Volume 2
Working
with
Text and Spreadsheets

OOOOOOOOOOOOOOOOOOO



VOLUME 2
Working With
Text and
Spreadsheets

OSBORNE
EXECUTIVE
e ——

GUIDES




Chapter 1, WordStar, was written by Michael McCarthy.
Heather Allen, Andrew Emery, Melanie Allen, Ellen Lockett, and Suzanne Kopple contributed to
SuperCalc.

Joseph Caggiano was editorial advisor.

Part No. 3F00194-00

All rights to this publication are reserved. No part of this document may be reproduced,
transmitted, transcribed, stored in a retrieval system, or translated into any language, in any form
or by any means, electronic, mechanical, magnetic, optical, chemical, manual, or in any other
manner, without prior permission from OSBORNE COMPUTER CORPORATION, 26538 Danti
Court, Hayward, CA 94545.

Copyﬂght © 1983 Osborne Computer Corporation, 26538 Danti Court, Hayward, CA 94545.

Osborne Executive is a registered trademark of Osborne Computer Corporation. WordStar,
copyright © 1981, and MailMerge are registered trademarks of MicroPro International
Corporation. SuperCalc® and SuperData Interchange are trademarks of Sorcim Corporation.
CP/M Plus™ is a trademark of Digital Research Corp. Microsoft BASIC, copyright © 1977-1981,
by Microsoft. CBASIC, copyright © by Compiler Software, Inc. UCSD p-System is a trademark of
the University of California. Personal Pearl™ is a trademark of Pearlsoft.

Osborne Computer Corporation reserves the right to make changes or improvements to the
equipment, software, and documentation herein described at any time and without notice.

Notice: Please be advised that any tampering with the internal hardware of the Osborne
Executive Computer may void the warranty.




FCC Notice

This equipment generates and uses radio frequency energy. If not
installed and used properly, that is, strictly according to the
manufacturer’s instructions, the equipment may cause interference
with radio and television reception.

This equipment has been type tested and found to comply with the
limits for a Class B computing device as specified in FCC Rules,
Part 15, Subpart J, which is designed to provide reasonable
protection against such interference in a residential installation.

If the equipment does cause interference to radio or television
reception, which can be determined by turning it ON and OFF, try
to correct the interference by doing one or more of the following:

Reorient the receiving antenna.

the computer with respect to the receiver.

Move the computer away from the receiver.

Plug the computer into a different outlet so the computer and
receiver are on different branch circuits.

If necessary, the user should consult the dealer or an experienced
radio/television technician for additional suggestions. The user
may find the following booklet prepared by the Federal
Communications Commission helpful:

“How to Identify and Resolve Radio-TV Interference
Problems”.

This booklet is available from the U.S. Government Printing
Office, Washington, D.C. 20402, Stock No. 004-000-00345-4.

To maintain Class B compliance use properly shielded and
grounded cables when connecting this equipment to peripheral
devices.
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Warning

iv

This equipment has been certified to comply with the limits for
a Class B computing device, pursuant to Subpart | of FCC
Rules. Only peripherals (computer input /output devices,

terminals, printers, etc.) certified to comply with the Class B

limits may be attached to this computer. Operation with non-

certified peripherals is likely to result in interference to radio
and TV reception.
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Introduction

This volume deals with WordStar, MailMerge, SuperCalc,
CBASIC, and MicroSoft BASIC. Each part is independent of
the others, so you may start anywhere in the book. We
recommend, however, that you read through WordStar before
using MailMerge. If this is your first exposure to word
processing or electronic spreadsheets, Volume 0, the Beginner’s
Guide, offers a first lesson in each which requires no previous
knowledge. Volume 1, Mastering the Osborne Executive,
provides an introduction to the Osborne Executive Computer.

The information in each part of this book is divided in three
levels: basic, intermediate, and advanced. The basic level deals
with general information and the often used commands. It
assumes no previous knowledge other than the introductory
chapters in the Beginner’s Guide. The intermediate level takes
you through additional commands and options which will
increase your knowledge of the programs. The advanced level
assumes a familiarity with the programs. It contains advanced
commands and more complicated uses of the program.

Do not work with your master disks. These are a valuable
investment. If you have not already done so, make copies of
these and store your originals in a safe place. Both Mastering
the Osborne Executive and the Beginner’s Guide have
information on copying these disks and on formatting data
disks for storing your work.

We have supplied an installation appendix for WordStar and

an appendix containing information on hooking up the most
common printers.

XV
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Introduction

WORDSTAR is the popular word processing program for
microcomputers.

It's fast, easy to use, and displays helpful information directly
on screen. And WordStar is very powerful, providing you with
many options for customizing word processing to individual
needs.

IF YOU'RE NEW to word processing, we recommend you start
with the Osborne Executive Beginner’s Guide. It will introduce
you to word processing, and give you a valuable overview of
WordStar’s writing, editing and printing capabilities. The
Beginner’s Guide assumes no previous knowledge of computers
or word processing programs. It’s a good introduction to
WordStar and to the Osborne Executive computer.

If you have some familiarity with word processing, this
WordStar Guide will teach you WordStar as quickly as you
like, to whatever depth you need, giving you new information
as required.

The topics in this guide are arranged in order of use:
commands for starting the program; then commands for
creating documents; commands for editing and correcting;
special page-layout commands; and finally, printing
commands. In this way, WordStar’s features can be learned
and tried in a logical sequence.

This WordStar Guide doesn’t ask you to learn everything
about the program before using it.
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How to Use
This Guide

WordStar has nearly 200 commands, but most users need only
a few dozen to become WordStar experts! And these few
commands are the ones most easily learned and remembered.

So we’ve organized WordStar into three learning levels:

Basic Level, defined The Basic Level, explains simply and
thoroughly, all the WordStar commands needed to use
WordStar on a day-to-day basis. The only assumption is
that you've tried the Beginner’s Guide if you're completely
new to computers.

Intermediate Level, defined The Intermediate Level,
takes you further into specific groups of WordStar
commands. Intermediate Level commands add to
WordStar’s power and versatility. Use this level to add
optional, highly convenient commands, shortcuts and
“Quick Tips” to your WordStar repertory.

Advanced Level, defined The Advanced Level, assumes
thorough familiarity with WordStar, and some knowledge
of aspects of computing such as CP/M. Once you're
comfortable with WordStar, you'll want to review
Advanced Level commands for special variations that may
apply to your own work.

1. If you haven't used a computer before, start with the
Beginner’s Guide. It will introduce you to WordStar and
show you how to prepare disks for use.

If you are somewhat familiar with computers, review
Volume 1-Mastering the Osborne Executive, which
explains operation of the computer and the underlying
CP/M features.
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2. Prepare a working copy of your WordStar disk and
format several data disks. The procedures are explained
in both the Beginner’s Guide and Mastering the Osborne
Executive.

3. Turn ON the Osborne Executive, insert the WordStar
copy in drive A and the data disk in drive B. Close both
drive doors and press RETURN.

4. Select the group of commands in this WordStar Guide
which interest you. Practice the commands as you read
about them.

This guide is organized in sections by function, from startup
through printing of a final document. Each command group
progresses from Basic through Advanced level. You can select
the group and level of commands according to your needs.

MAILMERGE

The MailMerge section follows WordStar. MailMerge is a
related program for generating mailing lists and form letters
with WordStar.

WORDSTAR REFERENCE GUIDE

Volume 5 contains the WordStar Reference Guide. This lists
- WordStar commands in alphabetical order by functional group
(Block Commands, Quick Commands, etc.).The WordStar
Reference Guide has formal definitions of WordStar
commands. This is a convenient way to check exact details of
' commands.
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Before Editing

Basic Level

The Opening
Menu

Logging the Disk Open Document File
Naming Files

This section describes those options on the Opening Menu
that allow you to start a file and begin editing.

The Opening Menu, Screen 1, is displayed on the screen when
WordStar is started.

4 . )
not editing
<<<OPENING MENU >>>
---Preliminary Commands--- | --File Commands-- | -System Commands-
L Change logged disk drive | R Run a program
F File directory now ON ¢ P PRINT a file X EXIT to system
H Set help level 1
---Commands to open a file---i
D Open a document file '
N Open a non-document file:

E RENAME a file
0 COPY a file
Y DELETE a file

-WordStar Options-
M Run MailMerge
S Run SpellStar

directory of disk A:
PRINT.TST

\. /

SCREEN 1. Opening Menu

This menu lists those commands you can issue to WordStar at
this time.
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Logging the
Disk

You will be using two of these commands now: Change
Logged Disk Drive:(L) and Open a Document File (D).

The other commands on the Opening Menu are explaiﬁed in
the File Handling section.

Change Logged Disk Drive

The first thing you should do upon starting up WordStar is
change the “logged disk drive” from drive A to drive B. We’ll
show you how. '

You'll find the phrase “directory of disk A:” in the middle of

the screen, just below the Opening Menu (see Screen 1). This
Directory names the files available on the “logged disk drive,”
which is always drive A when WordStar is first started.

The “logged” drive is the drive WordStar reads files from and
saves files to. You can specify otherwise each time you open a
file, but for convenience you will usually prefer to change your
“logged drive” over from drive A to drive B.

You “log in” drive B so you can keep your data files there,
separate from your programs on drive A. Data files are any
documents (letters, memos, reports, and other text) that you
type into the computer. Program files, like WordStar and
SuperCalc, contain computer instructions. They are usually
stored in computer code, not in readable text. For ease of use
and organizational convenience, program disks are usually put
into the A drive and data disks in the B drive. .
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Here’s how to change the logged drive.

The first of the “Preliminary Commands” on the Opening
Menu on the screen is “’L - Change logged disk drive.” Issue
this command as follows:

Press [L].

Notice how WordStar responds: (See Screen 2)

a )
L - not editing

The LOGGED DISK (or Current Disk or Default Disk) is the
disk drive used for files except those files for which
you enter a disk drive name as part of the file name.
wordStar displays the File Directory of the Logged Disk.

The logged disk drive is now A:
New logged disk drive (letter, RETURN)? j

directory of disk A:
PRINT.TST

\_ W,

SCREEN 2. Changing Logged Disk Drive

First, the screen is cleared of the Opening Menu. (The
Directory remains on the screen.) A brief reminder of how the
L command works is displayed; below that, this instruction
appears:

The logged disk drive is now A:
New logged disk drive (letter, RETURN)?

At the end of this sentence the CURSOR waits for your
response. (The cursor is the flashing block that shows your
position on screen. Whatever you type appears on the screen
at the cursor.)
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Starting or
Editing a File

Press [B]. The letter “B” appears on the screen at the cursor.

Press [RETURN].

The Opening Menu now re-appears as in Screen 1; but this
time it displays the Directory for disk B.

If you are using a blank, newly formatted data disk, no file
names will appear yet. As you add data files, they will be
shown in this directory.

(There are certain kinds of program files called SYSTEM FILES
which do not show up on the Directory listing. The CP/M
manual explains system and directory files. There may be
“hidden” program files on a disk even though the Directory
shows nothing. Thus labeling your disks is important. The
CP/M command “SHOW" will examine your disk files in
more detail. We explain this command in “Seeing How Much
Room You Have On Your Disks,” later in this WordStar
Guide.)

Use the “L” logging command each time you put a new disk in
drive B so you can see what data files are on the new disk.

[b] Open A Document File

To start ““processing words’” you need to open a file for them.
A file is the computer equivalent of a file folder. It saves a
document or portion of a document on the disk so you can use
it later or print it out.
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The “D” command in the Opening Menu tells WordStar you
plan to start writing a document, or that you wish to edit a
document you’ve already written. WordStar considers
anything you write to be part of a document.

Here is how to begin a document file or to edit an existing
document file

Look at the Opening Menu on screen and notice the command
“D Open a document file”” under the group “Commands to
open a file.”” To issue this command and begin a document:

Press [D].

WordStar clears the Opening Menu from the screen.

—
D not editing ‘i\

Use this command to create a new document file,
or to initiate alteration of an existing document file.

A file name is 1-8 letters/digits, a period,

and an optional 1-3 character type.

File name may be preceded by disk drive letter A-P
and colon, otherwise current logged disk is used.

~S=delete character  “Y=delete entry “F=File directory
“D=restore character “R=Restore entry  ~U=cancel command

Name of file to edit? j}

directory of disk B:

& J/

SCREEN 3. D Opens a Document File

An explanation of files and file names appears on the screen to
remind you of the file rules. There is also a list of ways to make
corrections when entering the file name.
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If You Change
Your Mind

At the end of the explanations, WordStar asks:

( Name of file to edit? )

= If you are starting a new document, type its name
following the naming rules described below.

= If you are editing an existing file, type the name of the
file to be edited.

When you've typed the name, which will appear on screen as
you type it, check to see that you spelled the file name
correctly. The easiest way to correct errors is to use the Left
Arrow Key to back up to them. Then type the correction.
Other commands for editing are listed on the screen for
advanced users.

When the correct name is typed in, press [RETURN].

10

If you CHANGE YOUR MIND about wanting to start a file, use
the INTERRUPT COMMAND ~[U]  (hold down the CTRL key
and press U). This must be done BEFORE you press RETURN.

The computer will check the logged disk for¢he file name. If it
is present, the file with that name is brought to the screen for
editing.

If no file with that name is present, the phrase NEW FILE
appears briefly on screen. WordStar opens a new file under the
name you gave, and a blank screen is made available for your
use.-
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Rules for
Naming Files

Saving a file and quitting your WordStar session while writing
a practice document are explained later in this guide.
However, if you must stop your WordStar session before
getting to the file saving section, here are two important
commands you can use for now: SAVE and QUIT.

To SAVE the document you are working on, use the command
“KD. Hold down the key and press [K]; release both
keys and press [D]. Your document will be saved onto the disk
under the name you gave when you started.

To QUIT the document, use the command “KQ. Hold down
the key and press [K]; release both keys and press [Q]. If
you have already written something on the file, answer [Y] to
the question “/Abandon Edited File?”” You will be returned to
the Opening Menu (Screen 1) and nothing you typed will be
saved, not even the document’s name. This is also a good way
to abandon a document you've changed your mind about
editing, because the original version will be left on the disk
unchanged.

If you wanted to edit an existing file and instead got a new file,
you may have misspelled the file name. Quit the document
with the “KQ command described above so you can start over.

Here are some simple rules for naming your data files while
using WordStar.

A. The name can be from 1 to 8 letters or numbers long,

upper or lower case. The name need not mean
‘anything, but it should be useful to you.

11
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B. There are only four small Don’t’s for file names:

® don’t use a name that already exists on that disk;
® don’t use a period (.) as the first character;
= don’t use a question mark (?);

= don’t use an asterisk (*).

If you use a period as the first letter, or a question mark
or asterisk somewhere in the name, WordStar says
"”Invalid file name” and waits for you to try again.

Any other symbols on the keyboard can be used in
making a file name.

C. AFTER the one-to-eight-character file name, you can
put a period and then add an “extension” of up to
three more characters/numbers. Don’t use an asterisk
or question mark or a second period in this extension.
Examples of extensions are:

LTR, .REP, .DOC, .TXT, .FIL, .OLD and .NEW.

Examples of Valid File Names.

1423 /55 12.3 LETTER
MIKE.FIL SAMPLE.TXT FEB28.LTR
TASK-ONE.LS% DDENSITY.#32 GAS$-1&2

Don’t use the extension .BAK because WordStar uses it. Other
programs like BASIC and CP/M use extensions to identify
special files they need. These are discussed in the Intermediate
Level. You can always use the extensions .TXT, .DOC, and
.LTR safely without problems.
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Before
Editin§

Intermediate Level

More on
Naming Files

Naming Files Changing Disks
BDOS Errors

Some programs actually need specific kinds of file name
extensions to work. .COM for example, is used to signify a
program. If you type the first part of a .COM file name while
in CP/M, the computer will attempt to load and run the
program. .BAS is used for BASIC programs and .ASM to
indicate assembly language programs.

WordStar creates two particular extensions that you may
notice from time to time:

$$$ indicates a temporary file that WordStar left behind,
perhaps during a power failure or some other kind of program
problem. It is just a filename in the directory and contains
nothing and may be deleted.

.BAK is the backup copy WordStar makes automatically of
any file you edit. This backup copy is available to help you
reconstruct your file should you lose it for any reason.

When you edit an existing file, WordStar renames the old file

by appending the extension .BAK, substituting it for the
existing extension, if any.

13
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How To Use
.BAK Files

When you file your edited version, it has the correct name, and
the previous version has the .BAK extension. Any earlier . BAK
versions are deleted. '

Later in this manual we’ll describe how to save your files often
so the backup copy at any moment is a recent version of the
current file. This simplifies the process of recovering from an
operational problem.

Two files which differ only in the extension, such as MAR.LTR
and MAR.DOC, will have only one backup file, MAR.BAK.
This will be the backup of whichever file was most recently
edited.

14

If you try to access, print or copy a .BAK file, WordStar will tell
you:

Can’'t edit a file of type .BAK or .$3$3%
-- rEname or cOpy before editing

.BAK files can’t be edited or printed. They can be copied to
make a second file under a different name, or read into
another file using the "KR command, because this still leaves
the original backup copy intact.

Backup copies are intended for backup. To use one, you must
first RENAME it to remove the .BAK extension, or COPY it
and use the copy.
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Changing
Disks While
in WordStar

To RENAME the backup file:
1. From the Opening Menu, press [E] for RENAME.
2. From within a document, press “[K][E].

3. In answer to the prompt, type the name of the backup
file and press

4. In answer to the next prompt, type a new name that
does not have the .BAK extension.

You can now edit the file as usual.

The CP/M renaming utility REN can also be used from the
A > prompt.

To COPY the file:

1. From the Opening Menu press [0] for Copy.
2. From within a document, type “[k][0].

3. In answer to the prompt, type the name of the backup
file and press [RETURN].

4. In answer to the next prompt, type in a new name,
without the .BAK extension, for the copy

You can now edit the copy.

Do not remove either the WordStar disk or the data disk from
the machine while you are editing a file. WordStar needs
access to both the program and the data disks during editing.
If either disk is removed, you will eventually get an error that
will erase the file you were editing (only the current editing
session will be lost, not any copy of the document stored on
disk).

15
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“BDOS
Errors”

You can safely change disks only when you are in the Opening
Menu.

Before
Editing

Occasionally the phrase “BDOS ERROR” may appear on the
screen; it may happen when you try to log a disk, or save a file,
or when WordStar goes to the disk to pick up additional data.

“BDOS error” means the computer is having trouble reading
or writing information on the disk. The message may mean
there is a flaw on the disk, which is difficult to recover from (a
reason to keep recent copies of all disks). The message will
also appear if the disk drive is left open, or if no disk is in the
drive; that problem is usually solved by putting in the disk or
closing the drive. The problem might also be transient: if you
were changing the logged disk, for example, the error message
may go away if you repeat the command. If the computer just
can’t read the disk, though, you will have to turn to your
backup copies.

Advanced Level

More on
Naming Files

Naming Files Non-Document Files
Converting Files Overlays

Saving Crashed Files

16

WordStar creates CP/M files; naming conventions and
limitations for WordStar are the same as for any CP/M file.
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“Non-Document”
Files

Open A Non-Document File

A Non-Document file is one intended for use outside of
WordStar. It might be text to be inserted into a BASIC
computer program, or data for a MailMerge file or a database
listing.

A Document file is not suitable for these purposes because of
the special features WordStar offers in Document mode.
WordStar alters the standard computer character codes in
order to keep track of its special editing functions such as
“soft” hyphens, RETURNS, and spaces. WordStar alters the
“high order bit” of the ASCII code, which would otherwise be
left at zero.

The altered ASCII characters cannot be read by some
programs like BASIC. The Non-Document file option solves
this problem by eliminating the special WordStar features that
alter the character codes, thus allowing input through
WordStar for use in non-WordStar-compatible programs.

Non-Document files are created or edited in the same way as
Document files: press N while in the Opening Menu; type in
the name of the file; press RETURN. Non-Document mode
can be used to edit files created using Document mode, and
vice versa.

Non-Document mode has the following defaults. These
settings can be changed from the On-Screen Layout menu.

Wordwrap is OFF in Non-Document mode. Therefore you

must use the RETURN key as if using a conventional
typewriter.

17
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Converting
Document to
Non-Document
Files

The Top Line of the on-screen menu does not display page
number or line in Non-Document mode. Instead, the file
character count (FC) and the number of file lines (FL) is
shown. See Page Break Display in the On-Screen Layout section
for more details.

TAB changes from 5-space Variable Tabs as in Document files,
to Fixed Tabs every 8 spaces. In Non-Document files, the TAB
key is a single character, which can be deleted or edited like a
RETURN or any letter. Fixed tabs are permanent and cannot
be altered, deleted, or added. See the Fixed Tabs paragraph of
the On-Screen Layout section.

Other defaults found in Non-Document mode:

Page Breaks not shown

Reformatting unavailable

Hyphen Help is off

Right Justification is off

The Ruler Line normally at the top of the page is not
displayed

Dot commands are ignored
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It is possible to convert Document files to Non-Document type
using the PIP command as follows (also see Volume 4—
Operating Systems—CP/M Plus.)

[P10][PI[SPACE BAR[AI[ =] [B][:] filename [T1[Z](T]

where A: is the destination drive, B: the source drive, and [Z]
the special PIP function that “zeroes out” all the high-order
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bits, thus taking away the codes WordStar had added. The
resulting file can be used as the basis of a BASIC program, for
example. However, it cannot easily be re-edited by WordStar
since the [Z] function also converts all the ““soft” RETURNS to
“hard” RETURNS and they cannot be readily converted back
again.

Converting
Non-Document
to Document Files

You can always use Non-Document mode on a file created
under Document mode; and you can Document edit a file
created under Non-Document mode. The mode only affects
the WordStar features available.

Files created in Non-Document mode have all hard RETURNS,
which cannot be formatted in the Document mode. To convert
a Non-Document file so it can be easily used in Document
mode, you must delete all the extra hard RETURNs and
replace them with soft RETURNS. Details on hard and soft
RETURNS and on the other commands discussed here are
given elsewhere; they are summarized here for convenience.

Here is how to convert Non-Document to Document files:... .

Use Document mode to edit the file. To replace all hard
RETURNS with soft ones, use the Find and Replace (see Find
and Replace):

1. Type the command “[Q][A]

2. In response to the prompt “Find?” enter "[N][RETURN].

3. In response to the prompt “Replace with?”” enter a
space with the spacebar, then [RETURN]

19
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WordStar
Overlay Files

4. In response to the prompt “Options?” enter [N][RETURN]

5. The cursor jumps to the first hard RETURN and
replaces it with a space, causing the first two text lines
to join together as one long single line (it may spill over
to the next line on the screen).

6. Use the command “[L]to repeat this Find and Replace
selection so that the next hard RETURN is replaced by a
space. Repeat this “[L] command all the way through
the document, skipping over the RETURNS that
separate paragraphs.

7. The result is a series of one-line paragraphs (with
overflow). Now return to the beginning of the
document and use the “[B] reformat command to
reformat each paragraph (see the Reformatting section).

Your document is now in recognizable paragraphs with soft
RETURN:S at the line endings. Normal Document commands
can now be used.
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Although CP/M Plus permits changing disks without causing
a BDOS error, WordStar uses both disks for overflow files
during editing.

WordStar is too large to be kept in the computer’s memory all
at once. Less frequently used commands are stored in “overlay
files” on the WordStar disk and retrieved as needed. Similarly,
overflow from the document being edited is stored on the data
disk, permitting document files theoretically as long as the
disk capacity (there are other practical limits, however). This is
why the WordStar disk drive sometimes starts up during
editing, causing a slight delay in command response time.

If the WordStar disk or the data disk is removed, an “overlay
error”’ (“Error E38”) will occur the next time a WordStar
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Saving
Crashed Files

overlay file or a data overflow file is needed by the program.
This error is fatal to the file being edited, causing your current
editing session to be lost (only the active file is lost, not
whatever is stored on disk).

For those familiar with the CP/M program DDT, it is possible
to salvage WordStar text following a program failure. The
CP/M 3 version of DDT is called SID and is located on your
CP/M Plus disk. WordStar 3.3 stores text beginning at
memory location 846EH. Text can be recovered even following
a RESET as long as the power supply has been maintained and
no new input has written over the memory location. Consult
your Volume 4—Operating Systems— CP/M Plus
documentation for details on the SID program.

21
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Inserting and Cursor Movement

Basic Level

The Cursor

Cursor Typing

Spacebar Wordwrap

Special Keys Moving the Cursor
Substitute Arrow Keys Move By Word
Move By Screen
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The CURSOR is the small block that shows your position on
screen. Anything you type appears on the screen at the cursor
position. Most commands you issue also take effect at the
cursor position.

To practice cursor movement, first open a Document file.
When a new file is opened, a screen similar to the following
will appear:

4 )
A:FILENAME PAGE 1 LINE 1 COL 01 INSERT ON
<< < MAIN MENU > > >

--Cursor Movement-- i -Delete- | -Miscellaneous- | -Other Menus-
~S char left "D char right i“G char | "I Tab ~B Reform i (from Main only)
“A word left °F word right i~- chr 1fti -V INSERT ON/OFF i~J Help “K Block
“E line up "X line down |{~T word rti-L Find/Replce againi~Q Quick ~P Print

--Scrolling-- i"Y 1ine IRETURN End paragraph!~0 Onscreen
“W up line ~Z down line ! ! “N Insert a RETURN !
“R up screen ~C down screeni 1 U Stop a command

R B el R e R DR B PR PR PR B I--R

]
A J
SCREEN 4. Main Menu
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Typing Text

The cursor is shown in the left corner of the screen. If there is
no text on the screen, you cannot move the cursor (use the
Arrow Keys to try). You must type something on the screen
for the cursor to move on.

You can write text on screen by typing at the keyboard, in the
same way as typing at a typewriter. Practice typing and see
how the words appear on the screen, the cursor moving across
the screen as you type.

Type several paragraphs of text on which you can demonstrate
the commands. Don’t worry about typing errors you may
make: we will show you how to correct them in a moment.
First, here is an important tip: as you reach the end of the first
line of typing, DO NOT press the RETURN key. Instead, just

keep typing.

As you pass the right margin, the next word you type jumps
down to the beginning of the next line, just as if you had used
the RETURN key. This is called Wordwrap, a great
convenience because you no longer need to watch the right
margin as you type. The only time you need to press RETURN
is to end a paragraph.

Down the right side of the screen is the FLAG COLUMN,
where characters mark the kind of material on screen. In the
flag column dots indicate empty lines; a left caret mark
indicates a hard return; a blank indicates a line ending in a soft
return; a MailMerge dot command is shown by an “m”’; and
an incomplete or erroneous dot command by a question mark.

23
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Three Quick

Tips for
Making
Corrections

Insert

You may wish to make corrections or additions to your text as
you type it in. WordStar’s many editing commands are described
in more detail in later sections. For now, though, here are three
quick editing tips to let you make some basic corrections.

1. To move the cursor to any place in the text, use the Arrow
Keys.

2. To add a letter, word or space, move the cursor to the exact
spot where the item must be added. Then start typing. What
you type will appear in the text, and whatever follows it will
be pushed out of the way. Spaces and RETURNS can be
added just as if they were letters.

3. To delete a character, or space, or RETURN, hold down the
key and press [G] This erases the letter at the cursor.)

24

You will see the words INSERT ON at the upper right of your
screen. As long as INSERT is ON, what you type is inserted at
the cursor position.

INSERT can be turned OFF. On the Main Menu under
“Miscellaneous” there is the reminder “°V INSERT
ON/OFE.” Entering "[V](i.e., hold down the key and
press [V]) causes the INSERT ON message to disappear from
the top line of the screen. With INSERT OFF, the text you type
will write over existing text on the screen. (Text can always be
added to the end of existing material, whether INSERT is ON
or OFE)
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Spacebar

INSERT is a TOGGLE COMMAND: it may be turned back on
by entering the “V command again. There are many such
toggle commands in WordStar.

Wordwrap

If you use the Arrow Keys to move the cursor around the
screen, you will find that the cursor can be moved any place
on screen where there is text or spaces you've typed in with
the spacebar. But the cursor cannot move to parts of the screen
where nothing has yet been written. To move into an “empty”’
area of the screen, use the spacebar.

The SPACEBAR adds spaces. If you use it within text, the text
will move aside just as if you were typing in words. This is one
way to move text around on the screen.

When you're typing and the cursor reaches the right margin,
the next word you type will jump down to the beginning of the
next line, as if you had used the RETURN key. This is called
Wordwrap, and the RETURN that WordStar inserted for you is
called a soft RETURN — ones you put in are called hard
RETURNS.

WordStar is able to add or delete soft RETURNSs during
editing; hard RETURNS cannot be deleted by WordStar: you
have to delete them yourself.

For this reason, you should not use the RETURN key when
you reach the right margin. Instead, only use the RETURN key
to signal the end of a paragraph or to put spaces between
paragraphs. If you put RETURNS into the middle of a
paragraph, you will lose some of WordStar’s most useful
editing features.

Wordwrap also automatically right justifies your text on

screen. This means the right side of the text lines up evenly,
the same way it does in a book or newspaper.

25
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Special Keys

WordStar justifies the right margin by adding extra spaces
between words on some lines. These are soft spaces: WordStar
put them there, and WordStar will remove them if they are no
longer needed, or add more when necessary. Spaces you put in
with the spacebar are hard spaces and WordStar won’t delete
them. You can delete both hard and soft spaces.
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Use the character and number keys on the keyboard to enter
those characters or numbers onto the screen at the cursor
position. Typing at the Osborne Executive is like typing at a
typewriter except that what you type appears on a screen
instead of on paper.

TAB

The TAB key moves the cursor to the next tab setting, in the
same way as a typewriter. Tabs are automatically set every five
spaces when WordStar is started. The TAB is a repeating key.

Press the TAB key several times, typing in text between Tabs.
The TAB actually adds five hard spaces to the line. To delete
the indentation created by a Tab, delete each of the five
spaces.

The RETURN key is the same as on a typewriter.
There is one important exception, however: Wordwrap.

Because of Wordwrap, you should only use the RETURN key
at the end of a paragraph.

As on a typewriter, this key produces capital letters, or the
character shown on the upper half of a number or symbol key.
(Note: you can redefine exactly what each key stands for on
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the keyboard with the CHARGEN feature of the Osborne
Executive. This gives you access to special symbols and
characters from other languages. CHARGEN is explained in
Volume 4—Operating Systems—CP/M Plus.)

[CAPS LOCK]

When pushed down, this key causes subsequent letters only to
appear in capitals. Press the CAPS LOCK again to release.
Numbers and symbols are NOT affected by the CAPS LOCK:
you still have to use the SHIFT key on those.

In Osborne documentation and in the WordStar menus, the
symbol for the CTRL key is ~. The CTRL key is used together
with another key to form a command that WordStar will
follow. For example, “[G] means “hold down the CTRL key
and press the [G].”

The CTRL key is like a shift key and is used the same way.
When it is held down, the keys you press issue commands to
WordStar instead of letters.

In the Opening Menu, you are only issuing commands, not
typing in text; so WordStar can be addressed directly with
single-letter commands and no CTRL key.

But once you enter a document to edit or write, you must be
able to distinguish between keystrokes you intend as text to

appear on screen, and keystrokes you intend as commands.

You use the CTRL key to do this, signaling to WordStar that
the next key pressed is part of a command rather than text.
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Moving the
Cursor

Substitute
Arrow Keys

B[ B] Arrow Keys

The four arrow keys on the keyboard cause the cursor to
move one space or character right or left, up or down. When
the cursor reaches the end of the existing text on a line or in a
document, it stops.

Like all the character keys on the keyboard and most of the
command keys, the arrow keys are repeating keys. Hold them
down and the cursor will move rapidly across the screen.
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The following commands move the cursor in exactly the same
way as the arrow keys: °S; “D; “E; “X. They form a compass on
the keyboard just like the arrow keys:

(Use with CTRL key:)
Up a Line
Left Character [S][D] Right Character

Down a Line

These commands are often used by typists who prefer to have
the cursor commands available in one hand.

You will find these commands listed under “Cursor
Movement” in the Main Menu. They were originally devised
for computers lacking arrow keys, but many WordStar users
prefer them over the arrow keys.
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Moving the
Cursor By
Word

Try using these commands as a substitute for the arrow keys to
determine which approach is most suitable to your typing
style.

Moving By
Screen

There are several ways to move through the text faster than
simply using the arrow or substitute arrow keys. These
commands are used while you are editing a document.

“[F] Word Right

You can skip over one word to the right in the text. If you are at
the end of a line, the command moves the cursor to the
beginning of the next line. This is a repeat key.

“[A] Word Left

Moves the cursor left one word (or to the next previous space).
At the beginning of a line, it moves the cursor to the end of the
previous line. This is also a repeat key.

These commands are extensions of the substitute arrow keys,
as seen in this diagram:

Not all of your document can appear on the screen at once. As
you fill the screen with text, the top of your document
disappears under the Main Menu. Later you can return to view
it, and the bottom part of your document is hidden from view
down ““below” the bottom of the screen.

29
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The computer views your document like a long scroll, with the
screen giving a view of whatever part of the document you
wish. When you are in the middle of a long document, the text
you've passed is “above” you in the document, the rest
“below” you. To see the next section of the text or the previous

‘section, use these commands:

“[R]1 Up a Screen

Use this command to display the previous screen of text (with
two lines of overlap). You go up a screenful to see the 20 lines
““above” your present position.

“[€] Down a Screen

Use this command to display the next following screen of text
(if any), taking you down a screenful to see the 20 lines
“below”” your present position.

Inserting and
Cursor Movement

Intermediate Level

Inserting

Moving By Line Two-Letter Commands
“Quick” Moving

There are two additional insertion commands:

“IN]Jor “[M] Inserting a RETURN

The first of these inserts a RETURN at the position
immediately to the right of the cursor. The text is pushed down
and away from the cursor, while the cursor remains at its
original position in the text.
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The main reason to use "N instead of RETURN is that it
pushes the text down (as RETURN would do) but leaves the
cursor behind. (RETURN of course takes the cursor with it.)
This is often used to create some visual space for editing and
inserting.

"M is an alternative to the RETURN key and is identical to it in
function in all ways. Like RETURN, the cursor moves WITH
the text that is moved down by the "M command.

“III- Substitute TAB Command

This is a substitute TAB command, "I, shown in the Main
Menu under “Miscellaneous.” It was devised originally for
keyboards lacking a TAB key and works the same way as the
TAB key.

Moving By

Line
"Wl Up aLine
This command is used to display the line above the top line on
the screen; it moves the text on the screen down one line to
make room. This is a repeat key.
2] Down a Line

- This command displays the line below the last line on the

screen; the text on the screen moves up one line. This is a
repeat key.

Two-Letter

Commands

Many WordStar commands consist of two parts: the control-
key /letter-key combination you've seen until now; plus an
additional key. To use these commands, hold down the CTRL
key and press the first letter, as usual. Release both keys and
press the second key.

31




WORKING WITH TEXT

1” Qui Ck”
Moving

For example: “[Q][E]means “hold down the control key and
press [Q], release both keys, then press [E]” In other words:

“[@] then

The reason for this two-part command is that the “~Q"”
command is actually a group of commands under the Q"
prefix. When you use “Q, you are telling WordStar that you
want one of the “Q group. The letter E is the specific one of the
“Q group you want.

Some two-part commands used in a document are similar to
commands used in the Opening Menu. The extra control
commands signal the beginning of a command. For example,
O = Copy a File in the Opening Menu corresponds to “KO in
a document; and E = Rename a File is the Opening Menu
version of the "KE command used in a document.

The “Q group of commands is called the “quick” group
because it includes cursor commands to jump from place to
place in your text more quickly than by moving letter by letter
or line by line. These commands are all used during file

- editing (i.e., while you are in a document).

"[@l[E] Top of Page Jump

Use this two-part command to jump the cursor to the top left
corner of the current screen.

"QlX] Bottom of Page Jump

This two-letter command jumps the cursor to the bottom right
corner of the screen.

"[@l[R] Beginning of File Jump

This command jumps the cursor to the beginning of the
current file. ’
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Warning!

If you are moving backwards a long way in the file—over four
pages or so—it is advisable to move to the beginning of the file
by using “[K][S](“temporary save”) instead of “[Q][R]

The text will be saved to the disk, and you will be returned to
the beginning of the document — the result is the same, but it
avoids some errors that can arise from jumping too far back and
forth in the file. See File Handling for more information on the

“KS command.

“al[c] End of File Jump

This command jumps the cursor to the end of the file.

~[@l[S] Left Side Jump

Moves cursor to column 1 (the first column on the left) of the
line it’s on.

“@ld] Right Side Jump

Moves cursor to the last character of the line it’s on.
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Inserting and
Cursor Movement

Advanced Level

Continuous Scroll

Continuous
Scroll

“QlW] Continuous Scroll Up
~@] Continuous Scroll Down

These commands will initiate a continuous, slow, line-by- line
scrolling through the document, up or down, until cancelled
by the Spacebar, or until the cursor reaches the beginning or
end of the file. This is a convenient way to view the entire
document before printout.

Press the Spacebar to stop the scroll.
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Deleting

Basic Level

Single Character Character Left
Word Right Entire Line
Line Right Line Left

Deleting Text

You can delete or erase text from your document with a variety
of WordStar delete commands. Some of them erase one
character at a time, some a word, and some delete a whole
section of text at once. First we’ll describe basic delete
commands; the more complex ones appear in the intermediate
and advanced levels.

When these delete commands are used to erase something
from the text, the remaining text closes up to fill in the space
created by the deletion.

"[G] Delete Character (At Cursor
Position)

“G is the Delete Character command. The character at the
cursor position is erased. Whatever follows the deleted
character moves to fill in the gap.

Move the cursor to a character in the middle of a line of text.
Use the *[G]command once. The remainder of the line is

pulled in to fill the gap.

Move the cursor to a space between two words. Use the 7[G]
command to erase the space as if it were a character.

If you move the cursor to the space at the end of a line and use
the "G command several times, you will eventually erase the
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Note:

RETURN at the end of the line. The next line will move up to
join your line. (See Reformatting later in this section to return
the paragraph to its original condition.)

Like many commands, "G is a Repeating command: if you
hold down the G combination, it will rapidly erase character
after character, the text to the right being reeled in and deleted.
Watch the screen when you delete to make sure you don’t
erase more than you intended.

“[Zor~[d] Delete Character Left

(The dash key is next to the equals sign on the upper row of
the keyboard.)

- These two commands delete to the left of the cursor. They are

identical in their operation. When you use either command,
the cursor moves left, erasing characters as it goes. Commonly
used to “back up” and erase while inputting, “- and ~ ¢ are
also repeating commands.
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“- and ~{ both correspond to the DELETE (or DEL) key referred
to in some computer manuals. Using these commands does the
same thing as pressing the DEL key on computers that have one.

"] Delete Word Right

This command deletes the word at the cursor position, erasing
from the cursor to the right.

If the cursor is on the first letter of a word, “T erases the entire
word, and spaces following it. If the cursor is in the middle of
a word, “T erases the right half of the word.

Example: EXECUTIVE Computer EXEC_Computer

cursor cursor
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Warning:

“T pulls the word “Computer”” up to the cursor position.

If the cursor starts on a space, all spaces on that line up to the
next word are erased.

If the word being deleted is at the end of the line, the RETURN
following it is not erased. Repeat the “T command to erase the
RETURN.

T is also a repeating command.

“[Y] Delete Line (All)

This erases the ENTIRE line the cursor is in. It doesn’t matter
where in the line the cursor is located, the whole line is
deleted.

A Quick
Look at
Reformatting

"Y is a repeating command. There may be a slight pause while

WordStar activates this command. Don’t hold down the Y

command while waiting for it to take effect, because that

may delete several extra lines by mistake. Simply issue the

command and release the keys: WordStar will register and carry
out the command for you.

The On-Screen Layout section of this manual has details
about reformatting. But in the course of adding and deleting
material from your document as you practice these commands,
you will find your paragraphs growing ragged and hard to
read. So here is a quick four-step lesson in “reformatting,”
which smooths out those jumbled paragraphs in just a stroke.
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Here’s how to reformat:

1. Put the cursor anywhere on the first line of the
paragraph that needs its line endings straightened out.

2. Enter the command “[B]. This is the Reformat
command.

3. WordStar will go through the paragraph, fill in short
lines and break off long lines until the right margin of
your paragraph is even again.

4. If WordStar can’t fit a word into the line without going
. past the right margin, it asks if you want to hyphenate
the word. For now, just bypass this decision by
repeating the "B command any time you are asked to
hyphenate. This will make WordStar continue through
the paragraph.

Deleting
Intermediate Level

Line Right Line Left

More Ways
To Delete

“[Al[Y] Delete Line to the Right

This is a two-letter command: ~Q, followed by Y.
Place the cursor in the middle of a line of text. Enter the
“[@][Ykommand: the rest of the line is deleted, from the

cursor position up to the end of the line (not counting the
RETURN). This is a repeating command.
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Deleting

“@"Eor [d]l" [ Delete Line to the Left

This command deletes a line of text from the cursor position to
the left margin.

This is the only two-key command in which it is necessary to
hold down the CTRL key for both letters in the command
(both the Q and the dash, or both the Q and the Left Arrow).

Advanced Level

Advanced
Deleting

Deleting From Within File

“K][I] Delete File (While Editing Another File)

With this command you can delete any file on either disk
while editing another file. After you enter “K]J, WordStar asks
you for the name of the file to delete. If the file is not on the
logged drive, precede the file name with the drive letter (A: or
B:). You cannot delete the file you are editing,.

This function is very useful for recovering from a DISK FULL
message during a save. Deleting a backup file or another
unneeded file will create the additional space needed on the
disk. More details are given in the File Handling section.
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Block Commands

Basic Level

Marking

Blocks

Begin Block End Block
Hide Block Move Block
Copy Block Delete Block

You can mark off a section of text, called a block, and
manipulate it: copy the block, move it to another place in the
text, write it as a separate file elsewhere on the disk, or delete
it. Blocks are part of the “K group of two-letter commands.

To “block” off text, mark the beginning and the end of the
block using these codes:

“K]{[8] Begin Block

First move the cursor to the beginning of the section of text
you want blocked off. Then enter the command ~[K][B]: the
symbol <<B> appears on the screen to show where the block
begins.

“[K][K] End Block

Now move the cursor to the end of the section being blocked
off. Enter the command ~[K][K]: the symbol <K> appears on
the screen to show where the block ends.

If you've marked the beginning of the block ("KB), setting the
end marker will cause all the text between the <B> -
(beginning) and the <K> (end) to dim on screen. The dim or
half-intensity text is the block. (The half-intensity is on the
screen only: it won't affect printout.) The Begin and End
markers disappear during this display.

d__
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Once you've marked off the block, you can manipulate it with
the commands shown below.

If you only mark one end of the block, or put the end marker
before the beginning marker, you'll get an error message when
you try to use the block. Press ESC and correct the mistake.

There is only one block active at a time. You can reset either
or both markers to new locations at any time, shrinking,
enlarging or moving the block as a result.

Moving the block moves the block markers with it; deleting
the block leaves the markers behind, side by side but turned
off (hidden from view). If you start to set the blocks and then
change your mind, you can get rid of the "B display by adding
a "KK anywhere, then entering "KH to turn it off (see below).

“K][H] Turn Off (Hide) Block

To turn OFF the half-intensity block display, or to turn it back
on, use this command. It’s a toggle, which means using “"KH
will switch the block display back and forth between ON and
OFF.

Only the half-intensity display is turned off: the block markers
themselves are still there, but hidden from view.

Blocks can only be used when ON (that is, when the block is at
half-intensity). Toggle "KH back on (i.e., repeat the ~[K][H]
command) to redisplay the half-intensity block markers or the
block itself.

It doesn’t matter where you are in the document; the block can
be used, turned on and turned off (you need not be near the
block to use it).

Block markers are deleted when the file is saved to disk.
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Using Blocks

Note:

42

When moving or deleting blocks, make sure you don’t split up
boldfacing or underlining command paits.

K] Move Block

This command moves the block to a location of your choice in
the file. Existing text at the new location is pushed to the right
just as if you had manually typed the material. The original
block is deleted from its old location.

1. ~[KI[B]to mark the beginning of the
block.

~[K][K] to mark the end of the block.
Move the cursor to the new location.
~[K][V] to move the block.

“[K][H] to turn off the block display.

Kl Copy Block

This command places a copy of the block at the location of
your choice in the file. It operates the same as the Move Block
command except that the original of the block remains in its
starting location. The copy of the block, now at the cursor
location, is now the block and is displayed at half-intensity. It
can be altered, recopied, moved, or turned off.

U S

1. ~[K][B] to mark the beginning of the
block.

2. “[K][K] to mark the end of the block.

3. Move the cursor to the new location.
4. “[K][C]to copy the block.
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Quick Tip:

REPEAT COPYING

To repeat a line or paragraph throughout a text, block off the
first occurrence, then copy it each time you reach a new
location where it's needed.

“K][Y] Delete Block
This command deletes the block. The space is filled by
whatever text follows.
1. "[K][B] to mark the beginning of the
block.
2. "[K][K] to mark the end of the block.
3. "[K][Y] to delete the block.

Quick Tip:

CHANGING YOUR MIND

If you issue the “K command, you can cancel it simply by
pressing the ESC key. Once you have entered the second key of
the “K command, and the process you ordered begins, the
computer is usually too fast to be stopped by the usual Interrupt
command, “U.
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Block
Commands

Intermediate Level

Block Size

Block Size
Begin Column Block
Using Column Blocks

Column Block
End Column Block

Marking
Column
Blocks

The size of the block is limited by available memory. A block
can be no larger than about six single-spaced pages of text.
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K] Column Block ON/OFF

WordStar is able to mark off and move blocks of text in
columns. A column is a square or rectangular area you define
within the text, and move, copy, delete, or write to disk like an

ordinary block.

Here’s an example of two columns:

One Column

This rectangle of the text is
one of the columns. It can be
marked off by block
commands and used just like
any other block, as you'll see
below.

Another Column

This is the other column,
which you can see is next to
the first column. With the
Column Block command in
WordStar, you can block off
this column separately from
the one on the left.
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Using
Column
Blocks

The Column Block mode is turned on and off with the toggle
command “KN. It's OFF unless you turn it ON. To check the
status of the command, enter “[K]and wait for the “K menu to
appear on the screen; look for “N Column now ON"’ or
“OFF”.

When you turn the Column Block mode ON, block commands
now function in Block mode as described below.

"KIE] Begin Column Block

As usual, you begin a column block by marking it with a
“KB. In this case, however, you are marking off the upper left
corner of the column.

“K]K] End Column Block

Here you mark the lower right corner of the block. As you do,
the block itself goes to half-intensity. (You can then adjust your
block markers if necessary.)

Having marked the column block, place the cursor at what
will be the upper left corner of the new column block
location, and use one of the Block operations: “[K][C](Copy);

~K1[V] (Move); “[K][Y] (Delete).

To move the cursor into an area of the file where you haven't
written anything yet, you may have to use the spacebar. The
column will fill in the rest of the area, adding spaces as needed
to keep the column intact in its original form.

If you move your column into the midst of existing text, the
existing text will be bisected to admit the new column. In the
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same way, if you take a column out of the middle of existing
text, the text that remains behind will close up to fill the gap.

If you move two columns next to one another as we did in the
sample above, WordStar considers the two columns to be one
big paragraph after that, even though visually they are two.
The reformat command and other editing functions will treat
the two blocks as one paragraph separated by spaces.

Column Block commands are particularly useful for moving
columns of numbers in reports and for constructing multi-
column newsletters.

The size limitations on column blocks are somewhat more
stringent than for other kinds of blocks because the computer
must include the material around the column in its
calculations. A “Block too long” error message may occur
more often. Simply subdivide the column and move it in
smaller pieces. Maximum column width in any event is 250
characters.
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Block

Commands

Advanced Level
Cursor Block Moves Inserting a File From Disk
Writing To Disk Related Commands

Cursor Block
Moves

The following commands jump the cursor to block locations in
your text.

“[Al[B] Move To Beginning of Block

Use this command to jump to the Begin Block <B> marker,
whether currently displayed or not.

“dl[<K] Move To End of Block

This command jumps the cursor to the End Block <K>
marker.

These commands turn the display ON if it is OFF.

They will also jump the cursor to the <B><K> markers
which are left behind side by side after a Delete Block
command.

“[d][V] Move To Previous Block Location

This command moves the cursor to where it was when you
first marked the block ("KB).
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Writing To
Disk

“[K][0]-[2] Set Place Markers

These commands are used to mark off important places in
your text during editing.

To set a Place Marker, positon the cursor at the place you wish
to mark. Enter the command ~[K], followed by a number
between 0 and 9; a numbered marker appears in the text at the
cursor. You can then use the “Q commands below to jump to
the location of that Place Marker.

The Place Marker remains displayed until you set it in another
place in the text, or until you save the text to the disk. The
marker is not saved. To turn off a marker, put the cursor beside
the marker and repeat the Set command using the same
number.

"@l[0]-[8] Jump To Place Marker

This command jumps the cursor to the Place Marker you set
using the command above. Enter “[Q] followed by a number
from 0 to 9.

The "Q0-9 command is faster than most other ways of moving
through your text. The maximum length of cursor movement
backwards is about 10 pages. More than this may introduce
errors into your text.
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~[KIW] Werite Block To Disk File

Block Mode: This command creates a new file on the disk
containing a copy of the block you've marked.

This command is issued while you are editing a file. Block off
the section of text you wish and enter the command ~[k][w].
WordStar asks you for a filename to use for the block. Enter a
filename following the usual rules for WordStar filenames.
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Press [RETURN], and the block is saved on the logged disk under
that filename.

You cannot transfer a block into an existing file on the disk.
Use the Read a File command described below to accomplish
the same thing in another way.

You can store the block on the other (nonlogged) disk by
preceding the filename with the disk drive letter and a colon.
For example, to file SAMPLE.ONE on the nonlogged drive A,
answer the filename prompt with

AL E] Al M P E]C I [E]

This ability to write to either disk is especially useful for
recovering from a DISK FULL error message, when you need
to break up your document into smaller files for storage.

The original of the block is still in the file you are editing and
can be copied, deleted, moved, or rewritten under another
name.

The Interrupt Command, “U, cancels the Block Write

commands at any time before you press the final final
RETURN key.

Writing Out Column Blocks: WordStar won’t write to disk or
read in a file while Column Block mode is turned ON.

To write a column block to disk, therefore, follow this
procedure:

1. Mark off the Column Block and move or copy it to the
end of the file.

2. Enter “[K][N]to turn OFF the Column Block mode.
3. Use the “[K]W] command to write the block to disk.
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Inserting a
File From
Disk
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“KIR] Read Another File Into Open File

This command allows you to merge files together.

1. Open a file for editing.

2. Move the cursor to where you want to insert the second
file.

3. Type the Y[K][R]command. Answer the prompt with the
name of the file you want.

A copy of the file is inserted in the document you are editing,
beginning at the cursor and moving all following text out of
the way. The original file still remains on the disk.

A block of text can be moved from one existing file to another
one in two steps. First mark the block off in the first file and
write it to disk. Then edit the second file and read in the block
from disk.

When inserting a file, use "KS to backup the resulting file. This
will protect against loss of data as the open file grows larger.
This is particularly advised for insertions reaching about ten
pages in length. It is further advisable to break up files larger
than ten pages into several smaller ones before inserting them
into an open file; use “KS to save the growing open file
between insertion commands.

WordStar won’t> read in a file while Column Block mode is
turned ON.




WORDSTAR

Related
Commands

K] View File Directory

This command turns on the File Directory listing of the logged
drive while you are editing a document. This command is a
toggle: enter it a second time to turn the directory off.

“KI[L] Change Logged Drive

To see the other disk drive directory while editing a file, first
use this command to change the logged disk drive. The File
Directory will then show names of files on the other drive.

When you change the logged drive while editing a document,
blocks written out to file ("KW) will go to the newly logged
drive unless you specify otherwise. However, the document
you are editing will still be saved on the disk it’s presently on.

If an open file is entirely in memory (has no overflow on disk),
it may be possible in an emergency to remove the logged data
disk and log in a new one, then save the open file on the new
disk; however, this is risky and won’t work consistently.

~K] Delete A File From Disk

This command lets you delete a file that is on the disk while
editing another file. It is the in-file equivalent of the Y
command you see in the Opening Menu. It can be used to
delete a temporary file, or to create extra room on the disk
when in danger of having a full disk.

Type the "KJ command and answer the prompt that asks for
the name of the file to delete. Put the disk drive letter and
colon before the filename if the file is not on the logged drive.
You cannot delete the file you are editing (you can delete its
existing backup file, however). To cancel this command, use

“[U] before pressing the final [RETURN].
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Find and Replace

Basic Level
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Find ' Find & Replace
Repeat Find & Replace

The “Find” command in WordStar quickly searches through
the text to find any character, word, phrase or symbol you
want. It jumps the cursor to a specific part of your document.

The “Find & Replace”” command searches for the requested
item, then replaces it with a character, word, phrase or symbol
you choose.

Use Find & Replace, for example, to replace one name in a
document with another name; or to insert a long standard
phrase (like “Atchison, Topeka & Sante Fe”’) without typing it
repeatedly.

You can Find and Replace any item or keyboard character
except certain command characters. WordStar will Find and
Replace items up to 30 characters long.

Enter the “Q part of any Find or Find & Replace command,
then pause: the Quick Menu appears in the menu area of the
screen. This menu summarizes the commands explained in
this Find and Replace section.
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Find

“Ql[F] Find an Item in the Text
To use, type the command “[Q][F].

This prompt appears in the upper left corner of the screen:

= )

Type the character(s) you're looking for. You then have two
more choices:

Press to bypass the Options list.

Or press to get the following prompt:

( OPTIONS? (? for Help) )

The options include searching for whole words only, ignoring
capitalization, and counting down a specific number of
examples. The options are explained in the Intermediate Level
below. You can also get an on-screen list of them by pressing ?
at this point.

If you wish to bypass the Options, press again.

After you've specified the item to Find or selected your
options, Find searches the file for the first occurrence of the
item specified. “‘First” means first occurrence after the cursor
position when you issued the command. You can use the Find
command from the beginning of the file, or from some point
within the file: the search will proceed forward from that
point.
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Find will go all the way to the end of the file looking for the
item specified. If it doesn’t find the item, you'll see this
message: ‘

( ***NOT FOUND - “‘(item name)’’ *** Press ESCAPE key j

The item you asked for is repeated (““item name’) so you can
check that you got it right. Press the ESC key to leave the Find
command, leaving the cursor at the end of the file.

Quick Tip:

CURSOR MOVEMENT

Enter “[Q][P]to jump the cursor back to its position when you
gave the Find command.

The computer is very literal-minded; it looks for exactly what

you typed. For example: if you ask for “the” it won’t catch “The"”

because of the capital T. (In a moment we’ll describe the Option
‘ for ignoring capitalization.)

When looking for an item you requested, Find will also
include soft spaces inserted between words by WordStar. That’s
how exacting Find can be. You'll quickly get a feel for Find’s
way of looking at things.

To interrupt a search, use the Interrupt command "“[U]
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Find &
Replace

~al Find & Replace

Use this command to find an item and replace it with another.
When you enter “[Q][A], WordStar responds with the Find
prompt:

= )

Type the item you want to find (up to 30 characters), then
press [RETURN]. The next prompt is:

[ REPLACE WITH? )

Type the new item (up to 30 characters) and press [RETURN].
(Or press ESC to bypass the Options prompt.) "

You have two choices again.

1. Press [RETURN] to display the “Options?” prompt. Then
select one or more of the Options or press to
skip them.

2. Or you can press ESC to bypass the Options prompt.

WordStar then proceeds to the first occurrence of the phrase
you requested, and STOPS.

In the upper right corner of the screen you will see:

( REPLACE? (Y/N) )
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To confirm that you want to replace the item here, press
for Yes. The phrase is immediately replaced.

Use the Reformat ("B) command to fix the line endings and the
text’s appearance.

If you DON'T want to replace the item at this location, press
for No. The Find & Replace command ends and the cursor
remains at this point in the text.

To interrupt Find & Replace, use the Interrupt command “[U].

“[E] Repeat Find/Repeat Find & Replace

Using this command will immediately repeat the Find or Find
& Replace command last entered. Simply enter the command
“[C] — the rest is automatic, and faster than re-entering

the sequence.

This command works even after you save one file and open
another, as long as you haven’t restarted WordStar.
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Quick Tip

Find & Replace can be used to zip through a file and repeatedly
DELETE as well as simply replace. Here’s how to Delete using
Find & Replace:

1.
2.
3.

4.
5.

USING FINE & REPLACE FOR DELETIONS

Enter “[Q][A]
Type in the phrase you want to delete.

In response to the REPLACE WITH? prompt, press
— DON'T enter any characters, just the RETURN
key. (That means “no replacement.”)

In answer to the OPTIONS? prompt, press

You will be asked to confirm the deletion when the item is
found. Enter [Y]and the item is erased without replacement.

Using the “[L] Repeat command, you can quickly skip down (by
saying N to the “Replace? (Y /N)” prompt) to each place
where you want to delete.
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Find and
Replace

Intermediate Level

Options Special Search Codes

Options

When you enter “QF or “QA for a Find or a Find & Replace,
WordStar asks “OPTIONS?” Here is a list of the options
available.

When the Options are first called for, you can enter a question
mark (?) to get an on-screen quick listing of these options.

W = Whole Words Only: Searches for an entire word; won't
stop if your item is part of a longer word (if you enter “the”, it
won’t stop at “anthem”).

U = Ignore Case: Ignores upper and lower case in the item
searched for. For example, specifying “the” will stop the
cursor at “The” or “THe” or “tHe”.

N = Replace Without Asking (Find & Replace only): Will
replace an item without asking for confirmation (with
“Replace (Y/N)” prompt).

G = Replace in Entire File (Find & Replace only): Goes
through the whole file, replacing the item each time it occurs.
Asks for confirmation each time. Combining N and G will
replace the item throughout a document without stopping for
confirmation.
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Special
Search Codes

B = Search Backwards: Starts at the cursor position and
searches back toward the beginning of the file. (Otherwise
Find and Find & Replace operate forward from the cursor
position.)

0 - 9 = In Find, entering a number will move the cursor down
to that occurrence of an item. For example, entering the
number 5 moves the cursor to the 5th occurrence of the item.
In Find & Replace, entering the number 5 will replace the first
5 occurrences (prompting for each one unless you also select
“N").

Several of the options can be entered at once, in any order. For
example, in Find & Replace, the options SNGWU would
search the entire file, replace without prompting the first five
whole word examples of the requested Find item and ignoring
upper and lower case distinctions.

The Find and Find & Replace commands can include special
codes which increase their versatility. (As with all “[P]
commands, only the second part of the command actually
appears on screen.)

“F1"[A] Match Any Character

Including this code in a searched-for item causes WordStar to
look for a ““wild card”” character at that position in the item.
For example, specifying NA"P~AION (which appears on the
screen as NA~AION) will find the following: NATION,
NASION, and NA.ION. Use this command to search for a
variable character in the middle of a word.

“F11[S] Match Any Symbol Character

This is similar to “P~A except that it searches for spaces or
punctuation marks, NOT letters or numbers. For example,
NA~P~SION will find NA ION or NA*ION but not NATION.
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“[P]"[©] Match Other Than the Next Character

This code specifies a search for any character or symbol
EXCEPT the one following the code. For example,
NA"P*OTION means “find any but the T and would find
NASION and NABION but not NATION.

“F1"N] or~[N] Match a RETURN

This is a handy command for finding RETURNS in your text.
To search for a RETURN, enter “[F]*[N] or just “[N]in the
FIND? portion of the Find or Find & Replace command. A "N
will appear on screen, and the command will look for the next
soft or hard RETURN in the text.
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Quick Tip

TURNING THE PAGE
You can “turn the page” of a document with the following:
FIND? "N OPTIONS? 55 RETURN.

Find will look for the 55th RETURN — since WordStar puts 55
lines on a page, the result is a cursor jump to the next page.
Then enter “[L](the FIND REPEAT command) and you will be
“leafing through” your file page by page instead of screen

by screen.

Speed Up Find & Replace: When you issue a Find & Replace

with the options N (Replace Without Asking) and G (Replace in

Entire File), the process can take some time since WordStar
stops to display each occurrence of the item.

You can speed up this process. When replacement begins, enter
any nonprinting character — for example, press the key,
or “[X} WordStar will stop displaying each replacement as it is
made. The operation is “behind the scenes” and nothing
appears on screen until the end of the file is reached.

Be sure you've issued the Find & Replace command correctly

because you won't see it in operation. Since nothing seems to

happen after the command, you'll have to be patient if you're
searching a particularly long file.

61




WORKING WITH TEXT

Find and
RePIace

Advanced Level

Finding
WordStar
Commands

Finding WordStar Commands “‘Boilerplate” Insertions
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Most WordStar commands that appear in the text can be the
object of a Find or Find & Replace command. Dot commands,
for example, can be searched for as if they were ordinary
characters. Some commands are a bit more elusive, however,
and may take some experimentation.

Most of the “P group of print control commands can be located
by the Find and Find & Replace command. There are five Print
Control Commands that cannot be found or replaced in this
way because they have special meanings for Find & Replace:
~A,"S, "0, "N and "U (see Special Search Codes above).

Here’s how to Find and Replace commands in the “P group.
We use the Boldface command, “PB (which displays in the text
file as “B), as an example.

To Find the Boldface marker, type the Find command ~[Q][F];
enter “[P]and then "[B](that’s CTRL-B, not just B!). “B appears
on the prompt line.

To REPLACE an item with a print control character, enter the
print control character in the Replace portion of the Find &
Replace command. Be sure to use the CTRL key on BOTH the
P and the B parts of the command.

This procedure works with all the usable “P commands.
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Quick Tip

“BOILERPLATE” INSERTIONS

You can use Find & Replace to insert a long, cumbersome
phrase that appears over and over in a document. There are two
ways to do it. We’ll use “Atchison, Topeka & Santa Fe” as an
example.

First Method:

1. Enter a symbol (such as $ or @) in the text instead of the
phrase.

2. Then go back and Find all occurrences of that symbol and
Replace with “Atchison, Topeka & Santa Fe.” Use
“[L](Repeat) as often as needed.

Second Method:

1. Initiate Find & Replace before starting to type the document.

2. For Find? enter [RETURN | (meaning “nothing”).

3. For Replace? enter “Atchison, Topeka & Santa Fe.”

4. For Options? choose [N](Replace Without Asking).

5. As you write the document, when you're ready to insert the
phrase:

® enter a space
® back the cursor into the space

® gnd enter the Repeat Find & Replace command "L.

WordStar inserts “Atchison, Topeka & Santa Fe”' at the cursor
position, and you can continue composing your document.
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On-Screen Layout

Basic Level

Reformatting

Reformatting Hyphenation
Centering Line Spacing

These commands affect the appearance of text on the screen.

64

"B] Reformat Paragraph

WordStar “'right-justifies” as you type, lining up the right side
of the text evenly along the right margin.

Editing changes can make these line endings uneven. "B
straightens them up again. Even with Right Justification
turned OFF, reformatting will adjust line endings to fall
within the right margin zone (see Ragged Right (Justify) later in
this section).

To use Reformat, move the cursor to the first line of the
paragraph to be reformed. The cursor can be at any point in
the line.

Enter *[B]. WordStar will reform the paragraph.
WordStar reformats by moving words between lines, and
adding spaces between words to create an even right margin

(except when Justify is OFF).

If a hyphenation decision is required, WordStar will ask (see
below).
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Note:

If you put the cursor on a line in mid-paragraph then enter “B.
WordStar will reformat the remainder of the paragraph
starting at that line. This means you can reformat beginning at
the point where changes were made to the paragraph.

Hyphen Help

Special Lettering commands such as Boldface and Underline
(explained in a later section) insert special codes on the screen
to show where special lettering will take place during printout.
These codes will make the line endings of a paragraph appear
to be out of alignment, even after using the Reformat command.

In fact, the line endings will be correct during printing since
the special codes themselves are not printed. You can confirm

proper paragraph line endings with ~OD, the “Command

Display OFF" command, which will cause these special codes

to disappear from the screen (they will still function during
printout). Repeat the command to turn them back on.

WordStar reforms the paragraph without using hyphens if
possible. But when a word is too long to fit or to bring down to
the next line, WordStar will stop reformatting at that word and
display this message:

TO HYPHENATE, PRESS -. Before pressing -,
you may move cursor:  “S=cursor left,
“D=cursor right.  If hyphenation not
desired, type “B.

The cursor is on the word needing hyphenation, at the place in
the word where the hyphen should be placed. A WordStar
feature called Hyphen Help incorporates basic hyphenation
rules to determine this.
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You have choices:

1. Press the hyphen (dash) [-]key, and the hyphen
appears at the cursor location. Reformatting of the
paragraph then continues.

2. Move the cursor, using the arrow keys or the character
movement commands ~S or "D, to another part of the
word. Press the hyphen (dash) key. The hyphen
appears at this location, and reformatting of the
paragraph continues.

If the hyphen is beyond the right margin, however, the
entire word is brought down to the next line and
reformatting stops. To correct, erase the hyphen, move
the cursor up a line, and enter “[B] to begin
reformatting again. This time, when asked to
hyphenate, choose a location within the margins.

3. Press "[B]to refuse hyphenation. The word is brought
down to the next line and reformatting continues.

The hyphen created during reformatting is a “soft hyphen”
and is displayed on screen at half-intensity. A soft hyphen
prints out only if when it is the last character in a line.

If you edit and reformat a paragraph and move the
hyphenated word to the middle of the line, the hyphen will
remain visible on the screen at half-intensity. However, it will
not print.

Should the hyphen be needed again in reformatting, WordStar
will use it automatically.

A paragraph with unused soft hyphens will appear to have
uneven line endings, but it will print out properly.
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Centering

“0][c] Center the Line

To center a line between the current margins, enter “[0]
while the cursor is on the line.

You may use this command when you reach the end of the line
and before entering the RETURN; or you may move the cursor
back to the line to center it.

An item can be re-centered due to changed margins or altered
text.

The text to be centered can extend beyond both margins and
will still be centered properly.

Centering ignores spaces preceding (leading) or following
(trailing) the text, except special Non-Break Spaces created by
the "PO command.

Enter the “O part of the centering command and pause: the “O
On-Screen Menu appears in the menu area of this screen. This
menu summarizes the “O two-part commands explained in
this section.

If Special Lettering commands such as Boldface or Underline
are used in a line, the codes they leave on screen may make
the line appear to be centered wrong. However, it will print
correctly. The “OD, Command Display OFF, command will
cause these special codes to disappear from the screen
temporarily; repeat the command to turn them back on again.
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Line Spacing

On-Screen
Layout

“oIEI0]-E]

WordStar displays and prints text single-spaced unless
instructed otherwise.

To change line spacing, use the “OS command. WordStar asks
you to select a spacing from 1 to 9. Enter the number desired.

Subsequent typing and reformatting will adjust to the
requested line spacing.

Reformatting ("B) will not change the number of blank lines
between paragraphs.

See also the dot command .LH in the Print Controls section for
another way of creating temporary spacing variations during
printout.

Intermediate Level
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Indent Hyphen Help
Left Margin Justification
Set Tabs Right Margin
Decimal Tab Clear Tabs
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Paragraph
Indent

“0][G] Paragraph Indent

This command is used to create indented paragraphs. It sets
up a temporary left margin indented one tab setting to the
right of the current left margin. This is called the Paragraph
Indent or Temporary Left Margin command.

Enter the command ~[0][G] and watch the rule line (the row of
dashes and exclamation points at the top of the page).
WordStar highlights the dashes from the left margin marker L
to the first ! to show the indented area. The next paragraph
demonstrates the results of the command.

Type in text to see the effect of the 706G
Paragraph Indent command. As several lines are
typed, the left side of the paragraph is indented
to the first tab setting.

Pressing RETURN at the end of the paragraph ends the Indent
command and the rule line highlighting.

You can enter a series of “OG commands to indent the left
margin as many tab settings as you wish. The highlights on
the rule line will indicate the extent of the indent.

A paragraph already entered can be reformatted using the
paragraph indent command: Move the cursor to the first
character to be indented and enter the number of “OG
commands desired. Then enter "B (Reformat). The paragraph
will be reformatted with the new indented temporary left
margin. Moving the cursor outside of the paragraph being
reformatted will cancel the Paragraph Indent command.
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Hyphen Heip R

Hanging Indents This is an example of a hanging indent: a
paragraph whose first linen begins at the left margin
but whose subsequent lines are indented. To form a
hanging indent, type in part of the first line until the
cursor is past the first tab setting. Pause to enter the
“OG command, then continue typing: the remainder
of the paragraph will be indented.

Reformat a paragraph as a hanging indent in the same way:
move the cursor past the tab setting to which the indent will
be moved; enter the “OG Indent command; then enter the "B
reformat command. '

Ragged Right
(Justify)

"[GI[H] Hyphen Help ON/OFF Toggle

WordStar normally asks for hyphenation decisions. This
function can be turned OFF by entering the Hyphen Help
command toggle “OH.

When Hyphen Help is OFF; WordStar will not attempt to

“hyphenate words, but will reformat the paragraph by bringing

words down to the next line when necessary. Hyphen Help is
a toggle switch: turn it back ON by entering the “OH
command a second time.

Without Hyphen Help, some lines may have a lot of space in
them to spread the words across the page for right
justification. Some prefer Hyphen Help OFF during early draft
stages, turning it back ON for the final draft.
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"[Gl[3] Right Justify ON/OFF Toggle

WordStar normally right-justifies all text — entering soft
spaces where necessary to make the right side of paragraphs
line up evenly.
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Left Margin

Right Justify can be turned OFF by entering the “OJ toggle.
When it is OFF, the right side of paragraphs will end near the
right margin as with an ordinary typewriter. Non-justified text
is sometimes called RAGGED RIGHT. This WordStar manual
is composed with a ragged right margin.

Right Justify is a toggle command: turn it back ON by entering
“0]J a second time. Hyphen Help operates in the usual way
when Right Justify is OFF.

When Justify is OFF and ragged right margin is in effect, no
soft spaces are inserted in the text. Further, reformatting will
remove all soft spaces from a paragraph if Justify is OFF.

o] Set Left Margin

To set a new left margin, enter this command. WordStar asks
you for a new left margin value.

You can enter a number for the left margin, then press
RETURN. Default value for the left margin (its normal setting)
is 1. The WordStar line is 128 characters wide.

Or you can press the ESC key; WordStar will set the left
margin at the present cursor position. You must have the
cursor already at the point where you want the left margin
before starting the “OL command.

There is no need to change the default left margin to ensure
correct printout. The left margin value of 1 includes an eight-
space left “gutter’”” or automatic left margin that indents the
printer about one inch during printing. If you change the left
margin setting, it is to indent the text still farther.
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Right Margin
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"[0][R] Set Right Margin

To change the right margin setting, enter ~[0][R]. WordStar
asks for a new right margin value. The default (normal) right
margin setting is 65.

You may enter the number you wish for the right margin and
press RETURN.

Or you can press ESC to enter the current cursor position as
the right margin. The cursor must already be at the point
desired before initiating the “OR Set Right Margin command.

Maximum right margin setting is 240 characters. Screen width
is 80 characters. If the right margin is set past 80, when your
typing reaches the right side of the screen, the screen’s view
will shift to the right 20 characters so you can see what you
type. Every 20 characters thereafter, until the right margin is
reached, the screen’s view of the page shifts to the right to
keep the cursor in sight.

If your margin settings are too wide for your printer, excess
text may spill over from each line onto a new line, creating
irregular printouts.
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Quick Tip:

AUTOMATIC REPEAT REFORMATTING

The Reformat command ~B reforms one paragraph at a time. An
entire document can be reformatted automatically by using the
Reformat command together with the Quick Repeat command

“QQ.

To use, simply precede the “B command with the ~QQ
command: “Q Q "B.

The ~QQ command, which means “repeat the next command
indefinitely,” causes the "B command to be reissued after each
paragraph.

The command can be cancelled by pressing the spacebar.
Otherwise reformatting continues until the end of the
document, When the end of the document is reached, press the
spacebar again to turn off “QQ.

Once reformatting has begun, press a number between 0 and 9
to speed up or slow down the speed at which reformatting takes
place: 0 is the fastest speed and 9 the slowest.

Some side effects of automatic reformatting: if a Hyphen Help
decision is called for, the Quick Repeat command will be
cancelled. It is therefore advisable to turn Hyphen Help OFF.
Reformatting will reform every paragraph to current margins
and current tab settings, so if you had indented paragraphs,
they will be unindented. Reformatting has unpredictable effects
on centered lines.
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Tabs: Set &
Clear
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~[G][1] or "[0] Set Tab

WordStar automatically sets a tab every five spaces. The “OI
command lets you set tabs in other locations.

Enter *[0][T] and WordStar asks:

For decimal tab stop enter ‘‘#‘' and decimal point col.
SET TAB AT COLUMN (ESCAPE for cursor column)? j§i

Enter a tab setting by typing the number of the tab location
desired, then press RETURN. The tab is set, as indicated by a !
on the ruler line at the location requested.

Alternately, you can place the cursor at the location desired,
enter the “OI Set Tab command, and then press the ESC key
instead of entering a number. The tab is set at the cursor
location, as indicated by the ! on the ruler line.

“[6][N] Clear Tabs

This command allows removal of specific tab settings or all tab
settings.

To clear a tab setting, enter “[0][N]. WordStar asks:

For decimal tab stop enter ‘‘#’’ and decimal point col.
CLEAR TAB AT COL (ESCAPE for cursor col; A for All)? |§

Enter the number of the existing tab setting to be cleared.

To clear ALL tab settings, enter A.
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Decimal Tabs

A tab setting can also be cleared by moving the cursor to the
tab location, entering the “ON Clear Tab command, and
pressing the ESC key. The tab setting at the cursor location (if
any) will be cleared.

The default of a tab setting every five spaces can only be reset
automatically by exiting and restarting WordStar.

“O][11E] Decimal Tab Set

Decimal tabs are used for entering columns of numbers so
they line up properly.

‘When you tab to the location of a decimal tab setting and start

typing, the cursor remains at the tab position, while the
number you type is pushed to the left.

This continues until you type a decimal point (. - a period) or a
space. Thereafter, whatever is typed is entered to the right of
the decimal point or space, as in normal typing.

The result is that numbers in a column are properly lined up
along the decimal point. Here is an example using two
identical columns of numbers, one typed using Decimal Tab,
the other using a regular tab setting:

With Decimal Tab With Regular Tab
#* *
34.75 34.75
$1,474.13 ' ' $1,474.13
1 1
12 12
123 123
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The decimal tab lines numbers up as you type. With a regular
tab, you would have to add the right number of spaces to
make everything line up.

To SET a decimal tab, enter ~[0][1], Insert Tab. Follow the
instructions given in the on-screen WordStar prompt:

For decimal tab stop enter ‘‘#’' and decimal point col.
SET TAB AT COLUMN (ESCAPE for cursor column)? |

by typing the number sign (#) before entering the column
number for the tab setting.

As with regular tabs, you can also use ESC to set the tab at the
cursor’s location, after entering the #.

The decimal tab location is shown on the ruler line by a #
instead of by the “!"" used for regular tabs.

When you tab to the decimal tab location, the word “decimal”
appears on the top line of the screen. Anything typed at that
location will follow the decimal tab rules described above.
This includes text, so remember to delete the decimal tab
when it is no longer needed.

It is not necessary for the numbers being used to have decimal
points. For round (nondecimal) numbers, set the decimal tab
one character to the right of the last digit of one of the
numbers. Notice the whole numbers in the example above and
their location relative to the decimal tab setting.

Clear a decimal tab with the “ON Clear Tab command in the
same way as a regular tab (no # is needed).
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On-Screen
Layout

Advanced Level

Margins Fixed Tabs
Wordwrap Special Screen Displays

More
Margins

"[Cl[F] Use Existing Margins

This command changes the left and right margins to match
those of an existing paragraph. This is useful for editing
documents with frequent margin changes.

Move the cursor to a line with text running from margin to
margin. Then enter “OF. The left and right margins will reflect
the width of that line.

“[GlX] Margin Release Toggle

This command disengages the left and right margins. Repeat
the command to end Margin Release.

Use this command to type past the right margin setting. It can
also be used as an alternative to Paragraph Indent for creating
a hanging indent: set the left margin at the indent column,
then use Margin Release to type headings to the left of that
setting (this was the method used for this manual).
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"Bl[v] - Variable Tab - Fixed Tab Toggle

Variable tabbing is the norm when a file is opened with the
D=Document command. Variable Tabs are automatically set
every five spaces and can be removed and re-set elsewhere
using the Tab Clear and Tab Set commands.

When the TAB key is pressed while Variable Tab mode is in
effect, WordStar inserts spacebar characters in the gap. There
is no “TAB” character as such: one edits a Tab in text by
editing the five spacebar characters.

Fixed Tabs are the norm when a file is opened with the
N=Non-Document command. Fixed Tabs are automatically
set every 8 spaces and cannot be deleted or re-set at different
positions: they are fixed. ‘

Fixed Tabs are actual characters: the 8 spaces are not filled
with spacebar characters, and the cursor cannot be moved into
the tab area in text. Fixed Tabs are edited like RETURNSs:
delete the Fixed Tab character and the entire tab area is erased.

Fixed Tabs are used by programmers who wish to save
program and memory space.

Use the “OV command to toggle between Variable Tabs and
Fixed Tabs. Toggling to Fixed Tabs does not change the
appearance of the Ruler Line at the top of the page: it still
reflects the settings of the Variable Tab mode, but the Tab key
reacts to the Fixed Tab settings. Toggling back to Variable Tabs
returns you to those settings, mcludmg any changes made in
the tab settings.
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Wordwrap
Toggle

"©clwl Wordwrap ON/OFF

Wordwrap is normally ON in Document Mode and
permanently OFF in Non-Document mode. In Document
Mode, the “OW command turns Wordwrap OFF, and when
repeated turns it ON again. (It cannot be turned ON in Non-
Document mode.)

Wordwrap automatically brings down to the next line words
which extend past the right margin setting. When Wordwrap
is turned off, you are obliged to provide the RETURN at the
end of your line yourself. There is no bell or right margin lock
to indicate when you have passed the right margin.

Wordwrap is sometimes turned OFF for the purpose of
entering charts, special diagram material or headings, so as to
prevent both the RETURN and the introduction of soft spaces
into the line.

A line written with Wordwrap OFF can be reformatted using

the "B reformat command, whether Wordwrap is ON or OFF.
RETURNS you entered to end lines while Wordwrap was OFF
are hard RETURNS for reformatting purposes.

Wordwrap is OFF in the Non-Document mode so the non-

ASCII representations of soft RETURNSs and soft spaces will
not be introduced into programming material.
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"[Olf1 Ruler Line Display ON/OFF

The ruler line display can be turned off and back on again
with the "OT command.

"6lb] Command Display ON/OFF

This command turns OFF the on-screen display of certain
WordStar commands that are normally embedded in text. The
Print codes created by the “P group, which are normally
displayed in text (e.g., Boldface Print ("PB) displayed as “B;
Underline ("PS) displayed as ~S); and all soft hyphens created
by Hyphen Help, are not displayed.

Since embedded print codes and mid-line soft hyphens make
line endings appear ragged, the “OD command is used to view
text as it will actually print out. It is also useful for checking
that columns of numbers or lists line up properly on the
screen.

Only the display of these codes is banished from the screen: all
commands are still active.

“[Gl[F] Page Break Display ON/OFF

In a Document file, the end of a page is indicated by a string of
dashes across the screen, with the letter “P” in the right flag
column.

The "OP command turns off the display of this page break
line. Repeating the command turns the displays back on.
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Note:

Page break display is permanently OFF when editing in Non-
Document mode.

In a Document file, when page break display is ON, the top
line of the screen displays the page number, line number, and
column number of the current cursor position.

When in a Non-Document file, or when page break display is
turned OFF while editing a Document File, the information
displayed on the top line is similar to the following;:

( B:FILENAME FC=7022 FL=182 COL 47 INSERT ON )

FC=xxxx - Displayed here will be the number of “FILE
CHARACTERS” in the document. File Characters consist of
every character from the beginning of the file to the present
cursor position, including spaces and RETURNSs. Move the
cursor to the end of the file to determine how much memory is
consumed, at the rate of one character per byte of memory. For
text files, divide the number by six for an approximate file
word count.

FL=xxx - number of LINES in the document up to the cursor
position will be displayed here.

Status of the toggle commands can be seen on screen by entering
~O. The On-Screen Menu is displayed, showing the status of
wordwrap, ruler line, justify, variable tab, hyphen help, soft
hyphen entry, print control display (command display), and

page break display.
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ﬂ)ecial Lettering

Basic Level

Underlining

Underlining Boldface

Boldface

“[F1[S] Underline ON/OFF

To underline a word, do not use the underline stroke key (—).
Instead, enter the Underline command “PS once before the
first word, and again after the end of the word or phrase to be
underlined.

The symbol S is displayed on screen to show where the
underline begins and ends. It makes the line appear to go past
the right margin; it prints out justified, however.

You must bracket the item to be underlined because the
command is a toggle; using it once turns underlining ON; it
stays on, underlining every printing character, until used a
second time to turn underlining OFF.

This command underlines characters but not the spaces

- between characters. To get a continuous underline, use the

Underline key on the keyboard between words (which will
interfer with Wordwrap, so use it with caution on multiple

lines).
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“[Fl[e] Boldface ON/OFF

This command causes the printer to overstrike the item three
times, making it appear darker.
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Special
Lettering

To emphasize the effect, on printers capable of incremental
spacing each of the three strikes is offset slightly, making fatter
as well as darker characters.

This is a toggle switch and must bracket the character, word or
phrase you wish boldfaced. “PB stays ON until a second “PB
turns the effect OFF.

The screen displays "B to show the presence of the command.
The paragraph will appear to have an uneven right margin,
but will print out justified.

Intermediate Level

Double Strike

Double Strike Non-Break Space
Hard Hyphen Superscript and Subscript

“Flld] Double Strike ON/OFF

Double strike is similar to Boldface, except that the printer
strikes twice instead of three times, and does not use offset
printing.

Double strike, which is also a toggle command and must be
repeated to be turned OFF, is sometimes used with a carbon

ribbon to obtain a crisper printed copy.

"D is displayed on screen to show this toggle command.
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“[Pl[6] Non-Break Space Character

This command enters a ““hard” space between words such that
WordStar will not insert additional soft spaces or a soft
hyphen.

For example, in the phrase “May~O17th, 1983,” the use of the
command “PO instead a spacebar will ensure that the word
““17th” will not be brought down to the next line by
Wordwrap.

The command “PO, when it is the only form of space between
two words, will also prevent WordStar from adding soft spaces
between two items. For example, in numbered paragraphs the
number of spaces between the number and the first word of
each paragraph will vary as soft spaces are added to justify the
line. This can be prevented, and the paragraphs aligned
properly, by using Non-Break spaces instead of ordinary
spaces between the number and the first word of each

paragraph.

The Non-Break Space will only work if it is the only kind of
space dividing the two items.

Non-Break Space is displayed on screen as ~O.

If there are insufficient other words in the line to allow proper
right-justification, WordStar will leave the line unjustified.
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Hard
Hyphens

“[Ol[E] Soft Hyphen ON/OFF
“PIE] “Hard” Hyphen Character

These two commands are used together. Hyphens (dashes)
you type are normally “hard” hyphens — they will always
print out. When reformatting ("B), hyphens entered in answer
to Hyphen Help are “soft” hyphens, are displayed on screen
at half intensity, and are only printed if they occur at the end
of the line. If reformatting puts the word back together on one
line, the soft hyphen will still display on screen at half-
intensity, but will not print.

When the “OE command is entered, all hyphens typed in
subsequently are soft hyphens, even ones you type in while
entering text. This command might be used to predivide long
words or foreign terms which the Hyphen Help program
might misdivide by applying English-language hyphenation
rules.

While the “OE command is in effect (it is a toggle and must be
switched off when done), you must use the “P- command if

you need a hard hyphen.

The status of the “OE command (default is OFF) can be
determined by viewing the “O Menu.
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Superscript
and Subscript

“Fl[v] Subscript ON/OFF

If your printer is capable of printing subscripts, this command
will toggle subscripting ON and OFFE.

An example of a subscript is the “2” in H,O.

Enter "PV where the subscript is to begin. A second “PV ends
the subscripting and returns the printer line to normal. (The
Superscript command will also end subscripting if the
increment values for both are the same.)

The presence of this toggle is indicated on screen by the
symbol “V.

“Fl@l Superscript ON/OFF

This command initiates superscripting, if your printer is
capable of superscripting. A second “PT must be entered to
end superscripting.

An example of superscript is the 2" in 102,

This toggle is indicated on screen by the symbol "T.

Note:

On printers that do not have incremental scrolling, the
superscripts and subscripts will roll up or down one full line.
You must doublespace to allow for this, or the super/subscript

will overprint another line. On other printers, the super/
subscript command will be ignored.
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Special
Lettering
Advanced Level

Alternate Pitch Set Pitch
Stop Print Overprint
Strikeout Ribbon Color

Special Print Wheel Characters  User-Defined Functions
Miscellaneous Control Characters

Alternate
Pitches

[P Use Alternate Character Pitch
“PIN] Restore To Standard Character Pitch

Pitch is the number of characters printed per inch of text.
Some printers offer two or more pitches. Most daisy wheel
printers, for example, offer 10 pitch (pica) as standard pitch
and 12-pitch (elite) as an alternate pitch.

Normally, 10 pitch is used. But the alternate pitch may be
selected by entering the command “PA into the document at
the point where the 12-pitch printing is to begin.

This alternate pitch printout continues until the Standard
Pitch command “PN is encountered in the text; printout is
returned to standard pitch.

If the printer is turned off and then on, the 10-pitch default
again takes effect.
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Note:

Set Pitch

It may be necessary to change the print wheel to take full
advantage of alternate pitch. Use the Stop Print command
described later to allow the change.

Pitch is controlled by sending a code, called the printer
initialization string, to the printer. The strings built into “PN
and “PA normally signify 10 pitch and 12 pitch to a daisy
wheel printer. You can use the .CW dot command (see Set
Pitch below) to assign other pitches to the “PN and "PA
commands.

“PN and "PA usually have no effect on dot matrix and other
non-daisy wheel printers, even with use of the .CW dot
command. However, if your non-daisy wheel printer offers
more than one character pitch (or FONT), you can use the
WordStar Install procedure (explained elsewhere in this guide)
to assign the required printer initialization string to the “PA
and "PN commands so they will work on your printer.
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CIE]w[4] - Set Character Pitch Value

This command sets the pitch to be used by the “PN and "PA
print commands described above.

Default character width value is 12 for “standard pitch”
("PN—equivalent to 10 pitch, see table below) and 10 for

~“alternate pitch” ("PA—equivalent to 12 pitch).

Character width is set in 1/120ths of an inch. Use the
following table to determine the character width number for
the command to get the desired character pitch.




WORDSTAR

Pitch
(Char. /inch) .CW “n”
5 24
6 20
7 17
8 15
10 12
12 10
15 8
20 6
24 5
30 4

This command must be on a line by itself and must be the first
characters on the line, beginning in column 1. No spaces may
precede the command and no text or other commands may
follow it, since WordStar ignores any commands or text on the
same line as a ““dot command”’ (WordStar commands which
begin with a period).

To use the Character Width command, type it in the text at the
point where you wish it to take effect.

The command affects the following line; it stays in effect until
the end of the file or until the next character width command.

The .CW command changes the character width value of the
Pitch command that is in effect at that point in the text. For
example, if Standard Pitch is active (if "PA Alternate Pitch has
not been entered by that point in the document, Standard
Pitch is active by default), then the .CW Set Character Width
command affects the value of the Standard Pitch command. It
does not affect the value used by the Alternate Pitch
command.
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Either Standard or Alternate Pitch or both can be altered
within a document as needed. Enter the Pitch command
which must be changed, followed by a Character Width
command to change its value. Then enter the next Pitch
command, followed by its Character Width command value.

The Character Width command only works with printers
having programmable character widths (usually daisy wheel
printers). Dot matrix printers cannot usually react to the
Character Width command: use a printer initialization string
(see the WordStar Install program instructions).

It may be necessary to change print wheels for best effect. See
the Stop Print command “PC for this purpose.
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Quick Tip:

THE DIFFERENCE BETWEEN “SET PITCH” AND
“ALTERNATE PITCH”

To clarify the difference between the “set character pitch” dot
command “.CW" and the “print character pitch” print
commands “PA /"PN:

B The dot command .CW is used to define the value
(pitch) of either or both of the print commands.

B The print commands “PN and ~PA instruct the printer
to begin using the value in the document.

If no Character Width command is issued, the print commands
use their default values of 10 pitch and 12 pitch (characters
per inch), corresponding to a character size (width) of 10/120ths
and 12 /120ths, respectively.

If no Print Command is issued, the document is printed out in
the default of 10 pitch.

The .CW dot command, which must be on a line by itself, takes
effect on the following line of the document. The print
commands “PA and “PN can be in the middle of a text line and
take effect on the next character of that line.

It is possible to use the Character Width command to set the
values of the print control commands at the very beginning
of a document, then issue the “PA and "PN commands as
needed in the document. It is also possible to change either
or both values in mid-document.

91




WORKING WITH TEXT

Special Print
Commands
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7] Stop Print

The “PC command causes the printer to stop printing at a
given point in the text.

This command is commonly used to stop printing so the print
wheel or the ribbon can be changed.

“Print Paused”” appears on the computer screen until the
printer is restarted by entering P (from the Opening Menu) or
“KP (if printing while editing a file).

Insert the command at any point in the document where the
printer should stop. It can be used as often as desired, even
several times on the same line. For example, to print
something in italics, bracket the item in “"PC commands.
During printout, the printer will stop before the word; change
the print wheel and restart with P (or “KP). The printer will
stop again after printing the italicized item so you can change
the print wheel again.

“[FI[H] Backspace and Overprint

This command causes the printer to back up one character,
then continue printing.

The result is that the printer will overprint one character on
top of another. Accents and other diacritical marks on foreign
words can be built up with this command.

The symbol “H appears on the screen to mark the location of
this command.
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"FlX] Strikeout ON/OFF

Using this command causes all the text between two “PX
commands to be printed with dashes through them.

The Strikeout command is commonly used to show deleted
text when revising certain kinds of legal papers.

~F] or “[F] Overprint Next Line

This command is used at the end of a line in place of an
ordinary RETURN or “M command. It causes the following
line to print on top of the line that ended with this command.

The RETURN key normally inserts in the text a RETURN to
the left margin plus a Line Feed to the next line. This

command, however, inserts only a RETURN without the Line
Feed.

On the screen the lines will be one after the other, but a dash
appears at the far right side of the screen in the Flag Column.

“FIY] Ribbon Color ON/OFF

For printers with selectable ribbon color, this toggle will cause
the text following the command to be printed using the
alternate color on the ribbon.

Using the command a second time toggles the printer back to
the standard ribbon color again.

Special installation may be required for non-daisy wheel
printers for this effect to work properly.
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Special Print
Wheel
Characters

User-Defined
Functions

“[PI[F] Phantom Space
“[F][G] Phantom Rubout

Some daisy print wheels have additional or alternate
characters. An alternate character may be accessed by typing
the character to which it is an alternate. Added characters may
be accessed using the Special Print Wheel Character
commands.

“PF, called “phantom space,” prints the daisy wheel character
corresponding to hex code 20. This is usually interpreted as an
ordinary space on non-daisy printers (hence the name), but
prints an alternate character (most commonly a “cents” sign)
on some 88- and 96-character print wheels. Exactly what is
printed depends on the print wheel you use and can be
determined by experimentation.

“PG, called “phantom rubout,” prints the “not-sign” or
“double underline” or other character corresponding to hex
code 7F on many 96-character daisy print wheels.
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“FlGl"FlM Extra Function Keys
“FIEIFI[R] Definable By User
WordStar provides four extra unassigned function keys to

which you may assign functions of your own devising, using
the Install procedure outlined elsewhere in this guide.
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Miscella-
neous Control
Characters

The Install procedure involves entering a special “hex code”
on the WordStar program disk to access the function you wish
to use. Special function keys activate extra capabilities of your
printer: continuous underlining (instead of character
underlining that skips the spaces), for example, or italicized
characters on dot matrix printers.

The printer manual will list the hex codes that you must enter
to obtain to these special functions.

Your newly assigned function keys are used in the same way
as regular function keys. Some will be “toggles,” which are
used once to turn the special function on, and a second time to
turn the special function off. Some functions will be a
matched pair, like the Alternate Pitch function, which uses
one command to access the function and another separate
command to turn it off. The printer manual will usually
designate toggle functions.

“Fll] Form Feed Command

This command causes a page break in the same way as the dot
command “.PA”, except that the letter L followed by a row of
dashes is produced (instead of a row of dashs followed by the
letter P).

P[] Fixed Tab Key

This command inserts a tab corresponding to the location of
the Fixed Tabs. See the discussion of Fixed Tabs elsewhere in
this section.
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This command is not normally used since the TAB key will
perform the same function while in Fixed Tab mode. However,
this command will insert a tab to the Fixed Tab setting even
while in Variable Tab mode.

~“F][@ Line Feed

This command is identical to the RETURN key or the "M
command, entering a line feed and carriage return.

Although on screen the line feed will go down one line and
over to the left margin, a “J” in the flag column shows this as a
line feed, not a true RETURN. On the printer, the printing
head will drop down one line and continue printing, but will
not go to the left margin.
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Print Controls

Basic Level

Page Break Page Numbering
Headings Footings

Print control commands affect how the printer handles the
printout of your document. Special codes on the screen show
when print controls have been used, but their full effects are
only visible on the printed page.

Print control commands specify such factors as page numbers,
headings and footings, and the exact size of page margins.

Dot commands are the principle type of printout controls.
These commands are preceded by a period or dot rather than
the CTRL key. Here is an example of a dot command:

at yesterday’s meeting of the board.
.PA

Implementing the new plans for this season will

This dot command, .PA, highlights some key features in the
use of dot commands:

1. The command must start at the left margin, in column 1
(even if the left margin is indented). The period must be
the first character in that line — not even a space must
come between the first column and the dot command.
Watch out when reformatting: if a dot command
becomes indented, it won’t work.
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. The dot command is not printed. Nothing on the same

line as a dot command is printed (except the text of a
heading or footing, described below). If you find that a
text line has failed to print, check to see if a period got
into column 1 of the line.

3. The dot command can be upper or lower case.

4. WordStar doesn’t count dot command lines when

figuring page lengths.

. You can use several dot commands at the same time;

but each must be on a separate line.

. A dot command remains on for the rest of the

document or until it is turned off by another dot
command (or the same dot command if it is a toggle).

. Dot commands can be deleted or block moved just like

any other characters.

Some dot commands (line height, page length) affect line
count on the page. If they are put in the middle of the
document instead of at the beginning, WordStar will display
the following next to the dot command:

(

‘‘Put at-file beginning for correct page break display.‘* )

It means that page endings displayed on screen may be
different from the actual page endings in printout. The dot
commands will still work properly during printout: it is the
screen display that is affected.
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Start New
Page

Numbering
Pages

C1[P] Page Break

This dot command causes WordStar to start a new page.

As with the ordinary page breaks that WordStar inserts every
55 lines, a dotted line is inserted across the screen, with a P in
the flag column, to show where one page ends and the next
begins.

When you move the cursor down below the page break
marker, the page number and line number readout in the
menu changes to reflect the new page.

Always put a RETURN after the page break command. This is
especially important when putting a page break command at
the end of a file: if you neglect the final RETURN, succeeding
files printed out with the M=Merge-Print command will lose
their first line of text and not print out properly.

The page break command is useful for separating a series of
files you are printing using the Merge-print command, which
is described in a later Advanced section as a method of
printing a series of files. Without the page break, WordStar
runs the files together, starting the next file on the same page
as the end of the previous file.

[JBI[F] Omit Page Number

WordStar always prints a page number, at the bottom center of
the page. For a one-page document you may not want a page
number printed. Put this command at the top of your
document to accomplish this.

99




WORKING WITH TEXT

Headings and
Footings

[][PI[N] Start Page Number

This command will turn the WordStar page numbering
function back on.

The pages following this command will be numbered correctly
taking into account the number of pages preceding them in the
file.

This and the .OP command can be used together: .OP to
prevent the first page of a document from being numbered;
.PN to turn the numbering on again beginning with the
second page. To be effective, the . PN command must be put
on the preceding page (anywhere on the page after the first
line of text).

L1[P] Start Page Numbering With n

You can start the numbering at any number you wish, by
substituting the number for the “n” above, thus: .PN 5, which
starts page numbering with the number 5.

When printing a file that is a continuation of another file that
was printed separately, this command will let you start the file
with the correct page number (otherwise WordStar would start
with “17).
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[[H][E] text[#] Page Heading

(The # is optional; see below.)

A heading is a text line that is printed across the top of every
page of a document. A footing is a text line printed across the
bottom of the page. WordStar will automatically repeat your
heading and footing on each page.
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To start a heading, enter the dot command .HE at the left
margin. Then type in the text of the heading. An example:

' HE OFFICIAL HANDBOOK )

The heading is printed on each succeeding page, two lines
above the page text. No space is taken from your regular text
area. The heading will appear in printout only, not on the
subsequent pages on screen.

In the example, the phrase “OFFICIAL HANDBOOK” will
appear on the upper right side of the page (because of the
spaces that have been inserted between the .HE command and
the phrase). To have it print out on the left side of the page,
eliminate the spaces.

To center the phrase, type in the phrase and use the “OC
centering command; once the phrase is centered, go back and
insert the .HE command beginning at column 1. Do not try to
center the entire heading command since this will move the
dot command away from column 1, rendering it inactive.

To include the page number in the heading, use the symbol #,
thus:

( .HEOFFICIAL HANDBOOK PAGE NO. # j

The page number will appear on each page at the # mark. It
can be placed anywhere in the heading line.

To have the # mark itself print instead of a number, precede it
with a “P\, thus: "P\#. This “print as character, not as code”
command is good only for the one character that follows it. If
you type “P\##, the first # will print as a #, but the second #
will be replaced by a number.
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The heading will be repeated on each page until replaced by
another heading, or cancelled by the heading command with
no text following it.

Headings are one line long. There are no multiple-line
headings. If you enter more than one line as a heading, only
the most recent heading line will be printed.

A page number is always printed at the bottom center of the
page, whether or not the heading command includes a page
number symbol. To prevent this duplication of the page
number, enter the .OP, Omit Page, command as shown in the
example below.

PN 12
.HE OFFICIAL HANDBOOK PAGE NO. #
.0P

In this example, the page number, which will begin with the
number 12, will appear in the heading but not on the bottom
of the page. ‘

Each dot command takes a separate line.

For the heading to print out on the first page of the document,
the heading command must precede everything in the
document file (except other dot commands). If it follows any
text, including RETURN:S, the heading will begin on the next

page.
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CI[Fl[0] text[#] Page Footing

(The # character is optional; see below.)

A footing is the same as a heading except it appears at the foot
of the page, two lines below the bottom of the main body of
the text. Like the heading, it takes no lines away from the main
text space. It is printed on the bottom of every page following
its entry, but it is not displayed on every page on screen.

The rules for footings are the same as for headings. If a footing
is used, page numbering is turned off (unless you add the #
character to the footing line) since the footing appears on the
line the page number would normally use. Therefore it is not
necessary to use the .OP command as with headings.

Both a footing and a heading can be used at the same time;
both can have page numbering.

Insert the footing command at the top of the first page of the
file, in the same way as a heading command, not at the bottom
of the page; WordStar will take care of positioning it correctly
at the bottom of each page. If the footing is to start on other
than the first page of the file, it is entered on the preceding
page, in the same way as a heading command.
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Intermediate Level

Alternating
Headings &
Footings

Alternating Headings Alternating Footings
Conditional Page Break Page Number Location
Comment Line Microjustification

This section explains some further refinements in how the
page will be printed.
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"[P][K] Alternating Headings & Footings

This command is used within the heading or footing
command line to cause the heading or footing text to print out
on the right side of odd-numbered pages and on the left side
of even-numbered pages. Here is an example of its use:

( HETK PAGE # )

Because of the “PK command, on even-numbered pages
WordStar will ignore all the spaces between the “PK
(displayed on screen as “K) and the word “PAGE”.

As a result, “PAGE #”” will show up against the left margin of
the even-numbered (left-hand) pages. On the odd-numbered
(right-hand) pages, the spaces are left in so that “PAGE #”
appears on the right side of the page.
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Page Number
Location

This command is used in headings or footings or both. The
command is entered within the actual heading or footing,
directly before the spaces that will be deleted on the even-
numbered pages.

Conditional
Page Break

e Page Number At Column “n”

The page number usually appears centered at the bottom of
the page (unless the # is used in a heading or footing). Use .PC
plus a number to place the page number on the bottom of the
page other than in the center.

The number represented by the “‘n” is the number of columns
(characters) to the right of the left side of the page the page
number is to appear. A number corresponding to the left
margin setting (1" unless you have indented the left margin)
would put the page number flush left. A “65” would place the
page number on the right margin if your right margin is set at
65.

ErE] Conditional Page Break “n” Lines

This command is used to keep a block of text together on one
page. It prevents WordStar from putting part of a chart on one
page and the rest on the next page; or putting a section title at
the bottom of the page and the text on the next.

The .CP “n’”’ tells WordStar not to put a page break anywhere
in the next “n” lines. If a page break situation arises, WordStar
is to start a new page instead, so that the block of “n” lines
remains together.
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Micro- |
Justification

For example, to ensure that a table that is 15 lines long is kept
on one page and not split between two pages, put the
command .CP 15 on the line above the top of the table (like all
dot commands, in must be on a line by itself). This turns the
next 15 lines into an unsplittable block of text.

If at any point during reformatting or printing there is not
enough room, on the page being reformatted or printed, to fit
the entire 15 line block, WordStar starts a new page, even if
that means leaving a 14-line gap at the bottom of the page.

The new page is shown on screen with the page break line just
like a normal page break. If the file is reformatted, WordStar
ensures that page breaks follow the orders of the .CP
commands.

This command can be used throughout a file to keep charts,
tables, illustration spaces, and titles in one piece. Putting .CP 4
above a subhead, for example, will guarantee that at least two
lines of text will follow on the same page, or else the subhead
will be moved to the next page. A .CP 2 above every
paragraph ensures that the first line of any paragraph won't be
orphaned on the bottom of a page.
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] [0] Microjustification OFF
| Microjustification ON

You may find a discrepency between the way words line up on
screen and the way they are printed out. A chart which was
visually lined up on screen may print out misaligned. The
reason is microjustification.

Justification adds soft spaces between words so that the right
side of the text is right justified, or evenly lined up.
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The screen, and many printers, add whole spaces, the size of
normal characters, between words to achieve the even right
margin. When material you visually aligned on screen is run
off on a printer that uses whole characters for justification, the
material will line up exactly as seen on screen. A close
inspection of the printout will reveal that some words are
separated by one space and some by two.

More advanced printers are capable of incremental spacing.
They convert WordStar’s whole-character soft spaces into
incremental spaces 1/120th of an inch in size, and distribute
these spaces evenly among all the words on the line. This
“microjustification” improves the appearance of the printout.
However, it also throws the material you lined up out of
alignment during printout.

This can be prevented with the .UJ commands. On the line
above your table, chart, form, or other aligned material, enter
the command .U]J 0. This will turn the printer’s ‘
microjustification function OFF.

On the line following the columnar material, enter .UJ 1 to
reset microjustification for the rest of the document.

The text between the commands will be printed exactly as it
appears on the screen.

Note that this command doesn’t turn off WordStar’s

Wordwrap and Right Justify: it just prevents the printer from
converting WordStar’s soft spaces into microjustified spaces.
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Tables and charts demand different qualities of the word
processor than text. Wordwrap can be a hindrance if a
columnar entry is brought down to the next line by accident.

Here are some settings to use when entering columnar
material:

1.

Enter “[0]W] to turn Wordwrap OFF to avoid soft
spaces.

Enter [_][U][J][0] at the beginning of the table to turn
microjustification OFF.

. Enter "[0][J]to turn Right Justification OFF; or else

move the right margin well off to the right with the "OR
command.

Clear all tabs, and reset regular and decimal tabs where
desired. See the Quick Tip below for another method of
setting tabs.

. Alternately, write each column of numbers/words out

separately and Column Block Move each column into
position on the chart. With the Column Block Move
command, the column position can be easily adjusted.

To edit an existing chart:

. Set tabs as shown in the Quick Tip below.

Turn Insert OFF with “[V].

3. Now you can TAB over to each column without

inserting spaces. A number can be typed over and
replaced.
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Quick Tab
Resetting

4. When writing multiple headings or titles to columns,

put in print controls like boldface and underline AFTER
the headings are completed. Otherwise the print
symbols will make visual on-screen alignment difficult.
Alternately, turn print control display OFF momentarily
with “OD to confirm heading alignment. Then turn it
back on again.

. The underlining command, “PS, underlines characters,

not spaces. To create a solid underline for a heading,
type underline characters between words instead of
spaces, like this: "SYear_To_Date"S.

Frequently-used charts with their own tab settings require
frequent manual tab resetting. This is how to reset tabs quickly
on existing charts.

1. When you have determined the correct tab settings,

type a line similar to this on a line above the chart:
L ! # # # R

The L and R correspond to the Left and Right margin
being used in the chart; the exclamation point is a
regular tab setting and the # character the location of a
decimal tab. Dashes separate these characters to
indicate no tabs. In the sample above, the tab symbols
indicate exactly where tabs are located in the chart that
follows.
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2. Return to the left margin of the line the above sample is

typed on. Type in two periods (dots), then CTRL-
RETURN, thus: [[][[] "[RETURN]. The result will be an
“overprint line”” with two “‘comment dots” that prevent
the sample tab line from appearing in your printout.

. Finally, move the cursor to the sample tab line and

enter “[O][F]- this is the command that causes margins
to be set according to the size of the line the cursor is
on.

As it happens, this command also enters a regular tab
where it finds a ! on that same line; a decimal tab when
it finds a #; and erases any existing tabs where it finds a
dash (-).

This then is your command line for ordering up
margins and tabs for a chart. When returning to this
chart in the future, move the cursor to this command
line and issue the *[0][F] command. Margins and tabs
will be adjusted appropriately. A similar line below the
chart can be used to return the tabs to their correct
setting for the text.

. For standardized charts, it is possible to keep the tab

command line in a separate file on the disk, using "KR
to read in a copy into any new documents as needed to
define tab settings, then deleted.
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To enter a non-printing comment, first enter the dot command
IG (“IGnore”) in column 1, then type in the desired remark. It
will display on screen but will not print.

Alternately, use two periods starting in column 1, and
WordStar will ignore the following text during printout.

WordStar in fact ignores any line that begins in column 1 with
a period and doesn’t contain a recognizable dot command, so
any line preceded by one or more periods will fail to print, as
long as the first two characters following the period don't
make up a valid dot command.
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Page Offset

Page Offset Top & Bottom Margins
Heading & Footing Margins  Paper Length
Line Height Superscript /Subscript Roll

Bidirectional Print
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CIrFlal Set Page Offset To “n” Characters

This command “offsets” or indents the text from the left edge
of the paper (or leftmost print position of your printer).

Normally, with the left margin set at ““1”” WordStar
automatically offsets or indents 8 columns from the paper
edge. Each column is the size of one character of whatever
pitch is currently active. For 10 pitch, the result is a left margin
just under one inch.

With the left margin set at 1 and the right margin at 65, this
offset centers your text on 8.5-inch-wide paper.

To change this indent value, use the .PO, Page Offset,
command. Enter the command at the beginning of the
document file, insert the number of columns to be indented,
and RETURN.

With this command you can create narrower or wider margins
to center text that is other than 65 characters wide, or printed
in other than 10 pitch, or printed on paper that is other than
8.5 inches wide.
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Top & Bottom
Margins

This command together with the “"OL, Left Margin, setting
determines the size of your left margin, while the “"OR, Right
Margin, command determines the size of your right margin.

Heading &
Footing
Margins

CIMI[TI[n] Set Top Margin To “n” Lines

WordStar normally carriage returns three lines from the top of
the page before printing.

Change this with the .MT command, specifying the number of
lines (“n”’) to come down from the top before beginning the
text.

How large a top margin is depends on how far down from the
top of the actual paper your print head is set before printing
begins. It is also affected by the .LH command discussed later
in this section.

LMl Set Bottom Margin To “n” Lines

WordStar normally stops printing eight lines from the bottom
of the page. You can specify a different number of lines with

this command by substituting the desired number of lines for
the “n.”

N Set Heading Margin To “n” Lines

When headings are used, they are printed within the top
margin area, normally two lines above the body of the text.
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Paper Length

When the default Top Margin setting of three lines is used, this
means the heading is printed one line down from the top of
the page and two lines above the body of the text.

This command sets the number of carriage returns between
the heading and the body of the text. Don’t make this number
larger than the actual space available as set in the top margin,
since the heading is supposed to fit within the top margin.

L] Set Footing Margin To “n” Lines

Footings are printed within the bottom margin area, usually
two lines below the last line of the text. Use this command to
select another number (“n”’) of lines below the last text line for
the footing to appear. Don’t make this number larger than the
actual space available as set in the bottom margin.
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el Set Paper Length At “n” Lines

Paper length is assumed to be 66 lines per page. This
corresponds to 6 lines per inch on 11-inch paper. (The number
of actual lines printed is governed by other commands — this
is the actual total length of the page including top and bottom
margins.)

This command allows you to specify another paper length, in
lines per page. This command is used if you are using paper of
a different length (e.g., 14-inch legal paper), or if you change
line height as explained below. If you change line height,
calculate the correct paper length setting by multiplying “lines
per inch” from the chart in the section below, by the paper
length in inches.




WORDSTAR

Line Height

LI Set Line Height Value

Line height is the distance from line to line, measured in
number of lines per vertical inch.

Line height affects the number of lines that can be printed on a
page.

Normally WordStar assumes six lines per inch. The .LH
command allows you to set another value, measured in units
of 1/48th of an inch. Refer to the table below for the value to

e r’

enter as “'n” in the line height command:

Lines/inch .LH value
2.0 24
24 20
2.6 18
3.0 16
4.0 12
4.8 10
5.3 9
6.0 8*
6.8 7
8.0 6
9.6 5

(*Normal default value)

The line height command can only be used by printers capable
of incremental line spacing.

Setting the line height value to 12 or 16 at the beginning of a
document is an easy way of getting a space-and-a-half or
double-spaced draft of your document without having to
reformat. The line height command can later be deleted to get
a final single-spaced printout.
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Subscript
Roll

Bidirectional
Print
OFF /ON

C1[S][R] Super/Subscript Roll Value

This command is used to change the amount WordStar rolls
the printer platen up or down for a superscript or subscript.
The normal value is 3 /48ths inch. With this command you can
change that value in 1/48ths inch increments. See
“Superscript/Subscript” in the Special Lettering section.

Substitute for “n”’ the number of 1/48ths inches desired. For
example, the WordStar default value, 3/48ths, would be
entered as .SR 3.
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C1Bl[FI0] Bidirectional Print OFF
CIE]IF] Bidirectional Print ON

On most printers, the printhead or printwheel prints in both
directions, from left to right on one line and from right to left
on the return line, for maximum output speed.

The command .BP 0 will force the printer to prinf out only left
to right.

This command is used when the printer or paper feed is not
providing accurate enough printout alignment.

When bidirectional printing has been turned OFF, the
command .BP 1 will turn it back on again.
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File Handling_

Basic Level

Saving the
File

Save Quit
Delete a File Rename
SHOW Copy
“Disk Full” DIR

“KlE] Done Edit - Save File

When you're done editing the document, this command closes
the file and saves it to disk.

You then return to the Opening Menu, from which you can
edit a new file or end your WordStar session.

Any earlier version of the same file that is on the disk is saved
as a BACKUP FILE, which can be used in the event your
edited file is damaged.

WordStar creates the backup file by changing or adding the
extension .BAK to the existing file name. Examples:

MARCH3 is changed to MARCH3.BAK
RIPLEY.LTR to RIPLEY.BAK
MAINDOC.12 to MAINDOC.BAK

The edited file is saved under the file name you gave or used.
In the above example, the previous version of MARCH3 is
renamed MARCH3.BAK; the newly edited file is saved as
MARCHS3.
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(Should you get a Disk Full message while saving, see the
section on that subject below.)

" Save and Re-Edit

The “KS command is used to save a temporary file while
editing.

When the “KS command is entered, WordStar saves the file
you are editing to disk, then returns you to the beginning of
the file so you can continue editing.

This lets you save your work as you go. Should your open file
be damaged by a power failure or other cause, you can turn to
a recent copy of the file.

The “KS command is more convenient than the alternative of
using the "KD command to return to the Opening Menu, then
using the D command to reopen the file for further editing.

It is strongly recommended that you use this command
regularly — every fifteen minutes, or every one or two
pages of text — to save your work. Should power problems
occur, you will not lose more than a page or two of your work.
Power supply stability (brownouts, line voltage spikes and
drops) can be a noticeable problem in some areas, and the
presence of heavy machinery on the power line as well as
weather are potential sources of data loss. The “KS command
is designed to minimize your potential losses.

(It is also vital that backup copy disks be made of all data files
on a regular basis to protect against loss due to disk damage
and wear. See the COPY program described in Volume 4 —
Operating Systems and also in the Beginner’s Guide.)

After the "KS command has been entered, you will find
yourself at the beginning of the file. Use the command “QP to
return immediately to the location you were editing in the file
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before the save. “KS and "QP, used in combination, let you
save your document quickly and return to your position to
continue creating or editing your document.

The “KS command is preferable over the "QR command as a
way of moving a long distance (10 pages or more) backwards
in a file, for reasons of data safety. A long backwards jump in a
document can sometimes cause file scrambling. The “KS
command guarantees a safe re-entry at the file beginning.

“K][@ Quita Document

With this command you abandon the document you were
editing, without saving a backup copy or altering the original
document.

You are returned to the Opening Menu.

This command may be used if the text has become garbled due
to power failure, if you have changed your mind about
changes you have made, or when you are just examining a file
without intending to make changes.

This command can be used as an “emergency rescue”
command if you make a serious mistake while editing, or
delete a large block and change your mind. You can always
use the "KQ command to quit the document, leaving the
original version intact.

If you made any modifications of the original document, you
will be asked “Abandon edited version of file? (Y/N)” to
confirm your decision.
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These commands are listed in the Opening Menu under the
title “File Commands.” You must be in the Opening Menu to
use them.

Delete a File (From Opening Menu)

When in the Opening Menu, press the letter Y, and WordStar
asks:

( Name of File to Delete? j

Type the name of one of the files on the logged disk. Then
press RETURN.

If the file to be erased is on the nonlogged disk drive, precede
the file name with the disk drive and a colon, for example:
A:MARCH.LTR. Don’t forget the colon.

If you change your mind about deleting, use the Interrupt
command (“U) before pressing RETURN.

Delete files one by one (you cannot use “wildcard” characters
to delete several files at once, as in CP/M Plus). WordStar does
not ask for confirmation of deletion, so be careful that you are
deleting the correct file.

Some files are “read-only” files, and cannot be deleted by
WordStar. These files are delete-protected by CP/M Plus using
the SET command (described in Volume 4 — Operating
Systems). If you try to delete a read-only file (shown on the
DIR listing explained below as “R/O”’), not only will WordStar
refuse to delete it, but the program will usually end (or
“crash”), returning you to the CP/M Plus operating system.
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You will know you have been dropped out to the operating
system because the symbol A> (if you are logged on the A
drive) or B> (if you are logged on the B drive) will appear on
the screen immediately to the left of the cursor (whatever was
displayed on the screen at the time of the crash may still be
displayed so you might have to look to find the A>).

To recover from this kind of crash, simply type in one of the
following;:

If the prompt is A>, enter |W][S][RETURN];
if the prompt is B>, enter [A][: ]\W][S][RETURN].

WordStar will reload and return you to the Opening Menu.

If you wish to erase all the files from an entire disk, consider
using the CP/M Format program (see the CP/M Plus section
of the Beginner’s Guide).

Once a file is deleted, WordStar cannot recover it. (There are
programs such as Disk Doctor which are able to recover erased
files in some instances.)

Rename a File

From the Opening Menu, you can give an existing file a new
name. Press the letter E. WordStar asks:

( Name of file to rename? )

Type the name of the existing file, then press [RETURN].

WordStar then asks:

( New name? )
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Type in another name, then press [RETURN].
The new name will replace the old one in the directory.

You can rename a file on the nonlogged drive by preceding
your answer to the first question with the correct disk drive
letter and a colon (A: or B:).

This command is the one you use to access a backup file. As
explained in an earlier section, use E=Rename to give the
.BAK file a name without the .BAK extension in it. The backup
file can now be edited. (If you try to edit a backup file,
WordStar reminds you of these facts by saying ““Cannot edit
.BAK file; rEname first.”)

[0] Copy a File

When you are in the Opening Menu, this command lets you

- make an exact copy of a file, on the same disk under another

name, or on another disk.

Press [0]. When WordStar asks:

( Name of file to copy from? )

Respond by typing the name of the file and press [RETURN].

WordStar then asks:
' _ N\
L Name of file to copy to? )

If you are copying the file on the same disk, type in a new,
different file name and press [RETURN].

If you are copying to the other disk, type a file name (one that
is not duplicated on the other disk) and press [RETURN].




WORDSTAR

Available
Disk Space

Use the disk drive letter and colon (A: or B:) before the file
name if you use the nonlogged disk drive for either “copy
from” or “copy to.”

WordStar makes a copy of the file.

If there is insufficient room on the disk for the copy, a message
will say so. The file name used for the destination file will be
left on the destination disk and should be erased. The original
will not be damaged.

This copy file command offers a convenient way to transfer a
file from one disk to another. First copy the file from your data
disk to your WordStar disk. (This assumes there is enough
room on the WordStar disk for the file — the WordStar disk
doesn’t have much room: see the section below on disk space.)

Then remove the data disk and replace it with another data
disk. Now copy the file from the WordStar disk to the data
disk, then use Y to erase the file from the WordStar disk.

The Osborne Executive’s 5-1/4 inch disks can hold up to
185,000 characters of information.

When a disk is filled to capacity, you will get a “DISK FULL”
error message while creating a document or while trying to
edit a document.

It is vital to know how much file space is left on your data
disks. Frequent “Disk Full” messages are a sign of inattention
to your disk space.

WordStar has no file space program to determining how much

room is left on a disk. There are, however, two programs on
your WordStar disk that operate from the CP/M Plus
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operating system (outside of WordStar) and will give you
different levels of information about your disk capacity.

Knowing your disk space is so important to your use of
WordStar that we will give you a step-by-step tutorial here on
the use of the basic SHOW command.

[R] [OlW Disk Capacity
This program is run from the Opening Menu of WordStar.

1. Press R.

The screen clears and new prompts appear, including the
following message:

Enter the name of the program you wish to Run,
optionally followed by appropriate arguments.
Example (shows disk space): SHOW

COMMAND?

Ignore both the “explanation” and the example for now. The
R command lets you run another program while still in the
WordStar program.

2. Type the following;:
[O1W]

The screen will clear and after a moment, the SHOW program
will display the disk space remaining on both your disks. Here
is an example:

A: RW, Space: 37k
B: RW, Space: 68k
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Hit any key to return to WordStar:

The first line tells you there is 37k, or 37,000 characters of
space still remaining on the disk in drive A. The second line
tells you there is 68k, or 68,000 characters, remaining on the
disk in drive B. (A blank disk has 185,000 characters of space
available.)

3. When you are finished examining this information,
press any key on the keyboard. You will be returned to
WordStar and the Opening Menu.

4. When interpreting the numbers, there are three parts to
the disk storage system you must take into account in

estimating how many more pages you can put on your
disk.

a. First, WordStar keeps a temporary file on the disk
when you edit a long (10 page) document.

b. Second, almost every file you edit will have a
backup file. That means the space available must
be divided in half.

c. Third, a typical page of text uses about 2k of file
space.

Now let’s combine these facts to decide in the example

above how many pages of storage are available on the
disk.

a. Subtract 30k from the “Space: 68k™ figure to
account for WordStar editing space requirements.

(If you habitually keep files more than 10 pages in
size (NOT recommended), multiply the number of
pages in your largest file document by 3 and use
this number.)

b. Divide this figure in half to account for backup files
that will be automatically created whenever you
edit.
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c. Finally, divide the remainder in half again. The
figure you get will be the number of pages of text
your disk can still hold.

In the example above, you would subtract 30K from the 68K;
then divide in half and divide in half again. The result is an
estimate of slightly more than 10 additional pages of text
before the disk is full.

While this may seem a complex undertaking, it is crucial that
you examine your remaining disk space regularly, especially as
your disk gets filled with files. A DISK FULL error message
can force you to delete needed files and waste valuable time.

Intermediate Level
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DISK FULL Recovery Methods

Despite your best efforts you might get a DISK FULL message,
usually when you try to save the file you have been editing.

It is possible to save your edited file by following this step-by-
step guide.

There are two basic methods of recovering from a DISK FULL
error message.
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Method 1:
Changing
Disks

Method 2:
Erase an Old
File

This method can only be used on SHORT documents, well
under 10 pages in length.

1.

Follow the DISK FULL instruction on the screen by
pressing ESC. Then remove the data disk from drive B.

. Replace it with a formatted data disk that you know has

enough room.

Go to the beginning of the file and put “KB to mark the
beginning of a block.

Go to the end of the file ("QC) and put "KK to mark the
end of the block.

. Enter "KW, the Write To Disk command.

. In answer to the prompt “Name of file to write to?”,

type in a file name. The block will be filed on the
second disk under this name. You will be returned to
your file in a moment.

. When the file is finished, put the original disk back in

drive B.

. Quit the document with the “KQ command.

For longer documents, or when you want to keep the
document on the same disk, erase some other file on the disk
first. This involves several advanced commands which will be
explained simply.
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. Follow the DISK FULL instruction on screen and press

ESC.

. Enter the command “KF. The Directory of your logged

drive will be displayed at the top of the screen.

. Choose to delete a file(s) that will leave enough space

to save your current file: a backup file, or erase another
file that you have on a backup disk elsewhere.

. Enter the command ~K]J, which erases a file while you

are editing another file. In answer to the on-screen
prompt, type in the name of the file to be erased.
Repeat this step for each file to be erased.

. Try again to save your document. If there is still

insufficient room, delete more files.
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File

Handling

Advanced Level

Miscella-
neous File
Commands

Run a Program Exit to System

Save and Exit to System File Directory
DIR Run SpellStar

[R] Run a Program

From the Opening Menu, pressing “‘R” permits the running of
any non-WordStar program residing on either disk.

Use the A: or B: prefix if the command is not on the logged
drive.

Disks may be swapped in either drive (the WordStar disk may
be swapped out until after the program is run, then returned).

When the program is completed or interrupted, or if a return
to CP/M Plus is attempted, control is returned to WordStar.
You may be prompted to “press any key to return to
WordStar.” If the WordStar disk has been removed, you will
be prompted to re-insert it.

Exit to System

This command, issued from the Opening Menu, exits
WordStar and returns control of the computer to the CP/M
Plusoperating system. The A> or B> prompt will appear on
the screen. (The screen will not be cleared.)
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DIR

~[K] Save File and Exit to System

This command is issued while editing a document. The file is
saved to disk, and control is passed to the CP/M Plus
operating system just as with the X command described above.

File Directory OFF/ON Toggle

This command, issued from the Opening Menu, turns the file
directory display OFF and back ON again.
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DIR B: Disk Directory Command

The DIR.COM file on the CP/M Plus disk is used to provide a
directory of files and the amount of space each uses. (This is
not to be confused with the built-in CP/M Plus command
DIR.) This command may be used to get a better idea of disk
space availability than the SHOW command.

Locate the DIR.COM file on the CP/M Plus disk and use it to
examine your WordStar disk. If there is sufficient room, use
PIP (see Volume 4 — Operating Systems) to transfer the file to
the WordStar disk. (DIR.COM may already be on the
WordStar disk.)

Once this file is on the WordStar disk, it may be run from
WordStar using the R, Run a Program, command from the
Opening Menu.

Press [R]. Type in [D][T][R]and press to examine the
logged drive (or add the disk drive letter and colon to examine
the nonlogged drive).
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Run SpellStar

WordStar automatically provides a full DIR listing (so you do
not need to type in the [full] argument) of the drive. The listing
gives file names, disk space consumed by each, and total disk
space consumed. Subtract this total from 182k to determine
disk space still available. (The disks hold 185k but the
directory tracks take up 3k.)

DIR.COM shows all files, including system files.

If DIR.COM is deleted from the WordStar disk, entering the
DIR command will give you the built-in CP/M Plus command
DIR, which lists the files on the disk but gives no other
information about the files.

Run SpellStar

This is a special form of the “R = Run a Program” command
described above.

This program, a spelling checker designed by Micropro,
makers of WordStar, is not included on your WordStar disk but
is available from your Osborne dealer. When obtained, the
program interfaces with WordStar so this command may be
used. See the instructions contained in the SpellStar user
manual.

If SpellStar is obtained, issuing this command from the
Opening Menu causes WordStar to search for and run the
program SpellStar. As with the R command, when the

program is finished you are returned to WordStar.

If SpellStar is not obtained, pressing this command will result
in an error message. Press ESC to return to the Opening
Menu.
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Basic Level

Print a File

Print a File Printing Options
Stop Printing ' Printing Test

[F] Print a File (From Opening Menu)
“[KI[F] Print a File (From Within a File)

From the Opening Menu (not editing a file), press P to order
printout of a file.

You are asked for the name of the file to be printed. Type a file
name of a file on either disk (for the nonlogged disk drive,
precede the file name with the drive letter and a colon, as A: or
B:).

You can only print a file that is on the disk. So when you create
a document, you must save it to disk using one of the Save File
commands (KD, “KS, “KX) before you can print it.

You can print a file while you are editing another file. The
command for printing a file while editing is “KP. (The
command is shown on the “K Block Menu.) As with the P
command, you are asked for the file name. Type in the file
name (preceded by the disk drive letter and a colon if the file is

on the nonlogged disk drive).
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With the "KP command, you can print any file on either disk,
including the most recently saved version of the file you are
now editing. (You might want to review a draft of the file you
are editing.)
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Quick Tip:

PRINTING DRAFT COPIES WHILE EDITING

Since you can only print the disk copy of a document, not the

version on screen, if you have made editing changes there will

be discrepencies between the printout and the screen display. To

get an accurate copy of the file you are editing, simply use the

Save & Re-Edit command “KS first. This will update the disk
copy so it is identical to the version on the screen.

If you ask to print the disk copy of the file you are editing,
WordStar says:

WARNING: You are printing the same file as you are editing.
The last saved version will be printed, not reflecting un-
saved changes. Furthermore, WordStar will not allow you to
save the file being edited while the print is in progress.

This is merely a reminder that what you will get is the disk
version of the file, not the version on the screen, in case they are
different. And since WordStar is using the disk file for printing,

you can’t enter a Save commands until printing is done.

Printing
Options

Bypass Printing Options

When you have entered the correct file name of the file to be
printed, press WordStar will then print your named file,
from page 1 to the end of the file, obeying all printing and
formatting commands that may be in the file. WordStar will
assume you are using continuous-form paper and won't stop
between pages.
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There are options available permitting you to change any of
these printing defaults (assumptions). To see the list of

Printing Options, press instead of after typing
the file name.

You will then be given the chance to alter the defaults by
selecting from a list of six Printing Options described below.
When you have finished, printing will begin.

There are only three of these options that are usually of value
at the Basic Level: Start at Page, Stop After Page, and Pause
for Paper Change. We will describe these here.

For the other options, which will be listed in their proper order
here but described in the Intermediate Level, press
[RETURN] for each one to accept (not alter) the default of the
option.

If you press RETURN through the entire list, WordStar will

print the file using the defaults in the same way as if you had
used ESC. ESC is simply a shortcut.

( - DISK FILE OUTPUT (Y/N): )

Accept the default value of this option by pressing [RETURN].

( START AT PAGE NUMBER (RETURN for beginning): )

If you press only RETURN without selecting a number,
WordStar will start printing from the first page of the file. To
start on any other page, enter anumber and then press[RETURN .

Pages are counted according to what number will actually be
printed out on the page. If you altered the starting number by
using the .PN n command, use the numbering series that
command will introduce when telling WordStar to start
printing on other than the first page.
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When printing begins at the end of the Printing Options list, it
may take a minute or two for WordStar to work its way
through the disk file to the page you selected. The disk drive
activity light will signal WordStar’s activity.

( STOP AFTER PAGE NUMBER (RETURN for end): j

This command lets you stop printing on a given page. Enter
the number of the last page you want actually printed, then
press [RETURN]. As above, use the numbering sequence that
will be printed on the pages.

For example, to print out only one page, page 5, in Start At
Page you would enter the number [5] and [RETURN]. In Stop
After Page you would also enter the number [5]and [RETURN].
WordStar would then print only page 5.

Press without entering any number and WordStar
will print all the way to the end of the file.

( USE FORM FEEDS (Y/N): )

Accept the default value for this option by pressing [RETURN].

( SUPPRESS PAGE FORMATTING (Y/N): )

Accept the default value for this option by pressing [RETURN].

( PAUSE FOR PAPER CHANGE BETWEEN PAGES (Y/N): j

Use this option by entering Y if you do not have continuous
form paper and must stop the printer to put a fresh sheet in
after each page is printed.
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Stop Printing

WordStar will then stop after each page, with the message
PRINTING PAUSED on the computer screen. Change the
paper, then press P again (or “KP if you are editing a file) to
RESUME printing.

If you do not need to stop between pages, press [RETURN].
Again, if you do not need any of these options, bypass them
either by pressing ESC after the file name, or by pressing
RETURN for each one of the options.

If you press the ESC key, printing will begin right away. If you
went through the options list, there will be one final prompt:

( READY PRINTER, PRESS RETURN: )

When [RETURN] is pressed, printing will commence.

You can interrupt the printing command at any time before
pressing RETURN in this final prompt, by using the command
~U.
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[P] Stop Printing (From Opening Menu)
“[K][?] Stop Printing (While Editing)

If you are printing from the Opening Menu, once printing
begins the Opening Menu is redisplayed with one change: “P
= STOP PRINTING” is highlighted in place of “P=Print a
document.”

If you are printing while editing a file ("KP), the phrase
“*KP=STOP PRINTING” is displayed in the menu area at the
top of the page.
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If you are editing a document, you can continue editing, but
computer response time will be slowed. When the message
“WAIT"” appears on the screen, you will be obliged to pause.

(Special printer attachments called “print buffers” will receive
and hold print file information during printout. They reduce
the frequency with which the printer must go to the computer
for data, and so allow editing to continue with fewer delays.)

To cause printout to stop, press [P] (from the Opening Menu)
or “[K][P] (from within a document).

The following message will be displayed:

PRINT PAUSED
TYPE Y TO ABANDON PRINT, N TO CONTINUE, U TO HALT

Printing will continue until the printer buffer is emptied. (If
you are using a print buffer as described above, the entire file
may print out despite the Stop command because of the size of
the buffer; it may be necessary to push the SELECT or PAUSE
button on the computer.)

As the screen explains, when printing has been stopped,
entering Y will cause WordStar to abandon printing
completely.

Entering N will resume printout immediately.

If you must stop the printing in order to do something else at
the computer, use U to temporarily suspend printing.
WordStar will note where in the file printing stopped, and
issuing another P or “KP command will cause printout to
begin again at that point.
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WordStar provides codes for accessing a wide range of printer
capabilities, from boldfacing to incremental spacing.

But not all printers can do all things. On your WordStar disk is
a file called PRINT.TST that incorporates most of the available
WordStar print features, and can be used to test your printer.

Print this file to see which of the WordStar commands your
printer is able to obey. It will also give you an opportunity to
make sure that your printer is properly installed.

To print a copy of PRINT.TST, follow the instructions given
above for printing: from the Opening Menu, press [P], type

the name [P][R][1] CE as the file to be printed, and
press to bypass the Printing Option list.

We've reproduced here what the file will look like if your
printer has full print capabilities. Your printout may be
different in any of the following areas:

®= No overprint (co"te)

® Superscript and Subscript roll a full line instead of a
partial line

® No variable pitch
® No variable line height
® No alternate pitch toggle ability
Having printed this sample, you have seen the range of your

printer’s capabilities and will know which ones you can use in
the future.

And if you take a look at the PRINT.TST file with WordStar,
you'll see some of the commands in this manual correctly
applied in an actual document.




WORDSTAR

(This text is a printout of the file named PRINT.TST)

Welcome to Wbrdstar*

Wordstar is a powerful word processing system designed to meet
text preparation requirements for all levels of users:

professional writers
programmers

text editors

office administrators
clerical staff
students

* % % % * *

SPECIAL PRINTING CAPABILITIES INCLUDE:

* Boldface, Double Strike, Underline
* Berikeout, Overprint (cdte)

* SUPERScript

suBScript

* and any combination -- WordStar

On-screen printer-image text formatting commands include
Automatic-Centering

which allows text to be automatically centered on a line with a

two-stroke command.

Margin settings can be changed, and
the reformatted text will be
displayed on command.

Selective margination permits
"cutting" around an illustration.

A wide range of letter quality and draft printers are supported
(including Diablo, NEC Qume, Epson and Olivetti). WordStar
fully utilizes bidirectional printing capability.

Some printers will support WordStar commands which specify
variable line height and variable and alternate character pitch.

(The examples below will not be demonstrated by all printers.)

This is an example of variable pitch. (.CW 19)

This is an example of variable pitch. (.CW 15)

This is an example of variable pitch. (.CW 12)

This is an example of variable pitch. (.CW 11)

This is an example of variable pitch. (.CW 19)

* WordStar is a registered trademark of MicroPro International
Corporation.

WordStar Overview
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(This text is a printout of the file named PRINT.TST)

This is an example of variable line height. (.LH 29)
This is an example of variable line height. (.LH 18)

This is an example of variable line height. (.LH 16)

This is an example of variable line height. (.LH 14)

This is an example of variable line height. (.LH 12)

This is an example of variable line height. (.LH 10)

This is an example of variable line height. (.LH 8)
This is an example of variable line height. (.LH 6)

Daisy wheel printers can also be set to "toggle" between the
standard l@¢-pitch and alternate 12-pitch printing:

This sentence is printed with the normal 1d-pitch setting,
then toggled to 12-pitch, then back to normal.
To see the embedded commands which produced this text, follow
this procedure:
- In response to the basic prompt from your system, enter
ws <RETURN>
-~ When the Opening Menu appears on your screen, type D
(or d) to edit a document. Then, in response to the
request for file name, type
print.tst <RETURN>
The first thing you will notice is that the text on the screen
includes some characters which do not appear on the printed copy.
For example:
o the heading line is identified by a dot command, .he

o words in boldface are marked by "“B"

To continue viewing PRINT.TST on your screen, try each of the
following commands to scroll through the file:

CTRL C to view the NEXT full set of iines
CTRL R to view the PRECEDING full set of lines
NOTE: Hold down the CTRL key while you press the next key.

We think you will find WordStar an easy-to-use, essential tool
for all your text processing needs.

WordStar Overview Page 3
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Printing

Files

Intermediate Level

More
Printing
Options

More Printing Options Multiple Copies
Chaining Print Files

This section describes in more detail the other Printing
Options listed in the Basic Level.

( DISK FILE OUTPUT (Y/N): )

If you select yes, WordStar will make a separate copy of the file
on the disk instead of sending it to the printer. This is a
specialized option which is rarely selected since the disk file is
modified and formatting dot commands are not functional in
it, and copies of the disk files can more easily be made with the
O, COPY, command. Press to skip.

( USE FORM FEEDS (Y/N): )

The default on this option (N), which is selected by pressing
RETURN, lets WordStar tell the printer how long each page is.
WordStar normally sends a series of RETURNS to skip the
printer down to the top of the next page.
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Multiple
Copies

But some printers are able to keep track of their own page
lengths and skip to the top of the next page. If your paper
lengths vary often, this command lets you use the WordStar
default page length of 11 inches (66 lines) at times, and use
the printer’s switch-set page length at other times.

To let the printer do the form feed, enter a Y to this option.
WordStar will then send the printer a ““form feed” character
(OC hex in computer language) and the printer will take care
of moving to the next page. Not all printers are able to do this.

( SUPPRESS PAGE FORMATTING (Y/N): )

Normally the answer is No, which you can select by entering
an N or by simply pressing RETURN.

If you select Y, WordStar will print on the page all the dot
commands used in the file. The dot commands will be printed
but not obeyed, so the formatting will not occur on the
printout.

This option is used to document the dot commands used in a
document.
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MailMerge, a program included on the WordStar disk,
produces mailing lists and form letters, and is detailed in the
next section of this manual. MailMerge alsc has extra printing
capabilities that are valuable for everyday print output. We
will now examine two of these: Print Multiple Copies and

'Chain (Insert) Files.

Merge Print (Opening Menu)

The P and “KP print commands produce one copy. For more
than one copy, use the M print command, which activates
MailMerge’s print routine.
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Chaining
Print Files

The M print command is used only from the Opening Menu (it
cannot be activated from within a document). Instead of
pressing P to print, press the letter [M] for Merge-Print.

As with the P command, you will be prompted for the name of
a file to “‘merge-print.”

Type the name of the file, then press (DON'T use the
ESC key to bypass the options list — the multiple copies
option is in that list).

The same options list that you would see for the P = Print

command appears, except that there is an additional option
that follows “Stop After Page Number:”

[ NUMBER OF COPIES (RETURN for 1)? )

Enter adigit for the number of copies desired, and press[RETURN].

Continue through the remainder of the options list in the same
way as with the Printing Options list, pressing to skip
options you do not wish to change.

The number of copies you chose will be printed. The same
Stop Print and other commands operate with Merge-Print as
with Print.

CI[FI[ File Insert (MailMerge Dot Command)

It’s sometimes convenient to break a long document into
several shorter files. For final printout, however, the files must
be merged together.
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“Chaining” is a convenient way of linking files only during
printout, so that the printout appears to be of one long file
even though the actual files remain separate on the disk.

Chaining is accomplished with the .FI “file insert” MailMerge
dot command and the M Merge = Print command.

Here is how to chain your files:

1.

When you are ready to print, use the D = Edit a
Document to enter the first of the files you want to be
printed. Go to the end of the file.

On the last line of the file, insert the following:
.FI filename

In place of “filename,” type the full name of the second
file to be printed.

. Save this first file.

From the Opening Menu, press M for Merge-Print.
Type the name of the first file. Proceed through the
print options list in the usual way.

. The first file will be printed. When Merge-Print reaches

the end of the first file, the “.FI”” command tells it to
“insert’”’ the file named there.

Merge-Print goes to the named file and prints it
immediately following the first file. On paper they will
both appear to be one long file with no evidence of a
break.

. You may chain as many files as you wish in this

manner. Simply enter each file and add at its final line
the “.FI” command and the name of the next file to be
printed. Save each file, repeating this procedure for
each file except the last one.

In this way, a long document may be printed as one
unit although maintained as separate disk files for
editing and filing convenience.
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7. The .FI command will only be active with the Merge-
Print printing command. The P = Print command will
ignore any .FI commands and print only one file.

For this reason, the P = Print command can be used to
print just one file out of the sequence without having to
remove the .FI command from the end of the file.

8. With Merge-Print, each of the files is printed starting
where the previous file left off on the page. It will not
start a new page. If you want a file to begin on a new
page, add the .PA, Page Break, command at the

beginning of that file.
Printing
Files
Advanced Level
Advanced File Chaining

More on File
Chaining

Merge-Print treats a series of files linked by a File Insert
command exactly as if it were one long file. Any toggles
switched ON in one file will remain ON through all
succeeding files unless switched OFF. Thus a heading initiated
in one file will appear in all subsequent inserted files unless
switched off.

This fact suggests a more convenient method of printing a
series of files. If file names, file sequence, headings or other
factors are being changed frequently, it can be time-consuming
to go into each file to change the .FI command over and over.
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An easier way to accomplish the same end is to create a PRINT
FILE.

1. Create a file named PRINT.FIL. This file will consist of:

a. a series of File Insert (.FI) commands on separate
lines, listing in order the files to be printed;

H ~ b. whatever page break (.PA) commands may be
required, inserted between the file insert
commands;

c. whatever heading, footing and format instructions
apply to the entire document;

To print, use Merge-Print to call up “PRINT.FIL.” It will act as
a command file and chain the entire series of files, with
headings and page break separations where needed.

If files are merged, document names changed, or only some of
the files need to be printed, the “PRINT.FIL” document can be
quickly and easily edited to reflect those changes.

The following is an example of a PRINT.FIL chaining three
documents: FIRST.DOC, SECOND.DOC (which starts on a
new page) and THIRD.DOC (which continues on the same
page as the end of SECOND.DOC). The phrase “PAGE NO.
#’" will appear at the top of each page, the numbering starting
with 25.

~ ~
.IG Print File

nnnnn

.HE PAGE NO. #

.FI FIRST.DOC
.PA

.FI SECOND.DOC
.FI THIRD.DOC




PART 2
MailMerge
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MailMerge is a printing program that, in combination with
WordStar, prints individual form letters and repetitive
documents by combining variable information, such as names
and addresses, with standard information, such as the body of
a letter.

You need only type the standard information once, into a
WordStar file. The variable information goes in a second
WordStar file. MailMerge then combines the two files during
printout to produce the series of ““personalized” letters.

MailMerge will even print the mailing labels for the letters.

MailMerge has many other powers that reduce repetitive
typing.

MailMerge operates during printout. Using the M=Merge-
Print command instead of P=Print a File causes MailMerge to
obey special dot commands inserted in the files.
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Form Letters

Basic Level

Form Letter

Form Letter Keywords
Data File (DF) Read Variables (.RV)
Merge-Printing Page Numbering

The typical MailMerge document consists of at least two
WordStar files. One is the master form letter, which contains
the parts of the basic letter that do not change. The other is the
data file, which contains all the variables.

To demonstrate how MailMerge works, we’ll walk through a
sample form letter and data file which use the most important
MailMerge commands.

To write the form letter which follows, start WordStar and
open a Document File with the D command. Give it the name
FORMLETT.

Now type the following letter.
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WORKING WITH TEXT
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NAME
ADDRESS
CITY

Dear NAME:

Enclosed is the preliminary report for your review and
comment. Piease reply by October 7th.

Yours truly,
Anthony Johnson

.PA

This is a form letter which will be sent to many different
people. The name and address on each letter will change, but

" the body of the letter will remain the same.

To indicate where these variables will go, you have typed
NAME, ADDRESS and CITY. '

The .PA (Forced Page Break) command at the end ensures that
each letter will print out on a separate sheet.

The standard parts of the form letter are now complete. Make

whatever corrections are needed and reformat {"B) the letter.

Keyword Indicator

' Now you can enter the commands that make this a MailMerge

document. This involves marking off the variables so
MailMerge can find them. Do this by putting an ampersand &
before and after each variable. The top part of you letter will
then look like this: ' ‘




MAILMERGE

The Data File

&NAME&
&ADDRESS&
&CITY&

Dear &NAMER&:

The & (or “ampersand’’) shows MailMerge the name and
location of each KEYWORD, or variable, in the form letter.
The keyword itself is the word enclosed in the ampersands.
There are three keywords in this letter: NAME, which is used
twice, ADDRESS and CITY.

Once you have added the ampersands, SAVE the document

with “[K][D]

Now let’s create the Data File that will contain the actual
names, addresses and cities to be used in the form letter.

Use the N command to open a Non-Document file and call it
FORMDATA.

Remember, this is a Data File, not a Document File, so use the
N = Open a Non-Document file command.

For this example, enter the three addressees given below.
Because Wordwrap is OFF when you are in Non-Document
mode, you must put the RETURN at the end of each line.

George Drummond,B85 Kelly St.,San Francisco CA 94580
Alice Farnsworth,236 Green Street,Atlanta GA 30232
Bill Gibbons, 166 N. Real Ave.,New York NY 10015

Make whatever corrections may be needed, noting that in the
above sample there is NO SPACE following the commas, and
there is NO COMMA between the city name and the state.
Edit your sample list until it is the same way.
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WORKING WITH TEXT

A Rule:

MailMerge will be able to read this file and put each name,
address and city in the proper place in each form letter.

The comma tells MailMerge where one variable in the data file
ends and the next one begins. To MailMerge, a comma is the
“delimiter,” or separator of variables. The RETURN at the end
of each line is another form of delimiter marking the end of a
variable.

That’s why you don’t need a space between “Drummond” and
“65;"” because of the comma, MailMerge will stop after
“Drummond” and go back to the form letter. The address is
already separated in the form letter because it is on the next
line.

That is also why you put no comma between city and state:
MailMerge would think the state was a new variable, and we
don’t have a keyword for that in the form letter.

Form Letter
Again

The variable items—from one comma to the next—can be up to
but not more than 200 characters.

Now SAVE the data file with ~[K][D].
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Two files have been written: a form letter with the keywords
indicating the location of the required variables, and a data file
with the 