selection you make in this lesson uses Mark. Marl 
selects and highlights the character or space that contains tht 
cursor, or is nearest the cursor. You can select any texi 
character or nonprinting character. Using Mark again changes tht 
selection from the first character to the next character anI 
takes the cursor with it. pressing BOUND extends the selectiol 
you have made by one character. Moving the cursor to a differen' 
posi tion below the selection in text and pressing BOUND extend: 
or reduces the selection to that position. 

L Move the cursor to the position shown below. 
document status line reads PI LS . 

.J Implements New Design Concepts 

Tbl 

~Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 

2. Press MARK to invoke the Mark command, as shown below. 

~Implements New Design Concepts 
~Designers have been trying since the mid-40's to consolidate in a 

single computer the broadest range of data processing 
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You have selected a character using Mark. You can now change the 
selection, moving it one character to the right, by using Mark 
again. In this exercise, use Mark repeatedly and see the 
novement of the selection one character at a time. 

3. Press MARK three times. Notice that the 
selection moves one character to the right 
you press it. The selection is shown below. 

character 
each time 

,JImplements New Design Concepts 
~Designers have been trying since the. mid-40's to consolidate in a 

single computer the broadest range of data processing 

Remember that only the highlighted text is selected. The 
:Jelection can be extended to include more letters when you use 
30UND repeatedly. 

4. Press BOUND. six times. Notice that the selection 
extends one character to the right each time you press 
it. The selection is shown below. 

,J Implements New Design Concepts 
~Designers have been trying since the mid-40's to consolidate in a 

single computer the broadest range of data processing 
capabilities. Only recently with the advent of very inexpensive, 

character selection can be extended or reduced by many 
~haracters when you move the cursor to the last character that 
lill be part of the selection and press BOUND. The selection 
,ill be automatically extended or reduced to include that cursor 
>osition. 

5. Move the cursor to the position shown below. 
document status line reads Pl L7. 

Making Selections 

The 
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~Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, small electronic parts (or microprocessors) have 

6. Press BOUND. The selection extends to the curs 
position. The screen looks like Figure 13-1. 

A selection is removed when you use the CODE and MARK ke 
together. 

7. Press CODE-MARK. 
screen. 

The selection is removed from t 

11.1111 \ 11'1 \zl" I, II" 13" , I, I I I I I.' 1'1 I' I I I I,' I I I I t I I I I,' I I I I' I I I 17' II 'I" 111.11 1'1 

A ~ __________________________________________ i': !':'.?.!':i~'!~ ________________ !!!.!!!!!_ 

the'mld-40's toconsol idate IIiIIJI 

" I Iy,·wlththe·advent·of·very 
inexpenslve,·small·electronlc·parts· (or 'microprocessors) ·have· 
these' attempts· begun' to· become' rea II ty· In· the· form· of· the 
s tanda lone, . desk top· compu ter •.. Un.t I I . now, . however, . even' these 
unl ts· were character I zed· by' the' disadvantages· of· slow· speed, da ta 
hand II ng' and· 11.11 ted, da ta . storage' capac I ty. 

<Now a· tal r Iy· new· firm, . Convergent· Techno I ogl es, . Inc. , . Santa 
Clara,'CA, Is·challenglng·the·mlnlcomputer·market·wlth·a new 
approach· tha t· dl s tr I bu tes . the· compu ter . power· among· many' work 
statlonswhlle'connectlng' all·unl ts· through, an·electronlc network 
sys tem· tha t . makes· them' Into' a . sing Ie' mach I ne •.. The· resu It· --a' 
sys tell tha t· grows· loll th' the' owner's needs' from· the' size· of . a . 
sl ng Ie III nl computer' to· tha t· of· a· mini computer network. . And· the 
systeM's· cost· Is· less· than' equ I va lent· machl nes' from· compet I t I ve· 
cOMpanies. 

<The secret· to· Convergent· Techno I ogl es' . machl ne' Is· not· a· new· 
techno logy. . RI ther, . as· the' firm's· name' sugges ts , . It· Is' the' more 
effective and· I nnovlt I ve' comb Ina t I on· of· ex 1st I ng· techno I og I es, 
I II of· wh I ch· are· ava I I ab Ie· In· other' mach I nes . bu t . wh I ch· have· not· 
previously been· comb I ned • 

• The COllpU ter . Is· housed· In· modu I ar . un Its· wh I ch· can· be . comb I ned· In 
severa I ways to· crea te· each· desk top· work· s ta t I on •.. The.' v I sua I 
display Module,· for· Instance,' features· a· 15-1 nch, 'hlgh
resolution, . green-t I nted' screen' tha t· can· be· t I I ted, up· and' down 

Figure 13-1. Selection Extended to the Cursor Position. 
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(ou have selected a character using Mark. You can now change the 
selection, moving it one character to the right, by using Mark 
19ain. In this exercise, use Mark repeatedly and see the 
novement of the selection one character at a time. 

3. Press MARK three times. Notice that the character 
selection moves one character to the right each time 
you press it. The selection is shown below • 

...JImplements New Design Concepts 
~Designers have been trying since the. mid-40's to consolidate in a 

single computer the broadest range of data processing 

~emember that only the highlighted text is selected. The 
3election can be extended to include more letters when you use 
30UND repeatedly. 

4. Press BOUND six times. Notice that the selection 
extends one character to the right each time you press 
it. The selection is shown below • 

...J Implements New Design Concepts 
~Designers have been trying since the mid-40's to consolidate in a 

single computer the broadest range of data processing 
capabilities. Only recently with the advent of very inexpensive, 

character selection can be extended or reduced by many 
:haracters when you move the cursor to the last character that 
lill be part of the selection and press BOUND. The selection 
lill be automatically extended or reduced to include that cursor 
)Osition. 

5. Move the cursor to the position shown below. 
document status line reads PI L7. 
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The 
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~Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, small electronic parts (or microprocessors) have 

6. Press BOUND. The selection extends to the curs 
position. The screen looks like Figure 13-1. 

A selection is removed when you use the CODE and MARK ke 
together. 

7. Press CODE-MARK. 
screen. 

The selection is removed from 

11,111' \ II' 'Iz' 1'1,1111 bll ' 1,1111 I." I 'I' I I 'Is' I t I I' I I I I,' I I I I'" I 1,' II I I' 1111.11111 

~ .. __________________________________________ £,:'!':)~'.!':ij!~ ________________ '!'!'!'!!!!_ 

the-mld-40's to consolidate IIiI!II 

• • I I y, - loll th the advent -of -very 
Inexpenslve,-small-electronlc-parts (or-microprocessors) -have 
these attempts -begun - to -become rea II ty - In- the - form -of - the 
s hnda lone, -desk top -compu ter • - -Un_t I I now, -however, -even - these -
unl ts were -character I zed -by - the -dis advantages -of - s low -speed -da ta 
handll ng- and- 11111 ted data -storage -capac I ty. 

<Now-a - fairly- new- firm, -Convergent-Technologies, - Inc., -Santa 
Clara,-CA, Is-challenglng-the-mlnlcomputer-market-wlth-a-new 
approach - that -dl s tr I bu tes - the -compu ter -power among -many -work 
stat Ions -while -connect I ng -a II -unl ts - through -an -e I ectronl c -network 
sys tem tha t -ukes - them - Into -a -sing Ie- mach I ne. - -The - resu It- --a -
sys tem - tha t -grows - 10 I th - the -owner's - needs from - the -size -of -a-
s I ng Ie- min I compu ter - to - tha t -0 f -a -min I compu te r - ne two rk • - -And - the 
sys tem' s -cos t - Is- less - tha n -equ I va len t -mach I nes - from -compe tit I ve 
co.panl es. 

<The secret - to -Convergent -Techno log I es' -machl ne - Is- not -a - new
techno logy. - -Ra ther, -as - the - firm's - name -sugges ts , - It- Is- the -more -
effective -and - I nnovat I ve -comb I nat I on -of -ex 1st I ng - techno I ogl es, 
all of -which -are -available - In- other -machl nes -but· whl ch· have· not· 
prev I ous I Y -been· combl ned. 

<The computer - Is -housed· In· modu lar· units - whl ch -can· be -combl ned - In 
severa I ways - to -create· each· desk top -work - s tat I on •.. The_- vi sua I 
display lIodule, for· Instance, . features 'a-15-lnch, 'htgh-
reso lutton, green-tl nted' screen - tha t· can -be - t II ted, up -and· down 

Figure 13-1. Selection Extended to the Cursor Position. 
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The next selection you make in this lesson uses Mark Word. Mark 
Word selects and highlights the word that contains the cursor, or 
is nearest the cursor. Using Mark Word again moves the selection 
to the next word and takes the cursor with it. Pressing BOUND 
extends the selection you have made by one word. Moving the 
cursor to a different word in the text and pressing BOUND extends 
or reduces the selection to include that word. 

8. Press f8 to invoke the Mark Word corrunand, as shown 
below. 

single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, small electronic parts (or microprocessors) have 

~ou have selected a word using Mark Word. Notice that the cursor 
~as not in the first letter of the word selected. Remember that 
the selection is the word that the cursor is in or nearest. 

~ word selection can be moved one word to the right when you use 
~ark Word again. In this exercise, you can use Mark Word 
repeatedly and see the movement of the selection one word at a 
:.ime. 

~otice, as you do this, that a space between words is treated as 
1 word in itself. Spaces, punctuation, and nonprinting symbols, 
:mch as ..J and ~, are considered to be words by the Mark Word 
::orrunand. 

9. Press f~ five times. Notice that the selection moves 
one word to the right each time you press it. The 
selection is shown below. 

single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, small electronic parts-(or.microprocessors) have 

temember that only the highlighted text is selected. The word 
lelection will now be extended to include several words when you 
lse BOUND repeatedly. 
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10. Press BOUND six times and notice that the selectiol 
extends one word to the right each time you press it 
The selection is shown below. 

single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, small electronic parts (or microprocessors) have 

A word selection can be extended or reduced by many words whe 
you move the cursor to the last word that '-'{ill be part of th 
selection and press BOUND. The selection will automatically b 
extended or reduced to include the word containing the cursor. 

11. Move the cursor to the position shown below. Th 
document status line reads PI LIO. 

single computer the broadest range of data processing 
capabilities. Only recently, with the advent of very 
inexpensive, sm,all electronic parts (or microprocessors) have 
these attempts 'begun to become. reality in the£orm of. the 
standalone, desktop computer. Until now, however, even these 
units-were characterized by the disadvantages of slow speed data 

12. Press BOUND. 
containing the 
Figure 13-2. 

The selection extends 
cursor. The screen 

to the 
looks 

wor 
Ii}<; 

The selection can again be removed when you use the CODE and MAF 
keys together. 

13. Press CODE-MARK. 
screen. 

The selection is removed from tt 

The next selection you make in this lesson uses Mark Line. Mal 
Line selects and highlights the line that contains the cursor, c 
is nearest the cursor. Using Mark Line again moves the selectic 
you have made to the next line and takes the cursor with it 
Pressing BOUND extends the se,~ection you hav,e made by one linE 
Moving the cursor to a different position in text and pressir 
BOUND extends or reduces the selection to that line. 
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14. Press £9 to invoke the Mark Line command. 
selection is shown below. 

these attempts begun to become reality in the form of the 
standalone, desktop computer. Until now, however, even these 
units-were characterized by the disadvantages of slow speed data. 

The 

temember that the selection is the line that the cursor is on or 
learest. 

1\.11' I 111'1 ~I 'lilt t, 'IJ'" 'I' I , t 14' t I I I" I 'I,' I I I I" 1'1.11 ' I I' 1'1 I,' I. '1111 '1.'1'11 
A ~ ___________________________________________ :!':'i'!:t~'!~ ________________ !!'!'.!!'!!~-
"BRINGING, IT· TOGETHER 
"byBut·Lat .. o~e 
"Conve~gen t . Techno I og I es , . Inc. 
"Ieple .. nts New' Des Ign' Concepts 
"Des I gne~s . have' been· t~yl ng· since' the m I d-40' s . to· conso I Ida te . In· a . 
sing Ie· coepu te~' the· b~oades t . ~ 

I ties.' ·Onl . ~ecent I 

'COIllPU 
un S . we~e' characte~ I zed· by· the' disadvantages 
hand I I ng' 4nd· I I el ted· da ta . s to~age' capac I ty. 

"Now' a· fal~ly' new' fl ~e,' Conve~gent· Technologies,· Inc., . Santa· 
Clara, 'CA,' Is· cha I lengl ng' the' III I nl co .. pute~· ea~ket· wi th· a· new· 
app~oach' that· dl st~1 butes' the' compu te~· powe~· alllong' uny· wo~k· 
statlons'whl le·connectlng·al I·unlts· th~ough·an·elect~onlc·netwo~k· 
sys t.e· tha t· uku . the.' Into· a . sing Ie· mach I ne •.. The· ~esu It· --a' 
syst .. · that· g~ows· wi th· the· owne~ 's . needs· f~o.· the' size· of· a· 
sl ngle· el nl coepute~· to· that· of· a '111 nl compu te~' netwo~k •.. And· the· 
systee's ·cost· Is' less· than· equ I va lent· machl nas· f~olll' cOlllpat I t I ve· 
coepan I es. 

"Th.· sec~.t· to· Convergent· Tachno I og I as' . mach Ina· 1$ . not· a . naw' 
techno logy •.. Ra th.~, . as . the· f I ~III 's . nama' s uggas ts , . It· Is· tha . mo~a . 
• ffect I ve' and· I nnova t I ve' comb Ina t Ion· of . ax 1st I ng . techno I og I a$ , . 
a II . of· whl ch· ar.· ava I I ab I •. In· otha~ . machl nes . bu t . wh I ch . have· not· 
p~.vlous Iy· b.en· coebl ned. 

<Th.· coepute~' Is . housed . In· modu la~' unl ts· which, can' ba· combl ned, In· 
several· ways' to· c~ .. t.· each· desk top· wo~k· stat I on •.. Th.· vi sua I· 
dlsplay·eodule, fo~·lnstanc.,·featu~es·a.15-lnch,.hlgh
~.solutlon, . g~ .. n-tl nted· sc~een· tha t· can· be· t II ted· up' and, down· 

lure 13-2. Selecti~n Extended to the Word Containing the Cursor. 
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The selection can be moved down one line when you use Mark LinE 
again. In this exercise, you can use Mark Line repeatedly anc 
see the movement of the selection one line at a time. 

15. Pressf9 again. Notice that the selection moves onE 
line as you press it. The selection is shown below. 

standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage" capacity. ' . . 

Remember that only the highlighted text is selected. 
selection can be extended when you use f9 repeatedly. 

16. Press BOUND three times. Notice that the 
extends one line down each time you press 
selection is shown below. 

selectio 
it. Th 

standalone, desktop computer. Until now, however, even.these 
units were characterized by the disadvantages of slow speed dat,a . 
handling and limited data storage capacity." . . . .. 

~Now, a fairly new firm, Convergent Technologies, Inc., Santa 
Clara, .. CA, is challenging the minicomputer market withCi n.ew 
approach that distributes the computer power among many work 

When you want to extend or reduce a line selection by many lines 
you can move the cursor to the last line that will be part of tl 
selection and press BOUND. The selection will automatically t 
extended or reduced to include the line containing the cursor. 

17. Move the cursor to the position shown below. Tl" 
document status line reads Pl L19. 
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standalone, desktop computer. Until now, however, even these 
units were characterized by the disadvantages of slow speed data 
handling and limited data storage capacity. 

~NOW, a fairly new firm, Convergent Technologies, Inc., Santa 
Clara, CA, is challenging the minicomputer market with a new 
approach that distributes the computer power among many work 
stations while connecting all units through an electronic network 
system that makes them into a single machine. The result - a 
system that grows with the owner's needs from the size of a 
single minicomputer to that of a minicomputer network. And the 
system's cost is less than equivalent machines from competitive 

18. Press BOUND. 
containing the 
Figure 13-3. 

The selection extends to the 
cursor. The screen looks 

line 
like 

\ line selection is removed when you use the CODE and MARK keys 
:ogether. 

19. Press ,CODE-MARI<. 
screen. 

The selection is removed from th~ 

fue Mark Para, Mark Page, and Mark Doc commands work in a similar 
~y to the commands you have just been using. However, they work 
lith paragraphs, pages, and entire documents. The rest of this 
.esson describes these commands, but does not require you to 
:omplete any steps. For complete information on all commands 
lescribed in this lesson, see the Word Processing Reference 
!anual. 

lark Para selects and highlights the paragraph that contains the 
~ursor, or is nearest the cursor. Using Mark Para again moves 
~he selection you have made to the next paragraph and takes the 
~ursor with it. pressing BOUND extends the selection you have 
lade by one paragraph. Moving the cursor to a different position 
n the text and pressing BOUND extends or reduces the selection 
.0 include that paragraph . 

. ark Page selects and highlights the page that contains the 
ursor, or is nearest the cursor. Using Mark Page again moves 
he selection you have made to the next. page and takes the cursor 
t th it. Pressing BOUND extends the selection you have made by 
ne page. Moving the cursor to a different position in the text 
nd pressing BOUND extends or reduces the selection to that page. 

ark Doc selects and highlights the entire document. 
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--------------------------------------------!!*£'.!':'£'!:----------------'!!!!!!!-
<BRINGING· IT· TOGETHER 
"by· e.rt· Latallore 
"Convergent· Techno log les , . Inc. 
"I.p I .. ents· New· Des I gn· Concepts 
<Designers ·have ·been· tryl ng· since· the· mId-40's' to· consolIdate· In· a· 
sIngle co.puter· the· broades t· range' of· data· process I ng' 
capablll tIes.' ·Only· recent Iy,' loll th' the· advent· of· very' 
I nlxpens Ive, . s .. 11 . el ectronl c· parts· (or' ml croprocessors) . have· 
these' a tte.pts . begun· to· become· rea II ty' In· the· forlll' of· the 

t did kt t u tIl ho e e en th sa . . 
Jnlts were, rt,:Hd<..ter 'lej by the dlsddo...Iantages of slow seed data 
andllng and ltmlt€,j data storage capacity 

t~ow a fairly new f,rm, Convergent TechnologIes. Inc., 'Janta 
~Iara. CA, IS challengIng the fTllnlCom~uter mar~et with a new 
pproach that dl>t"butes the computer po ... er among many ... or' 

:.tatlons wh,lp connecting all un,ts through an electronic networl.t. 
system that ma~e<:. them Into d sIngle mach,ne The result --a 
system that ~r()ws wIth the uwner's needs from the Size of a 
;lIn Ie mIn, ()ffi uter t, that (of a m.n'COffi luter netwurv. And the 
syst .. 's· cost· Is' less· than' equ I valent· machl nes· from· compet I t I ve' 
co.panles. 

<The· secret· to· Convergent· Techno logl es' . machl ne· Is' not a· new' 
technology.' . Rather,' as· the' f I rill's' name' sugges ts, . I tIs' the 'more' 
effective· and· I nnovatl ve· combl nat I on· of· ex 1st I ng· techno logl es, . 
all· of· whIch, are' avallab Ie· In· other' machl nes . but· whl ch, have· not· 
previous Iy· bien· co.bl ned. 

<The·co.puter· Is ·housed· In· modu lar· unl ts· whl ch· can· be· combl ned· In· 
IIvlral . ways· to· create· each· desk top· work· s tat I on. . The' 1,11 sual . 
display· .odule,· for· Instance, . features' a· 15-1 nch, . hi gh
resolution, 'grlen-tl nted' screen· tha t· can· be· t I I ted· up· and· down· 

Figure 13-3, Selection Extended to the Line Containing the Cursor, 

Summary of Lesson 13 

In this lesson, you learned how to use Mark, Mark Word, and Marx 
Line. You have made and changed selections using each of the 
commands, extended selections using the BOUND key, and removed 
selections using CODE-MARK. Although the lesson did not provide 
steps for making selections with Mark Para, Mark Page, and Mad 
Doc, you learned that they operate in a similar way to Mark, Marx 
Word, Mark Column, and Mark Line. Now you are ready to learn ho~ 
to use selections in the next lesson. 

13-10 Word Processing User's Guide 03/E 



LESSON 14 MOVING, COPYING, AND DELETING SELECTIONS 

Introduction 

rhis lesson shows you how to make a selection and move or copy 
:he selected text to a different location in the document. It 
ilso shows you how to delete selected text from a document. 

~en text is moved from one location to another using Move, the 
:ext is deleted from its original location after it is moved to 
:he new one. When text is copied from one location to another 
Ising Copy, the text is retained in its original location as well 
is copied to the new one. 

fuis lesson also introduces new ways of scrolling many lines at 
>nce using the CODE key together with the SCROLL UP or SCROLL 
)OWN key. 

fue keys used in the commands and features introduced in this 
.esson are shown below. 

MARK t BOUND 

~ t -+ J 

: , 
GO 

7 8 9 

~ I -
5 6 

\ 

1 2 3 
NEXT 

0 

Iscusslon 

he steps below use Mark Para to select a paragraph, and Move to 
ove it to the location of the cursor. 

irst, you must move the cursor to the paragraph you want to 
elect for moving. In this exercise, you will learn a new method 
or finding this location that is based on a method you already 
now: scrolling. Remember that you press SCROLL UP to move text 
p on the screen. You can now learn a faster way to SCROLL UP 
any lines of text at once. This is done using the CODE and 
CROLL UP keys together. 
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1. Press \CODE-'SCROLL UP. 

Notice that many lines of text have scrolled up the screen and 
that the last two lines from the previous screen are now the 
first two lines at the top. 

Now you can again scroll up many lines of text using CODE-SCROLL 
UP. 

2. Press CODE-SCROLL UP again. 
Figure 14-1: 

The screen looks like 

~~' 'I, 1'1 I ~' , I , ,1'1 Ill' , , I , ' I I I 14' I I t I' I I I I,' t I I I' I , I I.' I I I ~ t I , , I,' I I I ~I I I I I.' I I I I 

"Each·dlsplayabl., character· Is' bull t· In·.· 10-t;:~t~tt )(el . cell. ~ ---
The's hndard' character' set, conta Ins' 256' characters •.. Un like' 
a I.ost· a II· COlllputers, . whl ch· store· the I r· character· sets· In' Read· 
Only ,11 .. ory, 'Convergent 's' character· set· Is' stored' In· a· hi gh-speed· 
... ory 'on' the' video· board •.. The' character· set· may' be' eas I Iy· 
changed· under' progr .. · contro I . by' load I ng· another' set· froill' a' disk· 
fll •• · ·Thls· way· the· number· o'f· characters· that· may' b., used, In· the' 
s ... ·appllcatlon·program· Is·vlrtually·llmltl.ss. 

<The 'uchl n. ·has· a· 16-bl t· processor' and· can' ho Id· up' to· one · .. 1 Ilton· 
characters ·of· I nforutlon· In· Its· usable· memory,' glvl ng· It· 
capabilities ·closer· to· those' of· a· large· III I nl computer· than' to ·1II0St· 
desk top 'III croco.puters. 

JP.rlllln.nt· dl sk· 1118l11ory' e)(pans I on' unl ts . are· a Iso' aval lab Ie. 

<Even· the . bas I c· cOllputer' --the' black· bo)(' that· does· the' 
process I ng' --has' b.en· redes I gned· to· meet· human· needs •.. Ins tead· of· 
the·s hndard' bo)(-shaped' conf I gura t I on •. It· Is· I oca ted· beh I nd· a' 
t II ted, board· tha t· s hnds . to· the· right· of· the· d I sp I ay· screen' and· 
looks· I Ike·a· lect.rn •.. Its· bul I t-I n· copy· c I Ips' hold·documents· 
be I ng· ent.red· Into· the' mach I ne . In· the· same' v I sua I . plane· as . the· 
video ,display, ·so·as· to· el Iml nate· constant· refocus I ng' and, thus, 
reduc.· eye' fa t I Slue. -------_ .. -------------------------------------------------------------------

Figure 14-1. Text Scrolled Up. 

Now the paragraph that you want to select and move is on thE 
screen and you can position the cursor in it. 
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3. Move the cursor to the position shown below. 
document status line reads P2 LIS. 

Permanent disk memory expansion units are also available. 

The 

~Even the basic computer --the black box that does the 
processing --has been redesigned to meet human needs. Instead of 

The steps below use Mark Para to select a paragraph for moving to 
a new location. 

4. Press flO to invoke the Mark Para command. 
looks like Figure 14-2. 

The screen 

Now that you have selected the paragraph, you can move the cursor 
to the new location for that paragraph. 

5. Move the cursor to the position shown below. 
document status line reads P2 Lll. 

The 

s~e application program is virtually limitless. 

~The machine has a l6-bit processor and can hold up to one million 

~ou are now ready to use Move to move the selected paragraph to 
its new location, as indicated by the cursor. 

6. Press MOVE to invoke the Move command. 
looks like Figure 14-3. 

The screen 

['he paragraph you selected using Mark Para has now been moved to 
:he location of the cursor. Notice that the highlight has been 
~emoved from the paragraph because the selection was used in a 
~ommand. Remember that Move deletes the selected paragraph from 
Lts original location after moving it to the new one. 
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'11"""'" 12" I'"", 131 I I'" ,., I.' "I", I I I,' 1" I' I I I 1.' " I I' '" 17' "1 III II ~t" II 
~ ~ 

"Each·dtsp layable· character· t s· but It· tn· a· 10:t';.!';*~tt xe I· ce II. ....1Mi'~_ 
Th. standard· charact.r· s.t· conta Ins· 256· charact.rs •.. Un I Ike· 
a I.os t· a II . COIllPU ters •. wh I ch· store· the I r . charac ter . sets· In· Read· 
Only M .. ory.· Convergent·s· character· set· Is· stored· In· a· high-speed· 
.a-ory· on· the· video· board •.. The· character· set· may· be· eas I Iy· 
chang.d· und.r ·program· contro I· by· I oadl ng· another set· from· a· dl sk· 
f I Ie •.. Thl s . way . the· number· 0 f . characters· tha t . may· be· used· In· the· 
sa ... ·appllcatlon·program· Is·vlrtually·llmltless. 

<The·uchln.·has·a·16-bl t·processor·and·can·hold·up· to·one mill Ion· 
characters· of· I nforma t Ion· In· Its· usab Ie· memory •. gl vi ng· It· 
capabl I I t I.s . closer· to· those· of . a· large· min I compu ter· than· to· mos t· 
d.sk top·.1 crocolllputers. 

JPerlllln.nt· dl sk· memory· expans I on· unl ts· are· a I so· ava I I ab Ie. 

Figure 14-2. Selected Paragraph. 

Now you can move the cursor to a different position to type a ne\'t 
paragraph and select a phrase to move. 

7. Move the cursor to the position shown below. 
document status line reads P2 L24. 

The 

capabilities closer to those of a large minicomputer than to most 
desktop microcomputers. 

~Permanent disk memory expansion units are also available. 

8. Press RETURN. A new paragraph begins. 
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~ ~ 

fEJch dlsplayable·chJrJcter· tS'but It· In.a'10!t;'.!'1~'.'~'xel cell. "''''5;_ 
The standard character·set conhlns·256 characters. ·Unllke· 
al.ost all co .. puters.· .. hlch·store·thelr·character·sets·ln·Read 
Only Muory. Convergent's character· set Is·stored·ln·a·hlgh-speed 
... ory on· the·vldeo·board. ·The·characterset·may·be easily' 
changed·under·program·control·by·loadlng·another·set from I disk 
file. . Th Is· way the J number· of . charac ters . tha t . may· be . used In· the' 
sue appllcatlon·program·ls·vlrtually·llmltless. 

'Even· the· bas I c· compu ter· --the' black· box· tha t· does· the' 
process I ng' --has' been· redes I gned· to· meet· human· needs •.. Ins tead . of 
the standard·box-shaped·conflguratlon. I t·ls·located·behlnd·a 
t I I ted board· tha t· stands' to' the' right· of"· the· d I sp I ay' screen· and· 
looks Ilkea·lectern.··lts·bullt-ln·copy·cllps·holddocuments· 
belng·enhred·lnto· the· machine· In· the·same·vlsual ·plane·as· the 
vldeo·dlsplay. ·so·as· to 'ellml nate ·constant· refocus I ng· and· thus 
reduce' eye· fa t I gue._ 

'The uchl ne' has·a· 16-bl t· processor· and· can· ho Id· up' to· one· million 
characters' of· I nforma t I on· In· Its· usab Ie· memory •. 9 I v I ng· It 
capab I II t I as . c I 058 r . to thos e . 0 f . a . I a rge . min I compu te r . thl n to' mos t 
desk top·.1 crocompu ters • 

"Perunent· dl sk· memory expans Ion· un Its' are' a I so· Iva I lab Ie. ----------------------------------------------------------------------------

Figure 14-3. Moved Paragraph. 

9. Type the text below, exactly as shown. 

For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 
capacity disk a two-disk drive unit with 500,000 characters of 
memory storage per interchangeable disk and 2). Convergent 
offers the permanent disk in models of 10, 20, and 40 million 
characters of storage space. 

rhe screen looks like Figure 14-4. 
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. I,····'···· b····'···· b····'···· I .. ···'···· Is'···'···· I," .. I" •• 1, •••• I'" ·1,····1 
A - .. . "94·.14,1 . "'~I_ 
'E~ch dlspl~yablecharacter·ls·bullt·ln·a·10-by-15·plxel·cell.· 
The standardcharacter'set'contalns'256 characters. Unlike 
~ Illos t a II computers, ... hi ch· store· the I r' character' sets· In· Read' 
Only Memory, ·Convergent's ·character·set·ls stored·.1 n· a ·hlgh-speed· 
ullory' on· the 'vldeo' board.· . The· character· set· may· be' easily 
changed under·program·control·by·loadlng·another·set· from·a·dlsk 
f I Ie. This· Hay the' number· of· characters' tha t· may be' used· In· the 
same appllcatlon·program·ls ·vl rtually· Ilml tless. 

'Even the bas I c· compu ter . -- the' black· box· tha t . does' the· 
process I ng' --has' been· redes I gned . to· mee t . human' needs •.. Ins tead . of . 
the standard box-shaped'conflguratlon, ·It·ls located behlnd·a· 
tilted board that stands to·the·rlght·of·the·dlsplayscreen·and 
looks·llke·a· lectern." Its 'bul' t-In·copy·cllps ·hold ·documents 
be I ng· entered· Into' the' mach I ne . In· the· same· v I sua I . plane· as the 
video dlsplay,'so,as to·ellmlnate·constant·refocuslng·and·thus· 
reduce eye' fa t I gue. 

<The uchl ne . has· a· 16-b It· processor' and· can· ho I d . up' to· one· m I I lion 
char~cters·of· 'nformatlon·ln·lts ·usable·memory, ·glvlng·lt 
c~pab I , I ties' closer· to· thos e . 0 f . a I a rge . min I compu te r . tha n . to mos t 
desk top III crocompu ters • 

'For data storage, the·user·can·choose·bet .. een·1) a dlsk·drlve 
up loyl n9 one I nterchangeab Ie· dl sk and· one· permanent, . hi gh 
capacity dlsk·a·two-dlsk·drlve·unlt· .. lth·500,OOO characters·of 
IItilory storage per·lnterchangeabledlsk·and·2). ·Convergent 
offers the permanent· dl sk· I n mode I s of 10, 20, and· 40· m I ilion 
characters of· storage· space._ 

~~~ ~ ~~ ~~ ~ ~ -~~~~ -~~~~ ~~~ ~ ~ ~ ~ ~~~ ~ ~ -~ ~ ~ ~ ~ ~ ~ ~~ -~ ~ ~ ~ ~ ~ ~ ~ ~~ ~~ ~ ~: ------------------

Figure 14-4. New Paragraph. 

Now that you have typed this paragraph, you can select a phrasE 
and move it. 

10. Move the cursor to the posit:i,on shown below. 
document status line reads P2 L26. 

desktop microcomputers. 

~For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 
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11. Press MARK. This selects the character. The selection 
is shown below. Notice that the character is a space. 

desktop microcomputers. 

~For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 

You have selected the character that begins the phrase you will 
move. Now extend the selection. 

12. Move the cursor to the position shown below. The 
document status line reads P2 L28. 

desktop microcomputers. 

~For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 
capacity disk a two-disk drive unit with 500,000 characters of 
memory storage per interchangeable disk and 2). Convergent 

13. Press BOUND. This extends the selection to the cursor 
position. The selection is shown below. 

desktop microcomputers. 

~For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 
capacity disk a two-disk drive unit with 500,000 characters of 
memory storage per interchangeable disk and 2). Convergent 

~ow that you have selected a phrase to move, you can position the 
~ursor at the place you want the selection inserted. 
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14. Move the cursor to the position. shown below. 
document status line reads P2 L29. 

~For data storage, the user can choose between 1) a disk drive 
employing one interchangeable disk and one permanent, high 
capacity disk a two-disk drive unit with 500,000 characters of 
memory storage per interchangeable disk and 2). Convergent 
offers the permanent disk in models of 10, 20,-and 40 million 

The 

15. Press MOVE to move the selection to the cursor 
position. The screen looks like Figure 14-5. 

'hi"""" hi" I", II \3' 1, I, I I I I 1 .. " '" " I I I,' I I '1'1'1 I.' t I I I' I I I 1,' t I III I I I I.' III1 
A ~ . ,M4;·,g,; _ ... .;:_ 
<Each d I sp I ayab I e charac ter . Is' bu I It· In· a . 10-by- 15· P I xe I . ce I I • 
The· standard' character' set· conta Ins· 256· characters •.. Un like· 
a I.os t· a II . compu ters , · ... h I ch· store· the I r . charac ter . se ts . In· Read· 
On Iy· M8IIIory, . Convergent's' character· set· Is· stored' In· a' high-speed' 
.uory· on' the· vi deo' board •.. The' character· set· may' be· eas II y' 
changed' under program' contro I . by' load I ng' another· set· from· a· dl sk· 
file. ·Thls · ... ay· the' number ·of· characters that· may' be' used· In· the· 
sUle·appllcatlon·progr~m·ls 'vl rtually' Ilml tless. 

<Even· the· bas I c· compu ter . -- the' black· box· tha t . does the· 
process I ng' --has' been· redes Igned . to· meet· human· needs •.. Ins tead' of . 
the standard· box-shaped· configuration, . It· Is' located· behl nd' a· 
tllted'board' that· stands' to· the' right· of· the' dl sp lay· screen' and· 
looks like· a· lectern.· . Its· bull t-I n· copy' clips· hold· documents· 
be I ng· entered· Into· the' mach I ne· In· the' same' v I sua I . plane· as . the' 
vldeo·dlsplay, ·so'I$' to'ellml nate· constant· refocus I ng' and· thus' 
reduce· eye' fa t Igue • 

<The· eachl ne' has' a· 16-bl t· processor· and· can· hold 'up' to· one ·mlillon· 
characters' of· I nforma t I on· In· Its· usab Ie· memory, . gl v I ng' It· 
capab III ties' closer· to· those· of . a· large· min I compu ter . than' to· mos t· 
desk top·.1 croCOllputers • 

<For· data· storage, . the' user· can' choose· bet ... een· 1) . a· t ... o-d I sk· dr Ive· 
unl t· "I th· ~O ,000' characters· of, memory· storage· per' 
Interchangeable' dl sk· and· 2) . a· dl sk· drive' employl ng' one' 
Interchangeable' dl sk· and· one· permanent, . hi gh· capac I ty' dl sk ... · 
Convergent· offers· the' permanent· disk· In· mode Is· of· 10, . 20, . and· 40· 
.1111 on· characters· of· storage· space. 

:~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~.:------------------

Figure 14-5. Moved Phrase. 
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Next, you can learn to copy a selection. The steps below use 
Mark Para to select a paragraph, and Copy to copy it to the 
location of the cursor. First, you must move the cursor to the 
paragraph you are going to copy. You can use the CODE and SCROLL 
DOWN keys together to obtain the text you want to copy on the 
screen. 

16. Press CODE-SCROLL DOWN. Many lines of text are 
scrolled down on the screen at once. The screen looks 
like Figure 14-6. 

'1,'111, 1'111
2

" 11,1111 b" I II' I I I ,: I I I I' I I I I,' I I I I' I I I I,' I I I II I I I I,' I I 'II 1111,11111 

~ ~ 
U£ClJi1'~i,' ... ~._ 

display module, for Instance, features a 15-lnch, high
resolution, green-tinted screen that can be tilted up and down 
and rotated up to 60 degrees from- far left to far right. -The 
display can be split Into any number of windows, each of which 
can have Its own cursor, to accommodate an entire document or 
several different data displays at the same time. Displays can 
be scrolled up and down or left and right. Multiple displays can 
be scrolled Independently of each other. Single characters or 
groups of characters can be made to stand-out In-several ways 
including underlining, reverse video to-give-dark-on light, 
Intensifying and blinking. 

qhe system has been designed to be friendly and flexible, 
allowing each user to configure-I t as needed. Because of this 
flexibility, basic tasks are accomplished wherever-possible by 
using easily modified programs Instead of-unchangeable hardware. 

'The keyboard Is physically separate- from the rest-of the computer 
to allow different users to-adjust the distances between eye, 
keyboard, and screen for Individual comfort. The-keyboard design 
puts keys In clusters of logical-groups, Including-a standard 
typewr I tar charac ter -board, -a 14-key - numer I c -pad, an -eight-key 
status control pad, a six-key cursor control-pad, and a 10-key 
function group that Is user definable. -Because all key-functions 
are defined by program Instructions rather, than being bui It Into 

-! ~~ -~~ ~~~~ ~~!- !~~ -~ ~! ~ ~ ~ -~ ~~ -~ ~: ~~ ~ ~~ -~ ~ ~ ~ ~~ ~ ~~ ~ ~ -: ~ ~ -~ ~ -~: ~ ~ ~ ~~ -----------
easily by the user to customize his keyboard. 

'Each displayable character is bui It In a 10-by-15-plxel cell. 
The standard character set contai ns 256 characters. Unllkll. 

igure 14-6. Text Scrolled Down. 

otice that many lines of text have scrolled down the screen and 
hat the first two lines from the previous screen are now the 
ast two lines at the bottom. Almost an entire screen of text is 
ow visible that was not before. Now you can move the cursor to 
he paragraph you want to select for copying. 
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17. Move the cursor to the position shown below. 
document status line reads PI L44. 

using easily modified programs instead of unchangeable hardware. 

The 

~The keyboard is physically separate from the rest of the computer 

The steps below use Mark Para to select the paragraph for copying 
to a new location. 

18. Press flO to invoke the Mark Para command. 
looks like Figure 14-7. 

The screen 

I \,11 I 1,111 'lzll I I I" I I hi I I t I' I I I I .. ' I I I I' I I I Is' I I I I' I I I I,' I I I I' I I I 17' I I I I' I I I I.' 1111 

~ ~ 

display module, for instance, features ~i:"~t9h_ MMW:C_ 
resolution. green-tinted screen that can be ti Ited up and do ... n 
and rotated up·to 60 degrees from·far left to· far right. ·The 
display can be spilt Into·any number·of· ... indo ... s. ·each of which 
can have Its own·cursor. to accommodate an entire document or 
several different data displays at the same·tlme. Displays can 
be scrolled up and do ... nor left and right. Multiple displays can 
be scrolled Independently·of·each other. Single characters·or 
groups of characters·canbemade to stand out in·several ... ays 
including underlining. reverse·vldeo·to·give·dark·on·llght. 
Intensifying and·bllnklng. 

he system ha~ been desIgned to be friendly and flexIble. 
Ilowlng each user to configure it as needed. Because of thIs 

tl~xiblldy. basIc tasks are accomplished wherever pOSSIble by 
SIn easl I modif,ed ro rams I nstead of unchan eable hard ... are. 

<The keyboard is·physlcally·separate·from·the·rest·of the computer 
to allow dl fferent· users· to· adjus t· the· dis tances· bet ... een· eye • 

. keyboard. ·andscreen· for· Indlvldual·comfort.· ·The·keyboarddesign 
puts keys Inclustersof·loglcal·groups. Including a·standard 
typewriter character·board. ·a·14-key numeric pad. ·an eight-key 
statu~ control pad. ·a·slx-key·cursor·control·pad. ·and a 10-key 
funct I on group that· Is· user· def I nab Ie. . Because· a II· key .func ti ons 
are deflned·by·program· Instructions rather than·belng bul It Into 
_~~~_~~~~ .. ~re. theentlre·keyencodlng·arrangement can be·altered 

us I Iy b~ ;~;-:;;~-;~-~:;;~~~;~-~~;-~~~~~~~~~------------------------------

'Each displayable character Is·bul It In·a·10-by-Hi pixel cell. 
The standard character·setcontalns 256 characters. Unlike 

Figure 14-7. Selected Paragraph. 
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Now that you have selected the paragraph, you can move the cursor 
to the location where you want the paragraph copied. You can do 
this by scrolling down again many lines at a time using the CODE
SCROLL DOWN key combination. 

19. Press CODE-SCROLL DOWN. 

20. Move the cursor to the position shown below. 
document status line reads Pl L26. 

previously been combined. 

The 

~The computer is housed in modular units which can be combined in 

I I.'" I, III' 1z1111, IIII bl' II I' II I I.' I I I I' I I I I,' I I I I' I I I I,' I I I 1'1 I I 17' I I I I' III,.' IIII 
~ ~ 

-.;'@:ii.t:j,i MlweiM 
'BRINGING IT TOGETHER 
Jby Ber t La tamore 
JConvergent Technologies, Inc. 
JI.p l8ftlents Ne ... Des I gn Concep ts 
'Designers have been-trying since the-mid-40's to consolidate in a 
single computer the-broadest range of data-processing 
capabilities. Onlyrecently, ... lththe advent of very 
inexpenslv., -smail electronic parts (or-microprocessors) have 
these attnpts begun - to become rea II ty - In- the form of the 
standalon., d.sktop-computer. -Until no ... ,-ho ... ever, even these 
units .... r. charact.rlzed-by-the-dlsadvantages of slow speed data 
handling and limited data storage-capacity. 

'No ... a fairly n.w- firm, -Convergent Technologies, Inc., Santa 
Clara, CA, Is chall.nglng-the minicomputer market with-a new 
approach tha t -dis tr I bu tes the -compu ter -power -among many work 
statlonswhil.conn.ctlng-all-unlts through an electronic network 
syst .. that ukes them-Into-a-slngle-machlne. -The result--a 
sysh. that -grows wi th - the -owner's needs from - the size of -a 
single .Inlcomputer-to-that-of a-minicomputer network. And-the 
syst .. 's cost-Is-Iess-than-equlvalent-machlnes from competitive 
co.panles. 

'The secret-to Converg.nt-Technologles' machine-Is not a new 
technology. Rather,-as the firm's name suggests, It Is the more 
effective and-Innovatlve-comblnatlon-of-exlstlng technologies, 
all of which are-available In-other machines but which have not 
prev I ous I y been -comb I ned. 

'The syst .. has-been-deslgned- to-be- friendly-and flexible, 
alloHlng each user-to configure-It-as needed. Because of this 
flexibility, basic-tasks are accomplished wh.r.v.r possible by 
using easily .odlfled-programs Inst.ad of unchangeabl. hardware._ 

Igure 14-8. Copied Paragraph. 
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You are now ready to use Copy to copy the selected paragraph to 
the new location indicated by the cursor. 

21. Press COpy to invoke the Copy command. 
looks iike Figure 14-8. 

The screen 

The paragraph that you selected using Mark Para has now been 
copied to the location of the cursor using Copy. Notice that the 
highlight has been removed from the paragraph because the 
selection was used in a command.· Remember that Copy leaves the 
selected paragraph in its original location as well as copying it 
to the new one. 

The last exercise in this lesson shows you how to delete a 
paragraph of text by selecting it and pressing DELETE. Using a 
selection to delete a block of text can be much faster thar 
deleting text one character at a time as you have already learnec 
to do. 

'~IIII \ I'll b' 1"1' I II I)' I I I I' I I t 141 I I I II I I I I,' I I I I' I I I I." I I II t I I I,' I I I II I I I 1.11111 
~ Ii> 

syst •• 's· cost· is, les$' than· equ t va lent· macht ~t;?;'t~~. compett ttve .. ~,-
cOlllpanles. 

qhe . secret· to· Convergent· Techno I og I es ' . mach I ne· Is· not· a . new· 
technology.· . Rather,· as· the· firm's· name· suggests, . It· Is· the· more 
effectl ve· and· I nnovatl ve· comb I nat I on· of· ex 1st I ng· techno I ogl es, . 
all ·of which· are available· In· other· machl nes· but· which· have· not· 
prev I ousl y. been· comb I ned. 

qhe systelll ·has ·been·des I gned· to· be· frl endly· and· flexible, . 
allowl ng· each·user· to· confl gure· It· as needed.· ·Because· of· thl s· 
f lexlblll ty, ·baslc· tasks· are· accompli shed· wherever· poss Ib Ie· by· 
usl ng· us I Iy· 1II0di fl ed· programs· I ns had· of· unchangeab Ie· hardware._ 

~The . COlllpU ter . Is . housed· In· modu I ar . un Its· wh I ch . ca n . be . comb I ned· In· 
Slvera I . ways· to· crea te· each· desk top· work· stat I on •.. The· v I sua I . 
display· lIIodu Ie, . for· Ins tance, . fea tures . a· 15-1 nch, . h I gh
resolution, . green-t I nted· screen· tha t· can· be· t II ted· up· and· down· 
androtated·up· to·60·degrees· from· far· left· to· far· right.· ·The· 
display ·can ·be ·spll t· Into· any· number· of· loll ndows,· each· of· whl ch· 
can· have Its· own· curso;-, to· accommoda te . an· en tire· document· or . 
several· dl fferent· data· displays· at· the· same· time.· ·01 splays· can· 
b. scrolled up . and down· or· left· and· rl ght •.. Mu I tl P Ie· dlsp lays· can 
b.· scro lied· I ndependent I y. of· each· other •. ·51 ngle· characters· or· 
groups ·of·characters ·can·be·made· to·stand·out·1 n·several·ways· 
Includlng·underllnlng, reverse·vldeo·to·glve·dark·on·llght,. 
Intensl fyl ng· and· bll nkl ng. 

qh. syst .. ·has ·be.n· des Igned· to· be· ~rlendly· and· f lexl ble, 
a Ilowl n9 uch· user· to· conf I gure . It· as . needed. . Because· of . th Is· 
f 1 •• lblll ty, . bas I c· tasks· are· accomp II shed· wherever· poss I b Ie· by· 
us I n9 us Ily· 1II0di fled ·programs Ins tead· of· unchangeab Ie· hardware. 

Figure 14-9. Paragraph to Delete Scrolled onto the Screen. 
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[n this exercise, you can now delete the original paragraph that 
~as copied in the steps above. 

22. Press SCROLL UP repeatedly, or hold it down, until the 
paragraph at the bottom of Figure 14-9 appears on the 
screen. 

23. Move the cursor to the paragraph shown in Figure 14-10. 
The cursor does not have to be in a specific position 
in the paragraph. It is important only to position the 
cursor somewhere in the paragraph so that the paragraph 
can be selected. 

24. Press flO to invoke the Mark Para command. 

25. Press DELETE'. The selected paragraph is deleted. 
screen looks like Figure 14-11. 

t ~I III, III I k' I I It' I I '13' I I I I' I I I 1 .. 1 I I I II I I I Is' I I I I I I I I I.' I I I II I I I I,' I I I II I I I I,' I I I I 
~ ~ '@"",,; "~t_ 
syste.'s-cost-Is - less - than-equivalent -machines - from-competl tlve
co.panl IS. 

~The -secret - to -Convergent -Techno I og I es ' -mach I ne - Is- no t -a -new
techno logy. - -Ra ther, -as - the - firm's - name - sugges ts , - It- Is- the -more 
.ffectlve- and- Innovative -combl nation -of -ex I stl ng - techno logl es,
all-of-whlch-are-avallable- In-other -machl nes -but-which have not 
prev I ous I y -been -comb I ned. 

~The -syst .. -has -been-des I gned - to -be - frl end Iy -and - flexible, -
a II owl ng -each -user - to -conf I gure - It- as - needed. - -Because -of - th Is
flexlblll ty, -bas I c - tasks -are -accomp II shed -wherever -poss I b Ie -by 
us I ng -eas Ily -.odl fled -programs - Ins tead -of -unchangeab Ie- hardware. 

~The -co.pu tar - Is- housed - In- modu I a r -un Its- wh I ch -ca n -be -comb I ned - I n 
severa I -ways - to -create -each -desk top -work -stat I on. - -The -v I sua I
dlsplay-.odule, - for-Instance, - features -a- 15-1 nch, -hlgh-
ruolut I on, -grean-tl nted -screen - tha t -can -be - t I I ted -up -and -down 
and -rotated -up - to -60 -degrees - from - far - left - to - far - right. - -The 
dl splay-can-!:>e- spll t - Into -any -number -of -loll ndows, -each -of -whl ch 
can -have - Its- own -cursor, - to -accommoda te -an -ent Ire -document or 
severa I -different -da ta -d I sp lays -at- the -same - t I me. - -01 sp I ays can 
be scrolled-up-and-down- or - left -and - rl ght. - -Mu I tlple -dl sp lays -can 
be -scrolled - I ndependent I y -of -each -other. -51 ng Ie -characters -or 
groups -of -characters -can -be -made - to -stand -ou t - In- severa I ways 
I ncludl ng-under II nl ng, - reverse -vi deo - to -give -dark -on - light, 
I ntens I fyl ng -and -b II nk I ng. 

~The syst .. -hu-baan-deslgned-to-be-frlendly-and-flexlble, 
allowlng-aach-usar-to-conflgure-It-as needed. Because-of this 
flaxlbillty.-bulc-tasks-are-accompiished wherever posslble-by
us I ng- au Ily -.odl f lad -programs - Ins tead -of unchangeab Ie- hardware. 

igure 14-10. Selected Paragraph. 
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syste.'s-cost Is-less-than equlvalent-machlnes-from-competltlve 
co.plnl es. 

'The secret - to -Convergent -Techno log I es ' -mach I ne - I s not -a new
technology. - -Rather, -as the- fl rm's - name- suggests, -It- Is - the-more 
effectl ve -and - I nnova t I ve -combl nat I on -of -ex 1st I ng - techno I og I es, -
ail of -whl ch -are -ava I I ab Ie- In- other -mach I nes -bu t -wh I ch -have -not 
prev I ous I y -been -comb I ned. 

qhe -syst .. -has been- des I gned - to be - fr I end Iy -and - f lexl ble, 
allowl ng -each -user - to -conf I gure It- as -needed. - -Because -of - thl s-
f lexlblll ty, -bas Ic - tasks -are -accomp II shed -wherever -poss I b Ie- by
us I ng -eas Ily -.odl fled -programs - Ins tead -of -unchangeab Ie- hardware. 

'The co.puter - Is -housed - In- modu lar -unl ts -which- can -be -combl ned - In 
several -ways - to -create -each -desktop -work -station. - -The -vi sua I
dlsplay-.odule, - for-Instance, features -a-15-lnch, -hlgh
resolution, -green-tl nted -screen - that -can -be - t I I ted -up -and -down
and rotated -up - to -60 -degrees - from - far - left - to - far - right. - -The
display -can-be -spll t - Into -any - number -of -wi ndows, -each -of -which
can have - Its -own -cursor, - to -accommoda te -an -ent Ire -document -or
several- dl fferent -data -dl sp lays -at - the -same - tl me. - -01 splays -can 
be scrolilldup-and-down-or-left-and-rlght.- -Multlple-dlsplays-can
be scrolled - I ndependent I y -of -each -other. - -SI ng Ie -characters -or
groups -of -characters -can -be -made - to -stand -ou t - In- severa I -ways-
I "cludlng-underll nlng, -reverse' video· to· gl ve' dark· on· II ght,' 
I n te ns I fy I ng -and b II nk I ng ._ 

qhe keyboard' Is· phys I cally -separate - from - the' res t· of· the· computer· 
to 1110 .. different -users, to . adJus t . the' dis tances . between· eye, . 
keybolrd, -Ind -screen - for· I nd I v I dual· comfort. - . The· keyboard· des I gn· 
puts keys-In-clushrs·of-Ioglcal·groups,-Includlng·a·standard 

Figure 14-11. Deleted Paragraph. 

Summary of Lesson 14 

In this lesson, you learned several ways to use selections: fo 
moving, copying, and deleting. In the next lesson, you wi!. 
learn more ways of using selections. You used Move to move ' 
selection from one location in the text to another. You usel 
Copy to copy a selection to a new location in the text and alsl 
retain it in the old one. You made a selection to delete a bloc' 
of text all at once using DELETE. 

You also learned a new way to quickly scroll many lines on an, 
off the screen, using CODE-SCROLL UP and CODE-SCROLL DOWN. 
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LESSON 15 FORMATTING 

Introduction 

This lesson shows you how to format text to appear boldface or 
underlined. You were first introduced to Format in Lesson 10, 
and you should review that lesson now. After you have followed 
the exercises that use Format to make text boldface or 
underlined, you will use Mark Doc to format all paragraphs of the 
document to be double spaced between paragraphs. 

The keys used in the commands introduced in this lesson are shown 
below. 

SCROLL 
UP 

OVER 
TYPE 

Discussion 

l~ ~f-l··~I-f-2'·~I--f3~1--~-f4~I~f-s-r-f-6~I--f7~--'(--f8~1~f-9··~I-f-l0~~ ~ 

: \ 
GO 

7 8 9 

I I -
4 5 6 

\ 

1 2 3 
NEXT 

0 

3efore proceeding with the exercises below, remember that when 
{OU press f4 to invoke Format, the first part of the Format menu 
lppears on the screen. When you press f4 again, the second part 
)f the menu appears. The second part lists the options you will 
lse in this lesson to make text appear boldface or underlined. 

3ec.ause this lesson shows you how to change the format of only 
)ortions of the existing text, you can learn an additional use of 
laking a selection: to specify a block of text to reformat. 
\fter you learn to change the format of existing text, you can 
_earn to format new text as you type it. 

:n this exercise, you must first return to the top of the 
locument using Go to Beginning so you can format the top line of 
:ext. 
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1. Press CODE-b to invoke Go to Beginning. Notice that 
the cursor is now in the first paragraph of thE 
document. 

The first text you will format is the top line of text in thE 
document. To apply the formatting only to the first line 0:1 
text, select that text using Mark Line. Then you can invokE 
Format and choose the Boldface text option. 

2. Press f9 to invoke Mark Line. 
below. 

The selection is sho~ 

~BRINGING IT TOGETHER 
)by Bert Latamore 

You have selected the text where you want to apply boldfac4 
formatting. Now you can invoke Format and choose the item fro) 
the Format menu that produces boldface text. 

3. Press f4 to invoke Format. Notice that the curren' 
setting for this selection specifies "Normal Text". 

The first part of the Format menu offers the following option 
"Press B for Boldface text". This choice formats the selecte4 
text to be in boldface type. When you choose this option, th 
current selection will change to this format. 

4. Press b to choose the Boldface text option from th 
Format menu. The screen looks like Figure 15-1 
Notice that boldface text is shown in half-brightnes 
on the screen. The Format menu has now disappeared. 

Next, you are ready to select two lines of text and format the 
to be underlined. The lines you will select are the third an 
fourth lines of text. 

5. Move the cursor to the position shown below. 
document status line reads PI L3 . 

.J by Bert La tamore 

.J£onvergent Technologies, Inc. 
) Implements New Design Concepts 
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-------------------------------------------------!---------------------------
'BRINGING IT, TOGETHER 

7by' Bert' La t .. ore 
.. Conv.rgent' Techno I ogl es • ' Inc • 
.. IlIIpl ... nts' New' Des I gn' Concepts 
"Designers 'hav.,been' trying' sl nee' the'mld-40's' to'consol Idate· In·a· 
single' cOlllpuler' the' broades t . range· of· da ta· process I ng' 
capablll ties.' ·Only· recent Iy •. loll th· the' advent· of· very· 
I nexp.ns Ive.· nail· electronl c· parts· (or' 1111 croprocessors) . have' 
th ... · att .. ph· b.gun· to· becollle' real I ty· In· the' for.' of· the· 
.tandalone.· desktop· cOlllputer ... Unt I I . now •. however •. even' these' 
unl h ·w.re· character I zed· by' the· dl sadvantages· of· slow· speed· data· 
handll ng·and· 111111 ted· data· storage' capac I ty. 

"Now' a· fal rly· new' fir ••. Convergent· Techno logl es •. Inc .•. Santa' 
Clara. ·CA.· Is ·challengl ng· the·. I nl co.pu ter· urket· loll th' a· new' 
approach· tha t· dl. tr I bu tes . the· COlllPU ter . power' a.ong· .any· work· 
.tatlon.· .. hl I.·conn.ctlng·all·unl ts· through· an· electronic· network· 
.y.t .. · that· uke.· th .. · Into· a· sing Ie· .achl ne •.. The' resu It· --a' 
.y.t .. · that· grow.· wi th, the· owner' s· needs· fro.' the· size· of· a· 
• Ingle· 1111 nl co.puter· to· that· of· a·.1 nl co.puter· network •.. And· the· .y. t •• • •. COl t· Is . I esl . than· equ I va lent· .ach I nes . fro.' co.pet I t I ve' 
co.panl ... 

"The' .ecret· to· Convergent' Techno log I es •.• ach I ne' Is· not· a' new' 
t.chnology •.. Rath.r.· &I' the' fl r.·s· na.e· sugges ts •. It· Is' the· .ore· 

:rre~~I~~j~~d ~~:n:~:~:~~i~o~~ I ~~~!~n ~:~h~~!: t~~~: !~~~~O ~:~! ~~~t. 
prevlou.ly·b .. n· co.bl ned. 

"The 'Ylt .. · has· been· des I gned· to· be· fr I end Iy· and· f le)( I ble •. 

~ :!~~~~y j ~~~h b~:~~: ~:~~~~:~~u~~~~!~ ~~ ~~:~d:~~~~e:~a~~:~ ~~ i!h~~: 

:igure 15-1. Boldface Formatting. 

'0 apply the formatting only to the third and fourth lines of 
ext, you can select them by using Mark Line and then extending 
he selection. Then invoke Format and choose the item from the 
enu that produces underlined formatting. 

6. Press f9 to invoke Mark Line. 

7. Press BOUND. This extends the selection to the next 
line. The selection is shown below . 

..Jby Bert Latamore 

..J Convergent Technologies, Inc . 

..J Implements New Design Concepts 
~Designers have been trying since the mid-40's to consolidate in a 
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You are now ready to invoke Format and choose the option from th 
Format menu that produces underlined text. 

8. Pressf4 to invoke Format. Notice that the curren 
setting for this selection specifies "Normal Text". 

The first part of the Format menu offers the following option 
Underlined text". This choice formats the selected tex 

to be underlined. When you choose this item, the curren 
selection will have this format. 

9. Press •.. ~ to choose the underlined text option from th 
Format menu. The screen looks like Figure 15-2 
Notice that the Format menu has now disappeared fro 
the screen. 

'~"" I "" b"" I"" b"" I"" I."" I"" I,"" I"" I." "I"" h"" I"" I.' "'I 
~ .. 
____________________________________________ !?_f!'¥! __ ---------------'!!!'.!!!!'2.-

·'BRINGING IT TOGETHER 
"by Bert· Lata.ore 
,Convergent. Techno I no t AS T Dt'" 

.eI,p I e.ents . New· Des I gn. Concepts 
"Des I gners . have· been· try I ng· since· the' m i d-40' s ' to' conso I Ida te ' In· a ' 
single' co.puter· the· broades t, range' of, data' process I ng' 
capab i I I ties. ' ,On I y' recent I y, ' wi th, the' advent, of 'very' 
Inexpensive, 's ... 1 I 'electronlc'parts' (or'mlcroprocessors) ,have' 
these· a tt.-pts 'begun, to' become' rea I I ty , In' the' form' of ' the· 
s tandal one, 'desk top, compu ter • ' 'Unt I I ' now, ,however, 'even' these' 
unl ts' were' character I zed, by, the' disadvantages' of,s low' speed, data' 
handl I ng' and' 11.1 ted, data's torage' capac I ty. 

"Now' a , falrly'new' fIr., ,Convergent ,Technologies.' Inc.,' Santa, 
CI ara, 'CA, ' Is' cha II eng I ng' the' min I compu ter 'marke t 'I'I th' a ' new' 
approach, tha t, dIs tr I bu tes ' the' compu ter 'power' among' many' work, 
stations ,,,hI Ie' connect I ng' a II 'unl ts ' through, an· e I ectronl c' network' 
sys t .. , that' ukes ' them' Into, a's I ng Ie, mach I ne •. 'The resu It· --a' 
sys t .. , that' grows,,, I th' the' owner's' needs' from· the's I ze 'of, a ' 
slngl.'.1 nlco.puter' to' that, of, a' ml nlcomputer' network. ,And· the· 
sys t .. ' s 'cos t ' is ' less' than' equ I va len t . mach I nes ' from' compe tIt I ve ' 
co.panles. 

"Th.· secret' to' Convergent' Techno I og I es • 'mach I ne' Is' not' a' new' 
techno logy. ' 'Rather, 'IS' the, firm's' name' sugges ts , ' It, Is, the' more' 
effective ·and' Innovative 'combl nat lon, of, ex Is tl ng' technologIes,' 
all of·"hlch'are'aval lable' In'other'machlnes 'but'whlch'have'not' 
prev I ous I y' been, comb I ned. 

'The sysh.,has ·been'deslgned' to'be' friendly' and' flexible,' 
allowing each·user'to'conflgure' It'as needed.' 'Because'of,thls' 
f Ie. I b I I I ty, 'bas I c' tasks' are' accomp I I shed· wherever' poss I b Ie' by 

Figure 15-2. Underlined Formatting. 
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You have selected two lines of text and formatted them to be 
underlined. Notice that the new line symbol ..J on each line has 
also been underlined because it was part of the selection you 
chose. This underlining appears only on the screen and does not 
appear on the printed copy because ..J is a nonprinting character. 

Now you are ready to learn to format new text as you type it. 
For this purpose, you must first move the cursor to a position in 
the text where you will type a new line of boldface text. 

10. Move the cursor to the line shown below. The document 
status line reads Pl L27. 

previously been combined. 

~The system has been designed to be friendly and flexible, 

You are now ready to start a new paragraph and format it to be 
typed in boldface. 

11. Press RETURN. This begins a new paragraph. 

12. Press f4 to invoke Format. 

Notice that the text now on the screen has scrolled up 
automatically. This has happened because the cursor was 
positioned so low on the screen that the Format menu would have 
~overed the part of the text containing the cursor. Since the 
~ursor position indicates the text that this formatting will be 
applied to, the Word Processor has moved that text up on the 
screen so the line with the cursor is still visible while the 
Pormat menu appears. 

~ow you are ready to choose the "Press B for Boldface text" 
)ption and execute the Format command. 

13. Press b. This chooses the Boldface text option from 
the Format menu. Notice that the Format menu has now 
disappeared from the screen. 

\fly new text that you type in this paragraph will now appear 
)oldface. 

14. Type Friendly and flexible. The screen looks like 
Figure 15-3. 

Formatting 15-5 



'~"" \ 1'1 I ttl" I, I'" hi'" I"" I.' "1 I" "1,"" I' I" I,' I I I I" I I 1,1 I I I I t II I ~t •• t I 

~ - • i@§i.iiJU .. --.. _ 
hand II ng -and - II m I ted -da ta -storage -capac I ty. 
~Now -a - tal r Iy -new - firm, -Convergent -Techno I ogl es , - Inc. , -Santa
Clara, -CA, - Is- cha I I eng I ng - the -min I compu te r -ma rke t -wi th -a - new 
approach - that -dis tr I bu tes - the -compu ter -power -among -many -work 
s tatl ons -wh II e -connect I ng -a I I -un Its- through -an -e I ec tron I c - network -
sys t .. - tha t -makes - them - Into -a -sing Ie- mach I ne. - -The resu It- --a 
sys te. -tha t -grows -wi th - the -owne r 's -needs f rom the -size -0 f -a -
single -.1 nl cOMputer - to - that -of - a -ml n I computer network. -And - the 
sys te. 's -cost - Is - less - than -equ I va lent machl nes from -compet I t I ve 
co.panles. 

qhe -secret - to -Convergent -Techno log I es ' -mach I ne - Is- not -a - new
techno logy. - -Ra ther, -as - the - firm's - name -sugges ts , -It- Is- the -more 
effective -and - I nnovat Ive -combl nat I on -of -ex 1st I ng - techno logl es, -
a II -of -wh I ch -are -ava II ab Ie- In- other -mach I nes -bu t -wh I ch -have -not -
previous Iy -been -co.bl ned. 
"F"~n1ly .n1 fleXIble 

~The -syste.- has been- des Igned - to -be - friendly -and - f lexl b Ie, -
a II owl ng -each -user - to -conf I gure - It- as - needed. ' -Because -of - th Is-
f lexlblll ty, -bas Ic - tasks -are -accomp II shed -wherever -poss I b Ie -by
us I ng -eu Ily -.odl fl ed -programs, Ins tead -of -unchangeabl e -hardware. 

~The -co.puter- Is -housed- In- modu lar -unl ts -whl ch' can -be -combl ned - In
severa I -ways - to -create -each -desk top -work -stat Ion. - -The -vi sua I
dlsplay-.odule,-for-Instance, - features -a-15-lnch, -hlgh-
resolution, -green-tl nted -screen - that -can -be - t II ted -up -and down 
androtahd-up-to-60-degrees - from- far- left- to - far- right. - -The
display -can -be 'spi It, Into -any - number -of -wi ndows, -each -of -whl ch 
can -have - Its- own -cursor, - to -accommoda te -an -ent Ire -document -or
several-dlfferent-data-dlsplays' at - the -same - time. - -Olsplays -can
be scrolled-up-and-down-or-Ieft-and-rlght. -Multlple-dlsplays-can-

Figure 15-3. New Text Typed In Boldface. 

You can discontinue the boldface formatting by invoking the 
Format command and choosing the CODE-b option. (Do not confuse 
this option with the Go to Beginning command that is executed by 
pressing CODE-b. This CODE-b option is used while the Format 
menu appears on the screen.) When you execute Format using the 
CODE-b option, any further text that you type in this paragraph 
will be normal instead of boldface. 

15. Press f4to invoke Format. 

16. Press CODE-b. This removes the boldface option. 

17. Type zzzzz. The text is shown below. Notice that the 
text you just typed is normal, not boldface. 
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previously been combined. 
~ Friendly and flexiblezzzzz_ 

~The system has been designed to be friendly and flexible, 

Now that you have seen how formatting can be applied to new text 
as you type, remove the text you typed in step 17 above. 
Remember that the keyboard is in insert mode, so the backspace 
key removes a character each time you press it. 

18. Press BACKSPACE five times. The text you typed in 
step 17 above is removed. The screen again looks like 
Figure 15-3. 

'~t I", I' , I ~I' 't I" I I I,' I I I I ' I I I I .. ' I I I I' I I tis' t • I II I I I I.' I • I I' I • I ),1 I I I I' I • I I.' I I 'I 
~ ~ 

handllng·and·II.1 ted·data·storage·capacl ty. 
+ifjr' _~i_ 

-NoN 'a' fal r Iy· neN' fl rill, . Convergent· Techno I og I es, . Inc. , . Santa· 
Clara, 'CA,' Is ·challengl ng' the' ml nlcomputer' market· loll th' a· new' 
approach' tha t· dis tr I bu tes . the· compu ter· power· among' many· work· 
stations'Nhi le·connectlng·all·unl ts· through·an·electronlc·network· 
sys t .. · tha t· ukes . them' Into· a . sing Ie· mach I ne •.. The· resu It· --a· 
sys tem· tha t . groNs . N I th . the' owner's· needs· from· the' size' 0 f . a . 
single ·ml nlco.pubr· to· tha t· of· a' min I compu ter· network •.. And· the· 
system's' cost· Is· less· than' equ I va lent· machl nes' from· compet I t I ve' 
co.panles. 

-The' secret· to· Convergent· Techno I og I es ' . mach I ne . Is' not· a· neN' 
techno logy •.. Ra ther, . IS . the' firm's· name· sugges ts , . It· Is· the' mo re . 
effective ·and· I nnovat I ve' combl na t I on· of· exl s t I n9' techno logl es, . 
all ·of· Nhlch 'are 'ava I lab Ie' In· other· machl nes· but· whl ch· have· not· 
previous I y. been· comb I ned. 

fFr lend Iy ·and· flex Ib le_ 

-The·system·has ·been·des Igned· to· be· frl end Iy· and· f lexl ble,' 
aiioNI ng' each ·user· to· conf I gure· It· as· needed •.. Because' of· thl s· 
f le>clbl I I ty, . bas I c· tasks· are' accomp I I shed· wherever· poss I b Ie· by' 
us I ng· e .. lly· modi fled· programs· Ins tead· of . unchangeab Ie' hardware. 

-The ·computer· Is ·housed· In 'lIIodu I ar· unl ts· whl ch· can' be· cOlllbi ned, In· 
several· Nays· to· create· each· desk top· work· stat I on •.. The' v I sua I· 
dl splay' .odu Ie,' for· Instance, . fea tures· a· 15- Inch, . h I gh
resolution,· green-tl nted· screen' tha t· can· be' tt I ted, up' and· down· 
and· rotated· up' to· 60· degre ... frolll' far' left· to· far· right. .. The· 
dl splay·can·be ·spl It· Into ·any· number· of· loll ndows, . each· of· which 

Figure 15-4. Double Spacing between All Paragraphs. 
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Now that you have learned to format text to be underlined or 
boldface, you can use Mark Doc to select the entire document for 
formatting. Remember that some of the paragraphs you typed were 
single spaced, and you left only a single space between 
paragraphs. In Lesson 10, you learned to use Format with the 
Single/double spacing option to leave a double space at the 
beginning of a paragraph. Every paragraph you typed below that 
paragraph then had single/double spacing. 

Now you can format the entire document to have single/double 
spacing by selecting it with Mark Doc and applying Format to the 
selection. 

19. Press CODE-flO to invoke Mark Doc. The entire document 
is selected. 

20. Press f4 twice. This invokes Format with the second 
part of the Format menu appearing on the screen. 

'I,"" \"" Iz'" .\ ••.. \,' ... \ •.. '1." .. \" , 'I,"" \,. "I •. ' , \' " 'j,' '" \' '" I."" \ 
A .. 

_________________________________________ ?:i~'O'~'?:t}~' ________________ '!'!'!'~ 
BRINGING IT TOGETHE'R 

bt Bert Latamore 

r"''''OI'ergent Techno I og i es I DC 

Implements New DeSign Concepts 

Des i gners have been try i ng since the m i d-40' s to conso Ii da te ina 
single computer the broadest range of data processing 
capabi I i ties. Only recent Iy. wi th the advent of very 
inexpensive. small electronic parts (or microprocessors) have 
these attempts begun to become rea Ii ty in the form of the 
standalone, desktop computer. Unti I now, however, even these 
units were characterized by the disadvantages of slow speed data 
""ndling "nd limited data storage capacity. 

Now a fairly new flrm,·Convergent·Technologles,·!nc., ·Santa· 
Clara, CA, Is challenglng·the·mlnlcomputer·market·wlth·a·new 
approach that dis tr I bu tes the· compu ter . power' among' many' work 
stations while connectlng·all·unlts·through·an·electronlc network 
.,stem that makes them·lnto·a·slngle·machlne.··The·result·--a 
.,s tem tha t grows· with, the· ow ne r 's . needs' from· the· size' of . a . 
;,ngle minicomputer·to·that·of·a·mlnlcomputer·network. And the 
.,.tem's cost Is less than·equlvalent·machlnes from'competltlve 
-:<jmpant es. 

Tr.~ secret to Convergent Technologies' ·machlne Is not·a new 
~~.:~.r.~1"9Y. Rather, as the firm's name suggests, It Is the more 
~ff~ct")e and innovative combination of existing technologies, 

Figure 15-5. New Paragraph Symbols Inserted. 
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21. Press /. This chooses the Single/double spacing option 
from the Format menu. The screen looks like 
Figure 15-4. Notice that the single spacing between 
paragraphs is now double spacing. 

The document is double spaced between all paragraphs. Now you 
can change some new line symbols to new paragraph symbols. Start 
at the beginning of the document and change each new line symbol 
~ to a new paragraph symbol~. As you do it, notice there is a 

double space between each new paragraph because the formatting is 
inherited from the paragraph above. 

22. Press CODE-b, to invoke Go to Beginning. 

23. Move the cursor to the next new line symbol ~ . 

24. Press DELETE. This removes the new line symbol ~ . 

'11'111' III t 12111 '1111 I bl' II II I I 'I.' I I I II I I I I, I I I II I I I I,' I I I 1'1 I I I,' I I I II 1111.111'1 

~ ~ 
;.I,\UI:".[:"I ... ~!_ 

video display, so as to eliminate constant refocusing-and thus 
reduce eye fa t i gue. 

<The machine has a 16-bit processor and canhold-up-to-one-mililon 
characters-of information- In i tsusable memory, -giving- It 
capabilities closer-to those of a large-minicomputer than-to most 
desktop microcomputers. 

<For data storage, the user can choose-between-1) -a two-disk drive 
unit .. Ith-500,OOO characters of memory-storage-per' 
Interchangeable dlsk-and-2) a-disk-drlve-employlng-one 
Interchangeable disk and one permanent, high capacity-disk. 
Convergent offers the permanent -dl sk I n mode Is- of' 10, -20, and 40 
.1 II Ion characters -of -storage -space. 

:~~ ~~~ ~~~: -~ ~ ~ ~ -~~~~ ~~ -~ ~~~ ~ ~ ~ ~ ~ ~ ~ ~ ~: ~ - ~ ~ ~ ~ ~ ~ ~ ~ ~ ~~~ ~ ~ ~ ~~ ~.: ----- --- - ---------

Figure 15-6. Last New Paragraph Symbol Inserted, 
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25. Press RETURN. This starts a new paragraph. NoticE 
that a double line is left before the new paragraph. 

26. Repeat steps 23 through 25 twice to remove the next tW( 
new line symbols and replace them with new paragrapl 
symbols. The screen looks like Figure 15-5. 

27. Press CODE-e to invoke Go to End. Notice that th. 
cursor is now on the last line of the document, whicl 
is also the only line left that contains a new lin. 
symbol. 

You can now replace the last new line symbol with a new paragrapl 
symbol. 

28. Press CODE- - to move the cursor to the new ~.in4 
symbol. 

29. Repeat steps 24 and 25 to remove the new line symbo: 
and replace it with a new paragraph symbol. The screel 
looks like Figure 15-6. 

Summary of Lesson 15 

In this lesson, you learned how to use Format to make tex· 
boldface and to underline it. You made selections in th4 
existing text and formatted them. Then you learned how to forma· 
new text in boldface and remove the formatting to type norma 
text again. Finally, you used Mark Doc to select the entir, 
document and used Format to double space between all paragraphs. 
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LESSON 16 PARAGRAPH INDENTING 

Introduction 

rhis lesson shows you how to use Paragraph Indent. This command 
:::an be used when YOll are typing new text, but the exercises below 
show you how to apply it to existing text. The keys used in the 
:::ommands introduced in this lesson are shown below. 

NEXT SCROLL 
PAG! UP 

. 
OVER 
TYPE 

liscu5sion 

11 °1 12 or 13 oJ 14 

i 
7 

I 
4 

\ 

1 

\ 
8 9 

00 

I -
5 6 

2 3 
NEXT 

0 

is described in the Word Processing 
lesson, you learn how to indent the 
The amount of indent depends on the 

a line when Paragraph Indent is 

'he Paragraph Indent menu 
~eference Manual. In this 
'irst line of a paragraph. 
losi tion of the cursor on 
,xecuted. 

he shadow cursor on the ruler display at the top of the screen 
cts as a guide to help you position the cursor. 

egin by moving the cursor to the first paragraph that you want 
o indent. 

1. Press CODE-b to invoke Go to Beginning. 

2. Move the cursor to the position shown below. 
document status line reads PI L9. 

Paragraph Indenting 

The 
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~Implements New Design Concepts 

~Designers have been trying since the mid-40's to consolidate in a 
single computer the broadest range of data processing 

Now you can select three paragraphs whose first line will b4 
indented. 

3. Press flO to invoke Mark Para. 

4. Press BOUND twice. This extends the selection to th, 
next two paragraphs. 

5. Press CODE-f3 to invoke Paragraph 
paragraph Indent menu appears at the 
screen. 

Indent. 
bottom 

Th' 
of th 

Notice that the text automatically scrolled up a few lines b 
keep the cursor visible while the Paragraph Indent menu cover 
the bottom of the screen. 

The menu offers four choices that are fully described in the Wor 
Processing Reference Manual. In this lesson, you use th 
"F First line indent only" option. This option allows you t 
specify where the first line of the selected paragraphs begins. 

Now you are ready to apply Paragraph Indent to the selecte 
paragraphs. Paragraph Indent is executed after you position th 
shadow cursor correctly on the ruler display. 

You can now position the shadow cursor on the ruler display a 
the position where you want the first line of each selecte 
paragraph to begin. Remember that the shadow cursor moves bac 
and forth reflecting the movement of the real cursor on a line. 

6. Move the cursor to the position shown below. Notic 
that this has placed the shadow cursor halfway betwee 
1 and 2 on the ruler display. This is the amount th 
first line of each paragraph will be indented. 

companies. 

~The secret to Convergent Technologies' machine is not a new 

Remember that it is the location of the shadow cursor on tr 
ruler display that is used when Paragraph Indent is executec 
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The regular cursor can be on any line in the selected portion of 
ext: it is used only as a horizontal guide for locating the 
had ow cursor at the correct position for indenting.} 

hen Paragraph Indent is executed, the 
elected paragraphs will be indented to 
hadow cursor. 

first lines of 
the location of 

all 
the 

7. Press f to choose the First line indent option. The 
screen looks like Figure 16-1. Notice that the new 
paragraph symbol ~ on the ruler display has now moved 
over to the location of the indent stop. 

ou can now repeat this procedure to indent the first lines of 
he remaining paragraphs in the body of the text using Mark Para 
nd BOUND. 

• ';Ci4'''''; 
"Implements New.nesign Concepts 

~Oesl gners -have -been - tryl ng -since' the· ml d-40 's to· consoli date 
I n a- sing Ie -computer' the· broades t range· of· da ta -process I ng' 
capablll ties.' Only' recent Iy, · ... 1 th· the· advent· of· very· 
I nexpens I ve, . Slla II -e lectronl c· parts' (or' microprocessors) . have· 
these' attempts -begun, to -become· rea II ty· In· the· form· of· the· 
s tanda lone, -desk top· compu ter •.. Unt I I no ... ,· ho ... ever, . even - these· 
unl ts -... r.· character I z.d· by' th.· dl sadvantag.s· of· s I 0 ... · sp •• d· da ta· 
handll ng· and· 111111 t.d· da ta -storage· capac I ty. 

~No .. · a· tal rly' n .... · fl rm,' Converg.nt ·T.chnologl es, . Inc. , . Santa· 
C I ar a, . CA, . Is· cha II. ng I ng . the' 01 I n I compu te r . ma rke t .... 1 th . a . ne .... 
approach· tha t -dis tr I bu tes . the· compu ter -po ... er . among' many· ... ork· 
stations, .. hi Ie . conn.ctl ng· a II . unl ts· through· an· e I ec tronl c· n.t .. ork· 
syst .. - that·uk.s· th.m· I nto' a· sl ngle· machl ne.· -The· r.su It· --a· 
sys t •• - tha t -gro .. s -.. I th . the' o ... ne r 's . n.eds from· the· size· 0 f . a . 
sing 1.·.1 nlcomput.r - to· tha t -of· a· min I compu ter· net ... ork •.. And· th.
sys te.' s -cos t - Is· I.ss . than -equ I va lent· mach I nes . from· comp.t I t I v.' 
co.panl as. 

~Ih. -s.cr.t -to· Conv.rg.nt· Techno log I es' . machl ne' Is· not· a· ne ... · 
techno logy .. -Ra th.r , . as the' firm's· name -sugges ts , . It· Is· the -more 
e ffec t I v. -and - I nnova t I v •. comb I na t Ion -0 f -ex 1st I ng . tech no I og I es , . 
a II 0 f -.. h I ch· a r •. ava I I ab Ie· In· 0 the r . mach I nes . bu t -... h I ch . have -no t . 
prev I ou.1 y be.n comb I n.d. 

"F,,~ndly .and flexible 

<The syste.-has-b.en-d.slgn.d to b.·frlendly·and-flexlble, 
allo"lng each user·to-conflgure·lt as needed."Because-of this 

gure 16-1. Indented Paragraphs. 
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8. Press ,CODE-:f to move the cursor to the paragraph showl 
below. This is the first paragraph of the nex1 
selection you will apply Paragraph Indent to. 

~ Friendly and flexible 

,The system has been designed to be friendly and flexible, 
allowing each user to configure it as needed. Because of this 

9. Press flO to invoke Mark Para. 
paragraph. 

This selects thl 

10. PressCODE-e to invoke Go to End. The cursor is now a 
the end of the document. 

11. Press BOUND. This extends the selection to the end 0 
the last paragraph in the document. 

You have selected the rest of the paragraphs in this document i 
which you want to have first lines indented. Now you ca 
position the shadow cursor to be indented the same amount as yo 
did in the previous steps. 

12. Press CODE-'- to move the regular cursor and the shado 
cursor to the left end of the line. 

13. Move the cursor to the position shown below. Notic 
that this has placed the shadow cursor halfway betwee 
1 and 2 on the ruler display. 

million characters of storage space. 

,~Perma~ent disk memory expansion units are also available. 

14. Press CODE-'f3 to invoke Paragraph Indent. Th 
Paragraph IndEmt menu appears at the bottom of th 
screen. 

Notice that this time you positioned the shadow cursor befor 
invoking Paragraph Indent. The order in which you do these step 
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is not important. It 
shadow cursor before 
executing the command. 

is only 
choosing 

important that you position the 
an option from the menu and 

15. Press f to choose the first line indent option. The 
screen looks like Figure 16-2. Notice that the new 
paragraph symbol ~ on the ruler display has now moved 
over to the location of the indent. 

"I'" 'I' II I III III, II t I bl I I I I' I I I I.' I I I I' I I I I,' I I I I' I I I I,' I I I I' I I I I.,' I I I II I I 'I,' III J 

~ ~ ~ 

reduce eye fa t I gue. 
d. nOl4''':''; iMMWCfC_ 

<The 'uchine has a 16-bi t processor and can hold up to 
.illion characters of Information in its usable memory, giving it 
capabilities closer to those of a large minicomputer than to most 
desk top III i crocompu ters. 

<For data storage, the user can choose between 1)'a two-disk 
drive unit with 500,000 characters of memory·storageper 
interchangeable disk and 2) a disk drive employing-one 
interchangeable disk and one permanent, high capacity-disk. 
Convergent offers the permanent disk in models of'10,20, -and 40 
.llllon characters of storage space. 

-----:~~ ~ ~~~~ ~ ~ -~ ~ ~~ -~~~ ~ ~ ~ -~ ~ ~ ~ ~~: ~ ~ -~~: ~ ~ -~ ~~ -~~ ~ ~ ~ ~~~: ~ ~ ~ ~ ~: -------------

=igure 16-2. Indented Paragraphs. 

)ummary of Lesson 16 

[n this lesson, you used paragraph Indent to indent the first 
.ine of a paragraph. Although this can be done as you are typing 
lew text, in this lesson you selected existing paragraphs and 
lpplied Paragraph Indent to the selections. 
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Paragraph Indent is the first command you have learned whose 
execution is based on the position of the shadow cursor on the 
ruler display. 

You have now used all the basic commands that you will apply to 
portions of text. The next few lessons introduce you to commands 
that you will apply to the entire document. 
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.ESSON 17 JUSTIFICATION AND PAGE FORMATTING 

Iltroduction 

~is lesson shows you how to justify text to be aligned with both 
.he left and right margins and how to format pages. This is a 
:urther exercise in using Format, and you can apply these 
:eatures to the entire document at once. The keys used in the 
:ommands introduced in this lesson are shown below. 

t 

: \ 
GO 

7 8 9 

I I -
4 5 6 

\ 

1 2 3 
NEXT 

0 

iscussion 

ntil now, all of the text you have typed has been left-flush 
ecause the Word Processor automatically lines up text along the 
eft margin unless you change it. Text can be made left-flush, 
ight-flush, or justified (aligned at both left and right 
argins). You can apply the formatting to any existing text that 
as been selected or to new text as it is typed. In the exercise 
elow, justify all the text by using Mark Doc to select the 
ntire document, then invoking Format. 

1. Press CODE-flO to invoke Mark Doc. 

2. Press f4 twice to invoke Format and see the second part 
of the Format menu. 

he second part of the Format menu offers the following option: 
J Justified text". This option formats the selected text to 
e aligned at both left and right margins. 

3. Press j to choose the "J Justified text" option 
from the Format menu. The screen looks like Figure 
17-1. Notice that the Format menu has disappeared from 
the screen, and that the text is now justified. 

Justification and Page Formatting 17-1 
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A ,- M§Ii" 
reduce· eye· fa t I gue. 

~The· .. chlne·has·a· 16-blt·processor·and· can·hold·up·to· one· 
.1 Ilion· characters ·of· I nformat I on· In· Its: usab I e ·memory, . gl vi ng· It· 
clpablll ties ·closer· to· those' of· a' large· OIl nlcomputer' than' to ·most· 
desk top·.1 croco.puters. 

~For' data· storage,· the' user' can' choose· between· 1) . a· two-dl sk· 
drive' unit· with, 500,000· characters· of, memory· storage· per· 
Interchangeable' disk· and· 2)' a· disk· drive· employing' one' 
Interchangeable'dlsk' and· one' permanent,' high· capacl ty· disk." 
Convergent· offers· the' permanent· disk· In· mode Is· of· 10, . 20, . and· 40· 
.1111 on' characters· of· storage· space. 

-----:~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~.:-------------

Figure 17-1, Justified Text. 

The entire document is now justified. Notice that tn 
Word Processor has automatically inserted spaces between sorn 
words to fill the line out to the right margin. These spaces at 
different from the spaces you actually typed and can be remove 
automatically by the Word Processor when formatting changes at 
required. When the Visible command is in effect, as it is no~ 
you can readily distinguish between a typed space and the spacE 
the Word Processor has inserted, because a typed space is sho~ 
by the typed space symbol • . 

Now that the text is justified, you can change the pa~ 
forma tting of the document. Until now, all of the text you ha .. 
typed has been formatted to fit a standard page that tl 
Word Processor automatically uses unless you change it. Some c 
the characteristics that have been automatically formatted arE 
paper size~ top, bottom, and side margins~ number of lines pE 
page ~ and position of headers and footers. As in the ste! 
above, you must first select the entire document using Mark D< 
before changing the page format. 
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4. Press CODE-flO to invoke Mark Doc. 

5. Press f4 twice. This invokes Format showing the second 
part of the Format menu. 

6. Press p to choose "Press P to change Page format". 

The Page Format form that now appears on 
in the Word Processing Reference Manual. 
currently used by the Word Processor-are 
you will change only the left margin, 
margin. 

the screen is described 
Notice that the values 

shown. In this lesson, 
text width, and right 

7. Press NEXT twice to move the cursor and the highlight 
to "Left margin". 

8. Type 1.5 to change the left margin to 1.5 inches. 

'\1' 1 '" II" 1,'1" 1'1'1 bl
' III' I I I I.' 1'1 I' I I I I,' II I I' I II I,' I I I I' I I I ),11 I I II 111,.11111 .. . .. 

refocus' ng· and- thus· reduce' eye· fatt gU~ :"'4;.U"i .... -t_ 
"The' uchl ne ·has· a· 16-bl t· processor· and· can ho Id· up' 

to·one·lIllllon·characters·of·lnformatlon·ln·lts usable' 
... ory,·glvlng· It'capablll ties· closer· to' those·of· a' 
large '111 nl computer· than· to· mos t· desk top· microcomputers. 

"For· data'storage,' the· user· can· choose· between· 1)· a' 
two-dlsk'drlve'unl t'wl tho 500,OOO'characters ·of· memory' 
storage·per·lnterchangeable· dlsk·and·2)· a·dlsk· drive' 
e.ploylng·one·lnterchangeable· dlsk·and·one· permanent,' 
hlgh·capaclty·dlsk.· ·Convergent· offers· the· permanent· 
dlsk·ln·.odels·of·10, '20, ·and·40·mllllon·characters· of· 
storage· space. 

"eerunent·dlsk· memory' expanslon·unlts· are· also' 
available. 

Figure 17-2. Margins and Text Width Changed. 
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9. Press NEXT. to move the cursor and the highlight t 
"Text width". 

10. Type 5.5 to change the text width to 5.5 inches. 

11. Press NEXT to move the cursor and the highlight t 
"Right margin". 

12. Type 1.5 to change the right margin to 1.5 inches. 

Now that you have specified the new margins and text width for 
page, you can execute Format by following the instructions at tt 
top of the Page Format form. 

13. Press GO to execute Format with the Page format optior 
The screen looks like Figure 17-2. Notice that tll 
margins are wider than they were and the text width j 

narrower. 

Summary of Lesson 17 

In this lesson, you learned to justify text by choosing tr 
Justify text option from the second part of the Format menu. Yc 
also learned how to change the formatting of the text pages t 
choosing the Page format option from the second part of tll 
Format menu and then changing the current values of "Lei 
margin", "Text width", and "Right margin". 

17-4 Word Processing User's Guide 



LESSON 18 HEADERS AND PAGE NUMBERS 

Introduction 

This lesson shows you how to put headers and page numbers in the 
document. A header is a line of information that prints in the 
top margin of each page. The keys used in the commands 
introduced in this lesson are shown below. 

ICROL.L 
UP 

. 
ovu 
TVPI 

)Iscusslon 

,,--'4 _1_'_5 ..... 1 _'6 ___ '7_) [m 1 m O[" .. j 
MARK 

~ 

I 
I 

7 

1 
\ 

1 

0 

t IOUND 

~ ~ 

\ 
GO 

8 9 

~ 6 
-

2 3 
NUT 

['he contents of the header is specified when you invoke the 
-leader command and type the information you want in the header. 
[n the exercise below, you also learn how to make a page number 
)rint in the header when the document is printed. 

1. Press f5, to invoke Header. 

['he Header menu that now appears on the screen provides features 
:hat are described in the Word Processing Reference Manual. For 
:he purpose of this lesson, the sarne header w~ll be used on all 
)ages. Choosing "B Both headers" from the Header menu 
specifies that the same header is to be used on both left and 
:ight facing pages. 

2. Press b~ This chooses the Both headers option from the 
Header menu. Notice that a line has been provided 
where you can type information to appear in the header. 

:ou can type text in this line and format it exactly the way you 
.ype it in the document. 
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3. Type page in the header, being sure to type the spac1 
at the" end. 

Now you can learn to use the Page Number command to specify tha 
you want page numbers to increase sequentially with each page. 

4. Press CODE-fS to invoke the Page Number command. Th 
screen looks" like Figure 18-1. Notice that a half 
bright number symbol # has appeared. When the documen 
is printed, a sequential page number will automaticall 
appear in this position. 

Now that you have executed the Page Number command to put 
sequential page number symbol # in the header, you are ready t 
execute the Header command. 

11," I', IIII blll'IIII'I)' III, I I 1'1 .. ' I I 1 I" 111,11 I I, I I I I I.' I 1'1'111 I,' II '111111.'1111 
~ ~ 

·'@4··tg.; 
r.focus I ng" and" thus' reduce' eye' fa t I gue. 

~The' IUchl ne' has· a· 16-bl t· processor· and· can· hold· up' 
to·one,.lllIon·characters ·of· I nformatlon' In· Its' usable· 
.nory,·glvlng' It·capabl IItles' closer·to· those·of· a· 
I arg.·. I nl compu ter· than' to' mos t . desk top· m I crocompu tars. 

~For' data· storage, . the· user· can· choose' between· 1 I· a· 
two-dlsk,drlve'unl t 'loll tho 500,OOO'characters ·of· memory' 
storage·per·lnterchangeable· dlsk·and·21· a·dlsk· drive· 
."ploylng'one' Interchangeable' dlsk·and·one· permanent,' 
hlgh·capaclty·dlsk.· ·Convergent· offers' the' permanent· 
dlsk·ln·.,odels·of·10, ·20, ·and·40·ml Illon·characters· of· 
storage· space. 

~Permanent·dlsk· memory' expanslon·unlts· are· also· 
available. 

.. *.MM 

--------------------------------------------------------------:~,=---------
-----:~~~~~:=---------------------------------------------------------------

Figure 18-1. Sequential Page Number in the Header. 
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5. Press ,GO: to execute Header. The screen again looks 
like Figure 17-2. The header has disappeared from the 
screen, but it is in effect when printing. 

Summary of Lesson 18 

In this lesson, you learned how to use Header to specify the 
contents of a header that will print on each page of the 
:locument. You also learned how to use Page Number to insert a 
hal f-bright number symbol # in the header. When the header 
prints, this half-bright number symbol is replaced by 
sequentially increasing page numbers. 
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.ESSON 19 REVIEWING, PRINTING, AND FINISHING 

ntroductlon 

~is lesson shows you how to use the Review Document command to 
)ut automatic page breaks in the text specified in the Page 
~ormat form of Format. It also shows you how to use the Print 
:ommand to print a document. After you have printed the 
locument, you can Finish a word processing session and log out of 
~he Executive, if necessary. These commands are completely 
lescribed in the Word Processing Reference Manual. The keys used 
.n the commands introduced in this lesson are shown below. 

t 

i \ 
GO 

7 8 9 

I I -4 5 6 

\ 

1 2 3 
HUT 

0 

Iscusslon 

11 this lesson, you will use Review Document to paginate the 
~cument. This removes the automatic page breaks that the 
)rd Processor inserted at intervals while you were typing text 
I1d puts the breaks in the correct locations. The number of 
ines between the page breaks is determined by the current value 
E "Text height" in the Page Format form. To observe this 
lange, first scroll text down the screen until an old page break 
3 shown on the screen by a broken line. 

1. Press CODE-SCROLL DOWN to scroll the text down on the 
screen many lines at a time. Notice the location of 
the automatic page break shown by a broken line in the 
text. 

2. Press CODE-f4 to invoke the Review Document command. 

)tice that the current values for the "Yes" or "No" answers 
)pear bright, and the other values appear half-bright. Because 
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the current answer to "Paginate?" is "Yes" and you want 
pagination to be done, you do not have to change the current 
value. You can now execute Review as instructed at the top of 
the Review Document form. 

3. Press GO to execute Review Document. Notice that the 
message at the top of the Review Document form changes 
to "Formatting ..• " until execution completes and the 
Review Document form is removed from the screen. 
Notice also that the old automatic page break has been 
removed. 

4. Press CODE-SCROLL DOWN again and notice that an 
automatic page break has been put in the text at the 
correct place. The screen looks like Figure 19-1. 

Now you are ready to print the document using the Print command. 
Print is described in the Word Processing Reference Manual. 

'~I"'" I. I k' I 1,,1' I I I," I' , I I I , I.' I I I I' I I I Is' , I I I' t I I I.' I I I I' I I I I,' •• I I' • I I ~I 1II1 

~ . .. - . ,P'4-';4,· . -_@_ 
"The·computer·ls·housed·ln·modular·unlts·whlch· can· 

be' comb I ned· In· severa I· ways' to· crea te· each· desk top· work· 
station." The' vlsual·dlsplay· module,' for· Instance,' 
features' a· 15-lnch,' high-resolution,· green-tinted' 
screen' that·can·be· tl I ted, up' and· down· and· rotated' up· to· 
50·degrees· from· far· left· to· far' rl ght.· ·The ·dl sp lay· can' 
be'spl It· I nto' any' number· of· loll ndows,' each· of ·whl ch' can' 
h.ve· Its· own· cursor, . to· accommoda te· an· ent Ire· document· 
or·sever.l·dlfferent· data·dlsplays·at· the·same· time." 

------~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~!~~~~~~~~~~~.:~~-------------
l1ul tlple' displays· can' be· scro II ed· Independent Iy· of· each· 
oth.r ... SI ng Ie· charac ters· or· groups' of . characters· can· 
b.· ud.· to· shnd· out;· In· several· ways· Including' 
und.r II n I ng, . r.v.rse· v Ideo· to' 9 I v.· dark· on· Ii ght, . 
I nt.ns I fy I ng· and· b I I nk I ng. 

<11Th. ·k.yboard· Is· phys I ca Ily· separa te· from· th.· res t· 
of· th.·co.put.r· to·.llow· dl fferent·users· to·adjust· the' 
distances· b.tw •• n· eye,' keyboard,· and· scre.n· for· 
I ndl vi dua I· comfort.· . Th.· keyboard' des I gn· puts· keys· In' 
clust.rs· of· logical· groups,· Including'.' standard' 
typ.wr I tar· ch.r.cter· board,' a· 14-key' numer I c . pad" an· 
el ght-k.y· status· contro I . pad, . a· s I x-key' cursor' contro I . 
pad,· .nd· •. 10-k.y· function· group' that· Is· us.r· 
d.fln.bl •• ··e.c.use· all·k.y·functlons· are·d.fined· by' 
progru·lnstructlons·rath.r· than' belng'bul It· Into· th.· 
hardware, ·th.·.ntlr.· k.y·.ncodlng· arr.ngement·c.n· b.· 
.1 ter.d· us I Iy· by' the· user' to· cus tom I ze· hi s· k.ybo.rd. 

Figure 19-1. Pagination Changed. 
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5. Press SHIFT-f4 to invoke the Print command. 

Notice that the current values of "Yes" and "No" are bright and 
the other values are half-bright. In this lesson, you can print 
without changing any of the current values, so follow the 
instructions at the top of the Print form. 

6. Press GO to execute Print. Notice that the message at 
the top of the Print form changes to "Formatting .•. ". 
When Print is finished, the Print form disappears from 
the screen. 

~ow that the document has been sent to the printer, you can end 
the word processing session with the Finish command that you 
Learned in Lesson 2. 

7. Press FINISH to invoke the Finish command. 

8. Press GO to execute Finish. 

fuen the Finish command is completed, either the Sign On form 
;hown in Figure 1-1, or the Executive Command form shown in 
~igure 1-2, will appear. 

:f you have a dedicated Word Processor, the Sign On form appears. 
:f you do not have a dedicated Word Processor, the Executive 
~ommand form appears. 

rhen you get the printed copy of the document, compare it to 
'igure 19-2. If your copy does not match the illustration in 
'igure 19-2, you may want to repeat some of the lessons to 
~orrect it. 

iummary of Lesson 19 

n this lesson, you learned to paginate the document, using 
.eview Document to remove old automatic page breaks and insert 
ew ones in the correct places. You also learned to use Print. 
ou then ended the word processing session using Finish. 
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BRINGING IT TOGETHER 

by Bert Latamore 

Convergent Technologies, Inc. 

Implements New Design Concepts 

Designers have been trying since the mid-40 I s to 
consolidate in a single computer the broadest range of 
nata processing capabilities. Only recently, with the 
advent of very inexpensive, small electronic parts (or 
microprocessors) have these attempts begun to become 
reality in the form of the standalone; desktop 
computer. Until now, however, even these units were 
characterized by the disadvantages of slow speed data 
handling and limited data storage capacity. 

Now a fairly new firm, Convergent Technologies, 
Inc., Santa Clara, CA, is challenging the minicomputer 
market with a new approach that distributes the 
computer power among many work stations while 
connecting all units through an electronic network 
system that makes .them into a single machine. The 
result --.a system that grows with the owner's needs 
from the size of a single minicomputer· to that of a 
minicomputer network. And the system's cost is less 
than equivalent machines from competitive companies. 

The secret to Convergent Technologies' machine is 
not a new technology. Rather, as the firm's name 
suggests, it is the more effective and innovative 
combination of existing technologies, all of which are 
available in other machines but which have not 
previously been combined. 

Friendly and flexible 

The system has been designed to be friendly and 
flexible, allowing each user to configure it as needed. 
Because of this flexibility, basic tasks are 
accomplished wherever possible by using easily modified 
programs instead of unchangeable hardware. 

The computer is housed in modular units which can 
be combined in several ways to create each desktop work 
station. The visual display module, for instance, 
features a IS-inch. high-resolution, green-tinted 
screen that can be tilted up and down and rotated up to 
60 degrees from far left to far right. The display can 
be split into any number of windows, each of which can 
have its own cursor, to accommodate an entire document 
or several different data displays at the same time. 
Displays can be scrolled up and down or left and right. 

Figure 19-2. Printed Document. (Page 1 of 2) 
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Multiple displays can be scrolled independently of each 
other. Single characters or groups of characters can 
be made to stand out in several ways including 
underlining, reverse video to give dark on light, 
intensifying and blinking. 

The keyboard is physically separate from the rest 
of the computer to allow different users to adjust the 
distances between eye, keyboard, and screen for 
individual comfort. The keyboard design puts keys in 
clusters of logical groups, including a standard 
typewriter character board, a l4-key numeric pad, an 
eight-key status control pad, a six-key cursor control 
pad, and a 10-key function group that is user 
definable. Because all key functions are defined by 
program instructions rather than being built into the 
hardware, the entire key encod ing arrangement can be 
altered easily by the user to customize his keyboard. 

Each displayable character is built in a 10-by-15 
pixel cell. The standard character set contains 256 
characters. Unlike almost all computers, which store 
their character sets in Read Only Memory, Convergent's 
character set is stored in a high-speed memory on the 
video board. The character set may be easily changed 
under program control by loading another set from a 
disk file. This way the number of characters that may 
be used in the same application program is virtually 
limitless. 

Even the basic computer --the black box that does 
the processing --has been redesigned to meet human 
needs. Instead of the standard hox-shaped 
configuration, it is located behind a tilted board that 
stands to the right of the display screen and looks 
like a lectern. Its built-in copy clips hold documents 
being entered into the machine in the same visual plane 
as the video display, so as to eliminate constant 
refocusing and thus reduce eye fatigue. 

The machine has a 16-bit processor and can hold up 
to one million characters of information in its usable 
memory, giving it capahilities closer to those of a 
large minicomputer than to most desktop microcomputers. 

For data storage, the user can choose between 1) a 
two-disk drive unit with 500,000 characters of memory 
storage per interchangeable disk and 2) a disk drive 
employing one interchangeable disk and one permanent, 
high capacity disk. Convergent offers the permanent 
disk in models of 10, 20, and 40 million characters of 
storage space. 

page 

Permanent disk memory expansion units are also 
available. 

gure 19-2. Printed Document. (Page 2 of 2) 

Reviewing, Printing, and Finishing 19-5 





LESSON 20 SIGNING ON AND OPENING DOCUMENTS 

Introduction 

This lesson, and the lessons that follow, show you how to sign on 
to the Word Processor and open the same document that was 
displayed in the previous word processing session, if you have a 
dedicated Word Processor. It also shows you how to use the Tabs 
command. 

The next series of lessons completes a short letter that has a 
return address, a sending address, a letter body, and a letter 
closing. The letter body includes a table of text. 

This lesson shows you how to open the same document that was open 
in the previous word processing session. If you have a dedicated 
Word Processor, the same text that was displayed on the screen 
.... hen the previous session ended appears when the document is 
::>pened. Then the lesson shows you how to close the document 
.... ithout ending a session and open a new document for use in the 
~est of these lessons. The keys used in the commands introduced 
in this lesson are shown below. 
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8 9 

I -
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2 3 
NEXT 

'irst, you must sign on to the Executive, if necessary, and then 
ign on to the Word Processor. 

1. If the Executive Command form (consisting of the word 
"Command" and a green strip of light), as shown in 
Figure 1-2, is on the screen, then: 

Type w p, press GO, and GO TO STEP 7 below. 
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2. If the Sign On form, shown in Figure I-I, is on the 
screen, then type your user name next to "User name". 

3. If you have a password, press RETURN to move the 
highlight to "Password". 

Otherwise, press GO and GO TO STEP 6 below. 

4. Type your password next to "Password". 

5. Press GO. A message briefly appears on the screen and 
then the screen becomes momentarily blank. Then the 
screen looks like Figure 2-2. 

In this lesson, you want to display the same document that was on 
the screen when you ended the last session. 

6. Press GO to display the same document as in your 
previous session. The screen is momentarily blank. 
Then the screen looks like Figure 19-1. This is 
exactly the same text that was on the screen when you 
ended the last session in Lesson 19. 

7. You can now learn to use the Close Window command. 
Close Window allows you to close and remove a document 
from the screen without ending the word processing 
session. If you have a dedicated Word Processor, then 
proceed with step 8 below. Otherwise, just note that 
the Close Window command exists and SKIP STEP 8. 

8. Press CODE-c to invoke the Close Window command. When 
Close Window has finished executing, the main text area 
of the screen shows the Documents menu. 

You can now open a new document using the Open Document command. 
This is another way to open a document, instead of using the 
Documents command you learned in Lesson 4. 

20-2 

9. Press CODE-o to invoke the Open Document command. 
Open Document form appears on the screen with 
highlight at "Document name". 

10. Type letter to name the document "letter". 

The 
the 

11. Press GO. Notice the blinking message at the top of 
the Open Document form. 

12. Press GO. This creates a new document. The screen i~ 

momentarily blank and then the New Document screer 
appears. 
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Summary of Lesson 20 

In this lesson, you signed on to the Executive, if necessary, and 
then signed on to a new word processing session. If you have a 
dedicated Word Processor, you saw the same location in the same 
document that was on your screen when you ended the previous 
session. You then used Close Window to close and remove that 
document from the screen without ending the word processing 
session. You learned to use Open Document, as an alternative to 
the Documents command, to create a new document. 
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_ESSON 21 RETURN ADDRESS 

Introduction 

~ow you can type text in the letter, beginning with the paragraph 
~ontaining the return address. No new commands are introduced in 
:.his lesson. 

1. 

2. 

3. 

4. 

Type Joseph J. Patterson. 

Press SHIFT-RETURN. This moves the cursor to 
line. 

Type Payroll--Dept. 503. 

Press SHIFT-RETURN. This moves the cursor to 
line. 

'11'11 I" I I' b" I I I' ttl 12' I I I I' I I I I.' I I I I t I I I I,' I I I II I I I I.' I. I I • I I I ),1 I I I II • I I I,' I I 'I 
~ ~ 

___________________________________________ '2'_'_'£1 _____________________ !!!!'!!!!-
~ Joseph, J. 'Pa tterson 
"Payro ((--Dept' 503 

~~~~~~?~~~?~~--------------------------------------------------------------

'igure 21-1. Return Address. 

Return Address 

a new 

a new 
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5. Type 'July 9, i982. The screen looks like Figure 21-1. 

Summary of Lesson 21 

In this lesson, you completed the return address of the letter. 
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LESSON 22 SENDING ADDRESS 

Introduction 

You can now type the sending address in a new paragraph. Because 
all paragraphs in this letter should be separated by a space, you 
can format all remaining paragraphs to have a double space above 
them. This lesson shows you a new, faster way to execute the 
Format command. There are no new commands introduced in this 
lesson. 

1. Press RETURN. This starts a new paragraph. 

2. press f4 to invoke Format. The first part of the 
Format menu appears on the screen. 

'hi'" 11 III (,' II I I' I I I I,' I I I I' I I , I.' , I I I' I I I I,' , I , I ' I I I I.' I , I I' I I I I,' I I I I' I I' ~I I III 
~ - .. 
-------------------------------------------'?-:---------------------_'!!!'_-----
"Joseph' J •. Patterson 
.,Payro 11--Dept· 503 
.,July·9. ·1982 

"Katherlne·Kelley 

~~:~~~~~~~::~~~.:~~~=-----------------------------------------------------

igure 22-1. Sending Address. 
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Discussion 

You are familiar with the Format menu from using it repeatedly in 
previous lessons. The "/ Single/double spacing" option 
appears on the second part of the menu. Until now, you have 
always pressed f4 twice to see the second part of the Format menu 
before making this choice. The only reason for pressing f4 twice 
was to see the menu: it is not necessary for the second part of 
the menu to appear on the screen to choose an item from it. This 
lesson shows you that when you know the choice you want, you haVE 
to press f4 only once to invoke Format, and then make YOUI 

choice. 

3. Press /. 
option. 

This chooses the Single/double spacin~ 

4. Type ,Katherine Kelley. 

5. 

6. 

Press SHIFT-RETURN. 
line. 

This moves the cursor to a nel 

Type Accounting-~Dept. 280. 
Figure 22-1. 

The screen looks lik, 

Summary of Lesson 22 

In this lesson, you finished typing the sending address an 
formatted the paragraph to skip a line at the beginning. Yo 
learned to quickly invoke Format by pressing f4 only once an 
then choosing an item from the second part of the menu. 
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LESSON 23 FIRST PARAGRAPH OF THE LETTER BODY 

Introduction 

You can now begin typing the body of the letter. The first 
paragraph is a review of commands you learned in previous 
lessons: starting a paragraph, typing it, and justifying it to 
be aligned at both the left and right margins. There are no new 
keys introduced in this lesson. 

Press RETURN. This begins a new paragraph. 

'1.1111 , 1IIIIzll" II'" bll III' I I I I.' I I I I' II I" I II I' I II I,' I I I I' I I I,,. I II I' 1111.'1111 
... - .. 
-------------------------------------------?:'-;~ ------------------- --!!!'.!'!!'!.~--
'Joseph, J •. Pa tterson 
"Payro II--Dept· 503 
"July 9, 1982 

'Ka ther I ne· Ke II ey 
"Account I ng--Dept. ·280 

'The .. p I oyen . II s ted· be I ow· worked· the· I nd I ca ted· number 0 f· hours· 
durlng·the· week·of· 5/17/82' to· 5/23/82 .. ·Please· Include' this· 
Inforutlon·on· the· books· for· May.· If· you' need, additional, 
Inforutlon·for·your· records,·you·can· contact'Joyce Coleman· at· 
e.tenslon·2240._ 

- --------- -- ------ - - -- - - ------ --- - - --- ---- - -- - ---- - - -- - -- --- - ---------------

'igure 23-1. Justified Paragraph. 
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2. Type the text below. 

The empl.oyees listed beloww6iked the·iridicated number of hours 
during the week of 5/17/82 to 5/23/82. Please include this 
information on the books for May. If you need additional 
information for your records, you can contact Joyce Coleman at 
extension 2240. . 

3. Press f4 to invoke Format. 

4. Pres.s j. This executes Format using the Justified text 
option from the Format menu. The screen looks like 
Figure 23-1. 

Summary of Lesson 23 

In this lesson, you typed the first paragraph of the letter body 
and justified it. 
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LESSON 24 USING TABS TO CENTER TEXT IN COLUMNS 

Introduction 

This lesson shows you how to use the Tabs command to type 
headings for a table of text. Tab stops make it easy for you to 
automatically type text into several lined-up columns. You can 
type text directly into columns spaced at intervals across a line 
and eliminate typing spaces between the columns. 

This lesson, and the two lessons that follow, show you several 
different ways to use tab stops. The keys used in the command 
introduced in this lesson are shown below. 
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TYPE 

MARl( 
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~ow you can use the Tabs command to set centered tabs. 

1. Press f3 to invoke Tabs. 

liscussion 

t BOUND I 

t ~ 1 
\ 

GO 
8 9 

I -
5 6 

2 3 
NEXT 

be Tabs command is executed after you position the shadow cursor 
:orrectly on the ruler display. This is the second command you 
lave learned about that uses the ruler display at the top of the 
;creen as a guide for correctly positioning the cursor before 
!xecuting the command. (The first command was Paragraph Indent.) 

~e Tabs menu offers several choices that are completely 
.escribed in the Word Processing Reference Manual. In this 
esson, you learn to use the "c Centered tab" option. This 
Iption allows you to specify what position you want the first tab 
o be centered on. In this exercise, the shadow cursor is 
lready in the correct position. Notice that the shadow cursor 
s halfway between the 2 and the 3 on the ruler display. 
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Remember that it is the location of the shadow cursor on the 
ruler display that is used when Tabs is executed. The regular 
cursor can be on any line in the paragraph: it is used only as a 
horizontal guide for locating the shadow cursor at the correct 
position for centering the tab. When Tabs is executed using the 
"c Centered tab" option, the first column of tabbed 
information will be centered at the location of the shadow 
cursor. 

2. Press c to choose the Centered tab option. Notice that 
the letter C has appeared on the ruler display at the 
location of the centered tab, and the Tabs menu has 
disappeared from the screen. 

You can now repeat this procedure to set two more centered tabs. 

~'I' I I I, I I I I I,' I I I~' I I I h' I I I I' I I 1 I.' I I , 6' I I I b' I I I II I I I ~I I I I hi I I , 17' I • I ~I I. I ~I I I 'I 

________________________________________ !!'_'2"_'_'i ____________________ '!!!'.!'!!!.~ 
~ Joseph, J •. Pa tterson 
.. Payro II--Oep t . 503 
.. July·9, ·1982 

~I(ath.r I ne ·I(e Iley 
.. Account I ng--Oept. ·280 

~The .mployees IIsted·belo .. · .. orked· the·lndlcated·number·of· hours. 
during the .. eekof 5/17/82· to·5/23/82. ·Please· Include· this· 
Information on· the· books' for· May.· If· you· need· additional· 
!~~~~=:!~ O~2!g~' your· records,' you· can· contac t . Joyce· Co leman· at· 

-------------------------------------------------------_':_------------------

Figure 24-1. Three Centered Tabs Set. 
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3. Move the cursor to the right until the shadow cursor is 
halfway between 4 and 5 on the ruler display. This is 
the second position you can apply the Tabs command to. 

4. Press f3 to invoke the Tabs command. 

5. Press c to execute the Tabs command. 
centered tab. 

This sets another 

6. Move the cursor to the right until the shadow cursor is 
halfway between 6 and 7 on the ruler display. This is 
the third position you can apply the Tabs command to. 

7. Repeat steps 4 and 5, above. 
Figure 24-1. 

The screen looks like 

'~'11' ""'" b' I , , ~I I I'll' I I , I' I I I I.' I I I ~I I I I I, I I I II I • I I,' I I I ~I I • I I,' I I I ~. I I I I,' I I I I 

___________________________________________ '!'_':~i _____________________ "!!!!'!!'!.':.-
~ Joseph, J. ,Pa tterson 
.. Payro 11--Dept, 503 
.. July'9.' 1982 

~Kather I ne' Kelley 
.. Account I ng--Oept. ·280 

Qhe' .. pI oy .. s ' II sted' below' worked, the' I ndl cated' number' of, hours, 
durlng,th.' .... k·of, 5/17/82' to·5/23/82.· ·Please· Include' this, 
Inforntlon'on' th.· books' for· May.' If, you' ne.d, additional, 
I nforn tl on· for' your· records.' you· can' contact' Joyce' Co I eman' at' 
ext.nsl on' 2240. 

--------------~:----------:~~:~::~~~~:~-------~~~~~~~~~:~=-------------

:igure 24-2. Three Centered Headings. 
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You have set three centered tabs using the "c Centered tab" 
option from the Tabs menu. You can now begin a new paragraph of 
text in columns. 

8. Press RETURN. This begins a new paragraph. 

Now you can type text that will appear in three columns centered 
on the tabs you have set. This requires the use of the TAB key. 
(Do not confuse the TAB key with the Tabs command. You used the 
Tabs command to set the locations of the tabs~ now you will use 
the TAB key to immediately move the cursor to those locations 
when you want to type text.) Each time you press TAB, the cursor 
moves to the location of the next tab stop. 

9. Press TAB. This moves the cursor to the next tab stop. 

10. Type N~ME. Notice that the word you typed is centerec 
at the location of the first C on the ruler display. 

Now that you have centered the first heading, you can continue tc 
center headings at the next two tab stops. 

11. Press TAB. This moves the cursor to the next tab stop 

12. Type EMPLOYEE NUMBER. 

13. Press 'TAB. This moves the cursor to the next tab stop 

14. Type HOURS WORKED. 

The screen looks like Figure 24-2. 

Summary of Lesson 24 

In this lesson, you learned to set tabs by repeatedly using th 
Centered tab option from the Tabs menu to put three col umn 
across the line. You started a new paragraph and typed t.hre 
headings, using the TAB key to move the cursor to each column 
and you saw that the text you typed in each column wa 
automatically centered under the C on the ruler display. 
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LESSON 25 USING TABS FOR LEFT-, RIGHT-, 
AND DECIMAL-ALIGNED COLUMNS 

Introduction 

This lesson shows you how to invoke the Tabs command to type a 
table of text under the headings you typed in Lesson 24. You can 
learn to use tab settings to automatically line up text with the 
left side of a column, line up text with the right side of a 
column, and line up columns of numbers under the decimal points. 

Discussion 

First, you can start a new paragraph and remove the current tab 
stops from .it. 

1. Press RETURN. This starts a new paragraph. 

2. Press f3 to invoke the Tabs command. Notice that one 
of the items in the Tabs menu is "A All tabs 
in current paragr'aph". This choice removes all tabs 
from this paragraph. 

3. Press a to execute the Tabs command. This removes all 
the current tab stops. Notice that all the C's have 
disappeared from the ruler display. 

(ou can now set a tab for left-aligned text in the column under 
:he first heading. 

4. Move the cursor to the right until the shadow cursor is 
at 2 on the ruler display. Now you can apply Tabs to 
produce left-aligned text under the heading "NAME". 

5. Press f3 to invoke the Tabs command again. Notice that 
one of the items in the Tabs menu is "Press L for Left
aligned tab". 

6. Press 1 to execute the Tabs command. This sets a left
aligned tab. (Be sure to type a lowercase 1 and not an 
uppercase I or a 1 [one].) Notice that the letter L 
has appeared on the ruler display at the location of 
the left-aligned tab, and the Tabs menu has disappeared 
from the screen. 

~u can now move the cursor to another position under the second 
eading and set a right-aligned tab. 

7. Move the cursor to the right until the shadow cursor is 
halfway between 4 and 5 on the ruler display. Now you 
can apply the Tabs command to produce right-aligned 
text under the heading "EMPLOYEE NUMBER". 
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8. 

9. 

Press f3' to invoke the Tabs command. 
of the items in the Tabs menu 
aligned tab". 

Notice that one 
is "R Right-

Press r to execute the Tabs command. This sets a 
right-aligned tab. Notice that the letter R has 
appeared on the ruler display at the location of the 
right-aligned tab and the Tabs menu has disappeared 
from the screen. 

You can now move the cursor to another position under the third 
heading and set a decimal tab. 

10. Move the cursor to the right until the shadow cursor is 
halfway between 6 and 7 on the ruler display. 

1,,1111 \ III "til II, 1'1 I hi I I I, I I 1 I 14' I I I 1'1 I 'I,' I I I I' I I 'I,' I I I II I "1,' I I I II I I '1.1" t I 
~ L R 0 .. 

-______ -__ ------__ -__ ---------------------_'!I_'_'! ____ __________ ~ ___ __ !!!.!!!!.'':-
<Joseph J. Patterson 
,Payro II--Dept 503 
,July 9, 1982 

<Katheri ne Kelley 
,Account I ng--Dept. ·280 

<The employees·llsted·beloH·Horked· the· Indlcated·number·of· hours· 
during the week of· 5/17/82· to 5/23/82.· ·Please· Include· this· 
Informatlon·on· the' books for· May.· If· you' need· additional, 
I nforma t I on· for· your· records,' you' can' contac t Joyce' Co I eman at 
extens I on· 2240. 

NAME EMPLOYEE· NUMBER HOURS· \.IORKED 

-----------~~~~~:~~~~~~----------:~~------------------~?.:~:=----------------

Figure 25-1. Three Columns in First Line of Table. 
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Now you can apply the Tabs command to produce decimal-aligned 
text under the heading "HOURS WORKED". 

11. Press f3 to invoke the Tabs command. 
of the options in the Tabs menu is "D 

Notice that one 
Decimal tab". 

12. Press d to execute the Tabs command. This sets a 
decimal tab. Notice that the letter D has appeared on 
the ruler display at the location of the decimal tab, 
and the Tabs menu has disappeared from the screen. 

You have set three different tabs to use for the columns of text 
in the table. Now you can type a line of text and put it in 
three columns across the line. 

13. Press CODE---. This moves the cursor to the beginning 
of the paragraph. 

14. Press TAB. This moves the cursor to the next tab stop. 

15. Type Mary Johnson. Notice that the text you typed is 
left-aligned under the L on the ruler display. 

16. Press TAB. This moves the cursor to the next tab stop. 

17. Type 966. Notice that the text you typed is right
aligned under the R on the ruler display. 

18. Press TAB. This moves the cursor to the next tab stop. 

19. Type 37.25. Notice that the text you typed is lined up 
with the decimal under the D on the ruler display. The 
screen looks like Figure 25-1. 

(ou have typed the first line of text in the table. You can now 
:ype the second line of text. 

20. Press TAB. This moves the cursor to the next tab stop. 

21. Type James Ogden. 

22. Press TAB. 

23. Type 15067. 

24. Press TAB. 

25. Type 40.0. Notice that the three columns of text are 
lining up according to the type of column they are in. 

ou have typed the second line of the table. Now you can 
ontinue entering text in the columns using the same procedure as 
ou used in the steps above. 
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26. 

27. 

28. 

Press TAB. Type John Miller. 

Press TAB. Type 12168. 

Press TAB. Type 43.5. 

Press TAB. Type Kenneth Banks. 

Press TAB. Type 5071-

Press TAB. Type 40.0. 

Press TAB. Type Charles Richter .. 

Press TAB. Type 935. 

Press TAB. Type 8.0. The screen looks like 
25-2. 

I I,"" \"" lz' 1'1"", hi' 11, I I I' ' .. ' I I I l' I, 'I,' I I I I' I 1'1." 1'1 t I 1'1," I '111111." III 

.oil L R D .. 

-------------------------------------------'!-.-~---------------------"!!!'!'!"!'!'~-
~ Joseph· J •. Pa tterson 
.,Payro II--Dept· 503 
.,July9, ·1982 

~Ka ther I ne ·Ke Iley 
.,Account I ng--Dept. ·280 

Qhe' ellp I oyees . II s ted· be I ow' worked· the· I nd I ca ted· number· of· hours' 
during· the· week·of· 5/17/82· to·5/23/82.· ·Please· Include' this· 
Inforutlon·on· the' books· for· May.· If· you· need· additional' 
Inforllatlon· for·your· records, ·you·can· contact Joyce·Coleman· at· 
extension· 2240. 

NAME EMPLOYEE· NUMBER HOURS· !.IORKED 

Mary· Johnson 966 37.25 
Jllles·Ogden 15067 40.0 
John·Mlller 12168 43.5 
Kenneth· Banks 5071 40.0 

-----------~~~~~~~~~~~~~~~-------:::-------------------~.:~=-----------------

Figure 25-2. Completed Table. 
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Summary of Lesson 25 

In this lesson, you learned to remove all the tabs in a current 
paragraph using "A All tabs in current paragraph" from the 
Tabs menu. You also learned to set tabs using the Left
aligned tab, Right-aligned tab, and Decimal tab options from the 
Tabs menu. You set a left-aligned column under the first 
heading, a right-aligned column under the second heading, and a 
decimal column under the third heading. You then learned to type 
text in columns by pressing TAB to automatically move the cursor 
to each column. 
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LESSON 26 CLOSING THE LETTER 

Introduction 

You can now type the closing for the letter. This is a separate 
paragraph that can be positioned using a left-aligned tab stop. 
There are no new commands introduced in this lesson. 

1. Press RETURN. This starts a new paragraph. 

2. Press f3 to invoke the Tabs command. 

3. Press a. This removes all tab stops from the current 
paragraph. 

4. Press f3 to invoke the Tabs command again. 

5. Move the shadow cursor to 5 on the ruler display. 

6. Press 1. This chooses the Left-aligned tab option from 
the Tabs menu. (Be sure to type a lowercase 1 and not 
an uppercase I or a 1 [one].) 

Discussion 

You have set a Left-aligned tab for a column at 5 in the ruler 
display. Now you can type the closing of the letter in this 
column. 

7. Press TAB. (Do not be concerned if some text has 
shifted off the screen to the left.) This moves the 
cursor to the tab stop. (It may appear that this is 
unnecessary, but remember that the cursor was moved 
here only to correctly position the shadow cursor on 
the ruler display for execution of the Tabs command. 
NOw, if you were to type text without first pressing 
TAB, the text would appear next to the new paragraph 
symbol at the beginning of the line instead of at the 
tab stop.) 

8. Type Sincerely yours, . 

9. Press TAB. This moves the cursor to the next tab stop. 
Notice that this also puts the cursor on the next line. 

10. Type Joe Patterson. The screen looks like Figure 26-1. 
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I ~ 1'1' , ' I , I ~' I , I, I I , , I,. ~ I I , ' I I , l.' , , I I ' , I , ~I , , , I I I I , ~ •• I • I • I I I I,' . , I ~I I I I ~I I I I I 
~ hi· _ 

"Joseph -J. -Patte~son 
.,Pay~o 11--Dept -503 
.,July-9. -1982 

"Kathe~1 ne -Kelley 
.,Account I ng--Dept. -280 

"The -e.p loyees - lis ted -below -wo~ked - the - I nd I ca ted -numbe~ -of - hou~s
du~lng-the- week-of- 5/17/82- to-5/23/82. - -Please- Include- this
Info~ .. tlon-on- the- books- for- May.-- If- you- need- additional
I nfo~.atl on -fo~ -you~ - ~eco~ds. -you -can - contact -Joyce -Co I e.an - at
extenslon-2240. 

NAIIE 

Mary -Johnson 
J .. es-Ogden 
John-Mllle~ 
Kenneth -Banks 
Charles -RI chter 

EMPLOYEE -NUMBER 

966 
15067 
12168 
5071 

935 

~S-WORl<ED 

37.25 
40.0 
43.5 
40.0 
8.0 

SI neere I y -yours. 

~----------------------------------------~~~~~~~~~~~~~=---------------------

Figure 26-1. Letter Completed. 

Summary of Lesson 26 

In this lesson, you typed the closing lines of the letter b: 
setting a left-aligned tab at the position where you wanted thl 
columns to begin. You then pressed TAB to move the cursor tc 
that position for each line you typed. 
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LESSON 27 MOVING EXISTING TEXT TO A TAB STOP 

Introduction 

The final change you will make to this letter is to move the 
return address that you typed in Lesson 21 to the right side of 
the page. No new commands are introducerl in this lesson. 

Discussion 

You can make the return address line up with the closing you just 
typed in Lesson 26 by u~ing the Tabs command. First I return to 
the beginning of the document. 

1. Press CODE-b to invoke Go to Beginning. 

'IIIIIIIIIIII,IIIIIIIIIIJIIIIIIIIII .. IIIIIIIIII,IIIIIII111,1111111111,1111111111.11111 

~ L" AI'4 . --__ 
------------------------------------------------------ ... _-----------------

'Katherlne·Kelley 
.. Account I ng--Dept. ·280 

Joseph· J •. Pa t terson 
Payro II--Dept 50;3 
,!uly·9. ·1982 

'The employees·llsted·below·worked· the·lndlcated·number·of· hours 
during the week·of· 5/17/82· to·5/23/82.· Please· Include· this 
Informatlon·on· the· books for· May.· If· you· need· additional 
Informatlon·for·your·· records.·you·can· contact·Joyce·Coleman at· 
extens I on· 2240. 

NAME 

Mary· Johnson 
James· Ogden 
John·Mlller 
Kenneth· Banks 
Charles·Rlchter 

EMPLO'Y·EE· NUMBER 

966 
15067 
12168 
5071 

935 

HOURS· WORKED 

37.25 
40.0 
43.5 
40.0 
8.0 

SI ncerel y. yours. 
.. Joe· Patterson 
-------------------------------------------------------------

gure 27-1. Return Address Moved to Tab Stop. 
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2. Move the shadow cursor to 5 on the ruler display. 

3. Press if) to invoke the Tabs command. 

4. Press ;1. This chooses the Left-aligned tab option from 
the Tabs menu. (Be sure to type a lower.case 1. and not 
an uppercase 1 or a 1 [one].) 

5. Press :COD'E-:':":'. This moves the cursor to the beginning 
of the' par'agraph. 

6. Press TAB. This move the text on the first line to the 
tab se"tting. 

You have moved the text on the first line of the return address 
to th.~ tab stop. You can now continue this procedure to move the 
next two lines. 

7. 

8. 

Press ~r TI1is moves the cursor down one line. 

Press COriE-':":". 
of theiirie~ 

This moves the cursor to the left end 

9. Press '~AB. This moves the 1 ine of text over to the tab 
stop. 

10. Repeat steps 7 through 9 to move the third line of the 
return address over to the tab stop. The screen looks 
like Figure 27-1. 

Summary of Lesson 27 

In this lesson, you learned how to move existing text to a tab 
stop. The document is complete and ready to print. 
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LESSON 28 PRINTING THE LETTER AND FINISHING 

Introduction 

rhis lesson reviews Print and Finish. 

Discussion 

Pollow the steps below. 

1. Press SHIFT-f4 to invoke Print. You do not need to 
change any of the current values in the Print form. 

2. Press GO to execute Print. The Print command 
disappears from the screen when it is complete. 

3. Press FINISH to invoke Finish. 
processing session. 

This ends the word 

4. Press GO to execute Finish. 

Katherine Kelley 
Accounting--Dept. 280 

Joseph J. Patterson 
Payroll--Dept 503 
July 9, 1982 

The employees listed below worked the indicated number of hours 
during the week of 5/17/82 to 5/23/82. Please include this 
information on the books for May. If you need additional 
information for your records, you can contact Joyce Coleman at 
extension 2240. 

NAME 

Mary Johnson 
James Ogden 
John Miller 
Kenneth Banks 
Charles Richter 

~ure 28-1. Printed Document. 

EMPLOYEE NUMBER HOURS WORKED 

966 
15067 
12168 

5071 
935 

37.25 
40.0 
43.5 
40.0 

8.0 

Sincerely yours, 
Joe Patterson 
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5. If you have a dedicated Word Processor, the Sign On 
form, shown in Figure 1-1, is on the screen, your 
session is completed, and you can SKIP STEPS 6 and 7. 

6. Type logout. This logs you out of the Executive. 

7. press GO. The Sign On form, shown in Figure 1-1, is on 
the screen, and your session is completed. 

When you get the printed copy of the letter, you can compare it 
to Figure 28-1. If your copy does not match the illustration ir 
Figure 28-1, you may want to repeat some of the lessons tc 
correct it. 

Summary of Lesson 28 

In this lesson, you reviewed Print and printed the letter. Ther 
Y0U reviewed Finish and ended the word processing session. If i1 
was necessary, you logged out of the Executive. Now that yOl 
have completed these lessons, it is recommended that you refer t( 
the Word Processing Reference Manual to learn all the features 0 

basic word processing commands that you have been introduced t< 
here. The Re ference Manual also explains many commands tha" 
provide advanced word p~ing operations. 
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APPENDIX A: SUMMARY OF COMMANDS 

Command 

Bound 

:lose Window 

~opy 

)elete 

iocuments 

inish 

:>rmat 

) to Beg inning 

) to End 

Keystroke 

BOUND 

CODE-c 

COpy 

DELETE 

Description 

Moves the cursor and ex
tends the selection to 
include another character, 
word, line, paragraph, or 
page. See Mark, Mark Word, 
Mark Line, Mark Para, and 
Mark Page. 

Closes the current document 
and removes it from the 
screen. 

Copies selected text from 
one location and inserts it 
at the cursor position. 

Deletes a single character 
or a selected block of 
text. 

DOCUMENTS (CODE-fl) Opens documents and per
forms other functions 
described in the Word 
Processing Reference Man
ual. 

FINISH 

FORMAT (f4) 

CODE-b 

CODE-e 

Finishes a word processing 
session by saving all the 
edits and closing the 
document. 

Invokes the Format menu for 
specifying page and text 
formats. 

Moves the cursor to the 
beginning of the document. 

Moves the cursor to the end 
of the document. 
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Header 

Help 

r-1ark 

Mark Document 

Mark Line 

Mark Page 

Mark Paragraph 

Mark Word 

Move 

Open Document 

Page Number 

HEADER (fS) 

HELP 

MARK 

Specifies text that appears 
at the top of each printed 
page. 

Lists all commands, key
strokes, and brief descrip
tions. 

Selects and highlights the 
character at the cursor 
position. 

MARK DOC (CODE-flO) Selects and highlights the 
entire document containins 
the cursor. 

MARK LINE (f9) Selects and highlights thE 
line containing the cursor, 

MARK PAGE (CODE-f8) Selects and highlights thE 
page containing the cursor 

MARK PARA (flO) 

MARK WORD (f8) 

MOVE 

CODE-o 

PAGE # (CODE-fS) 

Selects and highlights thl 
parag raph containing th 
cursor. 

Selects and highl ights th 
word containing the cursor 

Moves selected text to th 
cursor position and remove 
the text from its or ig ina 
location. 

Opens an existing documell 
or creates a new document. 

Enters a page number syrnbc 
in a header, which j 
replaced with the actuc 
number when the document: 
printed. 
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Paragraph Indent INDENT (CODE-f3) Sets paragraph indents. 

Print PRINT (SHIFT-f4) Prints a document. 

Redo REDO (fl) Repeats the last command. 

Replace REPLACE (SHIFT-f6) Replaces old text with new 
text. 

Review Document REVIEW (CODE-f4) Checks for hyphenation and 
widows; repaginates the 
document without printing 
it. 

3earch SEARCH (f6) Searches for specific text. 

rabs TABS (f3) 

lisible CODE-v 

Sets and clears tab stops 
for columnar text. 

Displays visible represen
tations of nonprinting 
characters. 
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IPPENDIX B: KEYBOARD 

~e keyboard is similar to a standard typewriter keyboard but has 
.dditional keys. It is divided into six key "pads," each of 
fuich performs special word processing functions. These pads are 

0 typewriter, 

0 cursor, 

0 function, 

0 control, 

0 display, and 

0 numeric. 

:'he keys of each pad are pressed sing ly or together with other 
~eys . 

>ee Sections 4 and 5 of the Word Processing Reference Manual for 
letails of all the commands invoked by pressing the various keys 
ind key combinations. 

rypewriter Pad 

rhe typewriter pad keys are used to enter characters at the 
~ursor position. Many of its keys are used with the SHIFT or 
~ODE keys to invoke commands. 

1yphen 

BACKSPACE 

rAB 

LOCK 

inserts a hyphen. (See" Spec ial Characters" in 
Section 4 of the Reference Manual.) 

backspaces one position. In insert mode, it 
deletes the character at the cursor position. In 
overtype mode, it moves the cursor one position to 
the left (or, if the cursor is at the beginning of 
a line, to the end of the preceding line) but does 
not delete a character. 

moves the cursor to the next tab stop. 

locks the SHIFT key for entering uppercase 
alphabetic characters. (This key has a light that 
is on for uppercase and off for lowercase.) 
Unlike the SHIF'r-LOCK key of a typewriter, this 
key affects only the alphabetic keys. 
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RETURN 

SHII?'f 

CODE 

Cursor Pad 

moves the cursor to the next line to begin a nel 
paragraph. 

SHIFT-RETURN 
begins a new line without beginning a nel 
paragraph. 

is similar to the SHIFT key on a typewriter. 11 
allows you to enter uppercase alphabeti< 
characters, punctuation marks, and symbols froT 
the typewriter keys. SHIFT is also used togethel 
with other keys to invoke commands. 

is used together with other keys to invokE 
commands. 

The cursor ~ keys control cursor movement and make selections. 

moves the cursor upward one line at a time. Ij 
the cursor is at the top of the main text area, i1 
remains there. 

CODE-t 
quickly moves the cursor to the top border of the 
main text area. 

moves the cursor one position to the left. 

CODE--
quickly moves the cursor to the beginning of the 
current line. 

moves the cursor down one line at a time. If the 
cursor is at the bottom of the screen, it remains 
there. 

CODE-l 
quickly moves the cursor to the bottom border of 
the main text area. 

moves the cursor one position to the right. 
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1ARK 

IOUND 

unction Pad 

CODE--
quickly moves the cursor to the end of the current 
line. 

selects and highlights the character containing 
the cursor. (Also see MARK WORD, MARK LINE, MARK 
PARA, MARK PAGE, MARK DOC, and BOUND.) 

CODE-MARK 
removes the highl ight from selected text without 
chang ing the text. ( CODE-MARK appl ie s to 
selections made with all Mark commands.) 

moves the cursor and extends the selection to 
include another character, space, word, line, 
paragraph, or page. (See MARK, MARK WORD, MARK 
LINE, MARK PARA, MARK PAGE, and MARK DOC.) 

he function ~ keys invoke a number of functions unique to the 
rord Processor. The keyboard label strip shows the names of the 
'unction pad keys. 

,EDO (fl) repeats the last editing operation. 

OCUMENTS (CODE-fl) 

ABS (f3) 

invokes the 
documents. 

Documents command for opening 

invokes the Tabs command for setting and clearing 
tabs. 

NDENT (CODE-f3) 

DRMAT (f4) 

invokes the Paragraph Indent 
specifying paragraph indents. 

command for 

invokes the Format command for formatting text 
being entered or edited. 

RINT (SHIFT-f4) 
invokes the Print command for printing. 
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REVIEW (CODE-f4) 

HEADER (fS) 

invokes the Review Document command for checking 
hyphenation and widows, and repaginating the 
document without printing it. 

invokes the Header command for specifying header 
text for the top of each printed page. 

PAGE # (CODE-fS) 

SEARCH (f6) 

invokes the Page Number command for entering a 
pqge number symbol that is replaced with the 
actual page number during printing. 

invokes the Search command for searching the 
document for specified text. 

REPLACE (SHIFT-f6) 

MARK WORD (f8) 

invokes the Replace command for replacing new text 
for old in a selection or throughout the document 

selects and highlights the word containing the 
cursor. 

MARK PAGE (CODE-f8) 

MARK LINE (f9) 

MARK PARA (fl 0) 

selects and highlights the page containing the 
cursor. 

selects and highlights the line containing the 
cursor. 

selects and highlights the paragraph containin~ 
the cursor. 

MARK DOC (CODE-flO) 
selects and highlights the document containing thE 
cursor. 
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Control Pad 

The control pad keys perform general ,~dit.ing and control func
tions. 

CANCEL 

~OVf: 

,ELP 

)ELETE.: 

~INISH 

:Opy 

lisplay Pad 

cancels a command and dismisses the form or menu 
(if any). 

moves a selection to 
removes the selecter'l 
location) . 

the cursor 
text at 

position (and 
its original 

displays an alphabetical listing of every command 
user'l in the Word Processor, describes each 
command, and tells which keystrokes are used to 
invoke it. 

deletes the character at the cursor position or 
rleletes the selection containing the cursor. 

allows each character that is typed to replace the 
existing character at that position. (The key has 
a li~ht that is on for overtyping text and off for 
insertin~ text.) 

finishes a word processing session, saving all the 
edits and returning the Sign On form to the 
screen. 

copies the selection to the cursor position (but 
leaves the selected text at its original 
location) . 

'he display pad keys move displayed text up or down by lines or 
Iy pages. 

:CROLL UP scrolls the text in the window upward one line at 
a time. 
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SCROLL DOWN 

Numeric Pad 

CODE-SCROLL UP 
scrolls the text upward in screen-size( 
increments. 

scrolls the text in the window downward one linE 
at a time. 

CODE-SCROLL DOWN 
scrolls the text downward in screen-size( 
increments. 

The numeric pad keys are used to conveniently enter numbers. ThE 
numeric pad also includes the GO and NEXT keys. 

GO executes a command or responds ("go ahead") to 
request by the Word Processor for confirmation. 

NEXT moves the cursor from item to item in a form. 
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BACKSPACE. The BACKSPACE key moves the cursor one position to 
the left. In insert mode, it deletes one character. In overtype 
mode, it moves the cursor, but does not delete a character. 

BOUND. The BOUND key moves the cursor and extends or reduces the 
selection to the next space, character, word, line, paragraph, or 
page. 

CUrsor. The cursor is the blinking underline on the screen that 
indicates where the next character can be entered. 

Document Status Line. The document status line is the line 
dividing the main text area of the screen and the ruler display. 
It displays the name of the current document, the current page 
number, and the line number containing the cursor. 

Form. A form is a display that appears on the screen when 
certain commands are invoked. It contains areas to be filled in 
by the user to specify particular operations. Also see Menu. 

Format. A format is a set of characteristics applied to a single 
character or to a block of text, for example, underlining, 
boldface, first line paragraph indent. 

Function Key. A function key is one of the 10 keys, labeled fl 
through flO, at the top of the typewriter pad on the keyboard. 
Also see Keyboard Label Strip. 

Header. A header is one or more lines of text that print at the 
top of each page of a document. 

Highlight. A highlight is the bright green area that surrounds 
the text when a selection is made. It is also the bright green 
movable strip in a form that indicates where something is to be 
typed. (Also called "reverse video" because when a highlight 
occurs, the text turns black and the area around it turns green.) 

Indent. An indent is the left or right block indent of a 
paragraph from the left or right page margin, or the first line 
paragraph indent from the left page margin. 

Insert Mode. Insert mode is the mode in which characters typed 
from the typewriter pad of the keyboard are inserted into a 
document. The characters are inserted just before (to the left 
of) the cursor. The cursor, and any characters on the line to 
the right of it, move to the right. The Word Processor is in 
insert mode when the light on the OVERTYPE key is off. Also see 
Overtype Mode. 
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Keyboard Label Strip. The keyboard label strip is the removabl 
plastic strip above the typewriter pad that shows the names c 
the function keys. Also see Function Key. 

Menu. A menu is a display that appears on the screen whe 
certain commands are invoked. It lists several options an 
allows the user one choice to specify a particular operation 
Also see Form. 

OVertype Mode. Overtype mode is the mode in which character 
typed from the typewriter pad of the keyboard replace (rathe 
than insert) characters in the text. You can move the cursor an 
type characters exactly as in insert mode, but every characte 
typed replaces the existing one (if any) at the cursor position 
The Word Processor is in overtype mode when the light on th 
OVERTYPE key is on. Also see Insert Mode. 

Page Number Symbol. The page number symbol (CODE-fS) is a hal 
bright #= on the screen that is replaced with the correct pag 
number when the document is printed. 

Paragraph. A paragraph is an area of text beginning with 
paragraph mark and ending (but not including) the next paragrap~ 
mark or the end of the document. A new paragraph beg ins eac' 
time RETURN is pressed. 

Ru1er Display. The ruler display occupies the top two lines 0 

the screen and is used for setting tabs and paragraph indents 
It is divided into units that represent the columns of text. 

Scrolling. Scrolling is the process of moving text up and dowl 
on the screen with the SCROLL UP and SCROLL DOWN keys. No tex1 
is altered during scrolling. 

Selection. A selection is a block of highlighted text in 
document on which certain editing operations can be performec 
(for example, formatting, moving, copying, deleting, etc.). 

Status Message. A status message appears at the bottom line oj 
the screen to inform the user of a particular occurrence in thE 
system. 

Window. A window is the part of a document that is currentl~ 
displayed on the screen. 

Wraparound. Wraparound is the automatic moving of text (as it is 
entered) to the next line when the end of a line is reached. 
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A-2 

A-2 

14-1 

A-2 

Numeric pad, Introduction-4, 
B-1 

Open Document command, 20-1, 
20-2 

Opening a document, 4-1, 20-1 
OVERTYPE key, Operating-3, 7-. 

B-5 
Overtyping text, 7-4 

Page formatting, 17-1 
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Page Number command, 18-2. A-: 
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Printing a document, 19-1, 28· 
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