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P reface 

Word processing has become an important tool for improving 
office productivity. For those seeking employment, the ability to 
operate a word processor opens many doors. For the professional 
whose work involves writing, word processing skills greatly increase 
the efficiency of composition and revision. 

This text teaches Apple Writer®: word processing. More 

importantly, however, it teaches general word processing concepts 
that can be applied to any other system with which the user may be 
confronted. Lessons emphasize the format and purpose of various 

business documents, along with the word processing functions to be 
used in creating the documents. 

Each lesson includes a written exercise. This exercise helps 
develop a clearer understanding of the material presented in the les- 

son. Once each lesson is studied and the written exercise is com- 
pleted, a computer application problem provides hands-on 
experience. 

A glossary contains all new vocabulary words presented in the 
text, as well as the basic control characters. This makes quick refer- 

ence and review much easier. 
This text may be used with Apple Writer® II software on the 

Apple® II, Apple® II Plus, or Apple® Ile microcomputer. All 
instructions, illustrations, and examples in the text are given for the 

Apple II or Apple II Plus. If Apple Writer II is being used on the 
Apple Ile, there is one primary difference to keep in mind. The key- 
board of the Apple Ile contains additional keys that do not appear 

on an Apple II or an Apple II Plus. Any significant changes in proce- 
dure that this difference may cause are described in this text. 

Written in a straightforward, easy-to-understand manner, 

this text is designed to be self-teaching. Mastery of the material, 
whether done for vocational or personal reasons, is a valuable and 
rewarding accomplishment. 

‘Apple® II, Apple® II Plus, Apple® Ile, Apple Writer®, and Apple Writer® 

II are registered trademarks of Apple Computer, Inc. Any reference to Apple II, 

Apple II Plus, Apple Ile, Apple Writer, or Apple Writer II refers to this footnote. 
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Ie Getting Started with Apple Writer 

OBJECTIVES: 

— Define word processing. 

Describe the parts of the Apple computer system. 

Describe the procedures for the care of diskettes. 

Define Apple Writer. 

Si Be rhe nS Power up and power down the computer using Apple 

Writer. 

You are about to begin an exciting adventure as you learn 
how to do word processing using Apple Writer. This lesson will 
introduce you to word processing, the Apple computer, and Apple 
Writer. 

WHAT IS WORD PROCESSING? 

In the past, word processing meant putting thoughts on paper 
by using a pen, a pencil, or a typewriter. Frequently a person dic- 
tated messages to a secretary who wrote them in shorthand before 

typing them on a typewriter. Then the document (information on 

paper) was sent to the person who was to read it. 

Today word processing means using a computer to process 
text (groups of words) and produce documents. These documents can 

be memorandums, letters, reports, or even books. The contents of 

the document may be dictated to a person who enters them into a 
computer, or they may be entered into a computer by the person 
who composes them. Words are entered into the computer by means 

of a keyboard. As the words are entered, they appear on a television 
screen. This screen is known as a CRT (an abbreviation for cathode- 

ray tube) or monitor. If a keying error is made, it is very easily cor- 
rected. Likewise, words or sentences can be added or deleted with- 

out rekeying correct copy. 
When the text entered into the computer is correct, it may be 

saved or recorded for future use. Also, it can be printed in the form 
of a document. In order to make changes or corrections in the docu- 

ment, the text can be recalled from storage and the desired changes 
can be made. It is not necessary to reenter the entire document. The 

changed document can then be printed. Some computers used for 
word processing also have the ability to electronically send a 
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message to a computer at another location rather than producing a 

paper copy for delivery by messenger or mail. 

INTRODUCTION TO THE APPLE COMPUTER 

The computer system you will be using for word processing is 

an Apple II or an Apple Ile. The parts of the computer system, 

shown in Figure 1.1, are connected with cables. The following 

paragraphs describe the parts of the Apple computer system. 

Monitor Disk Drives 

Printer Keyboard 

Figure 1.1 Parts of the Apple Computer System 

Keyboard 

The keyboard of the Apple computer is similar to that of a 
typewriter. It is used to key the text that is being entered into the 
computer. There are several keys on the Apple computer keyboard 
that are not on a typewriter keyboard or are used differently. These 
will be explained when you first need to use them. 

Monitor 

The monitor, also known as a CRT, is a television screen. The 
words you enter on the keyboard are displayed on the monitor 
instead of being printed on paper as they would be with a type- 
writer. The monitor also displays messages from Apple Writer to 
you. 
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Disk Drive 

The disk drive is a small box attached to the computer by a 
cable. It is the device that records or saves text entered into the 
computer. Your computer may have more than one disk drive. A 
diskette (a device similar in appearance to a stereo record) is placed 
in the disk drive. The surface of the diskette is coated with a mag- 
netic material similar to that on a cassette tape. As the diskette is 
rotated inside the disk drive, text is magnetically recorded on it. 
Then, when desired, the text can be read or played back. The disk- 
ette is also referred to as a disk or a floppy disk. 

Printer 

The printer is similar to a typewriter without a keyboard. It 
can print a document after the text has been entered into the com- 
puter. The printer prints a document much faster than a typewriter 
can. Since the printer is under the control of the computer, no errors 
are made during the printing. Of course, if you did not correct key- 
ing errors while entering the text, those errors will be printed. 

CARE OF DISKETTES 

The diskettes used with your computer are fragile. Therefore, 
read and follow these instructions to properly care for each of your 
diskettes. 

1. Do not bend or fold the diskette. Use only a soft-tip pen 
to write on the diskette label. 

2. Keep the diskette away from magnets and magnetic 
fields. The text stored on the diskette can be erased by 
magnetic fields. 

3. Do not touch the exposed areas of the diskette. Finger- 
prints can make the diskette unreadable by the 
computer. 

4. Do not expose the diskette to extremely hot or cold tem- 
peratures. If the temperature is too hot (such as in a 
closed car on a hot day), it will melt. If the temperature 
is too cold, it will become brittle and break. 

5. Insert the diskette into the disk drive carefully. Don’t 
force the diskette or the disk drive door. If the door does 
not close easily, remove the diskette and repeat the 
process. 

6. Replace the diskette in its protective envelope after each 

use. 



Introduction to Apple Writer Word Processing 

GETTING STARTED WITH APPLE WRITER 

The following paragraphs will describe Apple Writer and 

some changes which may have been made to your computer. 

What Is Apple Writer? 

Apple Writer is a computer program, or a group of instruc- 

tions that makes the computer behave as a word processor. These 

instructions are prerecorded on the Apple Writer diskette and are 

ready for you to use. The program instructs the computer to allow 
you to enter text, change text, save text, and print documents. 

Computer Changes That Affect Apple Writer 

If you are using an Apple Ile, you may skip this section. If you 
are using an Apple IJ, there are three changes that may have been 
made to your computer which will affect your use of Apple Writer. 

80-COLUMN CARD. The standard Apple II computer dis- 
plays 40 characters on each line of the screen. A character is any let- 
ter, number, symbol, or space that can be keyed on the keyboard. 
Your computer may have an 80-column card installed that causes it 
to display 80 characters on each line of the screen. 

LOWERCASE DISPLAY. Your computer may have been 
changed so that it can display lowercase letters on the screen as well 
as the standard uppercase letters of the Apple II. This change may 
have been made by an 80-column card or by some other method. 

SHIFT KEY ADAPTER. When using Apple Writer with a 
standard Apple II computer, you use the ESC (escape) key to capi- 
talize letters in your documents. If a shift key adapter has been 
installed in your computer, however, you will be able to make capital 
letters with the shift key. 

Ask your instructor if any of these changes have been made to 
your computer. Once you know whether the changes have been 
made, you are ready to use Apple Writer. 

Powering Up the Computer 

Powering up the computer refers to the process of turning on 
the different pieces of equipment. When using Apple Writer, power 
up your computer as follows: 

iL Turn on the monitor. The location of the power switch 
will vary depending on the brand of monitor you are us- 
ing. 

2. Insert an Apple Writer diskette into the disk drive. If 
there is more than one disk drive attached to your com- 
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puter, insert the diskette into Drive 1. If there are no 
numbers on the drives, ask your instructor which drive to 
use. Refer to Figure 1.2 and follow these steps for in- 
serting the diskette: 

a. Open the door of the disk drive by gently pulling it 
up. : 

b. Turn the diskette so that the label faces up and the 
write protect notch (small square cutout) is on the 

left. 

c. Gently push the diskette all the way into the open 
slot of the disk drive. If it is hard to push in, remove 
it and try again. Never force the diskette into the 
disk drive. Never remove the diskette while the red 
light on the disk drive is on. 

d. Close the door of the disk drive. If it does not close 

easily, remove the diskette and insert it again. Do 
not force the door closed. 

3. Turn on the computer. The power switch is located at the 
left rear of the computer cabinet. When the power is 
turned on, the disk drive will run briefly. Then a message 
will appear on the screen. This completes the powering 
up process. 

Figure 1.2 Inserting a Diskette into the Disk Drive 
LL 
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Loading Apple Writer 

As a part of the powering up process, the Apple Writer pro- 

gram is automatically loaded (read or played back) into the com- 

puter. The message that appears on the screen at the end of the 

powering up process is displayed there by the Apple Writer pro- 

gram. It is known as a prompt. A prompt is a message to you from a 

computer program telling you what to do next. If your computer 

does not have an 80-column card, the message will be in the form of 
a question that says Do you have lowercase display (Y/N)? If your 
computer has been changed so that it can display lowercase letters, 
strike the Y key for yes. Otherwise, strike the N key for no. Then 
press the RETURN key. If your computer has an 80-column card 
installed, this question will be skipped. 

Next, the computer will display a prompt that reads Press 
RETURN to begin: Respond to this prompt by pressing the 
RETURN key. Once you have pressed the RETURN key, a display 
labeled Frequently Used Control Characters will appear on the CRT. 
This display, which is known as the Editor Menu, is shown in Figure 
1.3. 

FREQUENTLY USED CONTROL CHARACTERS: 

LOAD A FILE 
SAVE A FILE 
ERASE MEMORY 
ACCEPT DOS COMMANDS 
PRINT/PROGRAM COMMANDS 
ADDITIONAL FUNCTIONS MENU 

(FOR HELP, ENTER °?’) 

ENTER YOUR SELECTION OR RETURN : 

Figure 1.3. Apple Writer Editor Menu 

Inserting the Student Diskette 

Text that you enter into the computer should be stored on a 
student diskette rather than on the Apple Writer diskette. There- 
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fore, when the Editor Menu is first displayed on the screen, you 
should insert a student diskette. If your computer has one disk drive, 
gently open the door of the disk drive. Then carefully remove the 
Apple Writer diskette and place it in its protective envelope. Insert 
your student diskette into the disk drive and carefully close the 
door. If your computer has two disk drives, you may insert the stu- 
dent diskette into Drive 2 and leave the Apple Writer diskette in 
Drive 1 instead of changing diskettes. (Note: Your instructor may 
supply you with a ready-to-use student diskette or a new diskette. If 
a new diskette is supplied, it must be initialized before it is used. The 
way to do this is explained in the Computer Exercise section of this 
lesson.) 

At this point, you would normally choose to enter text, change 
text, or print a document. For this first lesson, however, you will 

just learn how to quit Apple Writer and power down the computer. 

Quitting Apple Writer 

When you have finished using Apple Writer, you should tell 
the computer you have finished. This is done by holding down the 
CTRL (control) key on the left side of the keyboard while striking 
the Q key. Striking these two keys causes a display known as the 
Additional Functions Menu to appear on the CRT. The Additional 
Functions Menu is shown in Figure 1.4. 

ADDITIONAL FUNCTIONS MENU 

LOAD TAB FILE 
SAVE TAB FILE 
LOAD PRINT/PROGRAM VALUE FILE 
SAVE PRINT/PROGRAM VALUE FILE 
LOAD CGILOSSARY FILE 
TOGGLE CARRIAGE RETURN DISPLAY 
TOGGLE SHIFT KEY OPTION (ESC/SHIFT) 
TOGGLE DATA LINE DISPLAY 
CONVERT APPLE WRITER 1.1 FILES 
QUIT APPLE WRITER 

ENTER YOUR SELECTION (1 - O) 

Figure 1.4 Additional Functions Menu 
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Option 0 of this menu reads 0. Quit Apple Writer. When you 
strike the 0 (zero) key, the following message appears on the screen: 
Erases Memory. Quit (Y/N)? Later on you will want to make sure 
you have saved any entered text before quitting Apple Writer. 
Since you have not entered any text in this first lesson, it is safe to 
go ahead and strike the Y key. Then press the RETURN key. 
Remove the diskettes from the disk drives and place them in their 

protective envelopes. 

Powering Down the Computer 

As soon as you have removed the diskettes from the disk 
drives, you may turn off the computer and the monitor. This is 
known as powering down the computer. It does not matter which 
unit you turn off first. 



LESSON 1 EXERCISE Name ene a ie) eee oe te a eee ate 

13. 

14. 

Throughout the Exercises, the number of a learning objective 

appears in parentheses at the end of each question. This number tells 

you the learning objective in that lesson to which the question 

corresponds. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Word processing means using the computer to process text and produce 
docurments: (OO jab] nase er etre tiles tits wana eon SIL BAe MEAG ere 

When doing word processing, errors may be corrected, but new words or 
Sentencesnmayeno beperadded Ob jad) wissen: Stet. eae aes eee 

Groupsvotewordsrare, knowar as texts(Objs)) qc. -- case os doen ee eee 

Pecoctinenitsis: Dhintedirom cexv(ODjcel) sean. sae eee cee ee eee 

The diskette upon which text may be stored looks similar to a stereo record 
(ORI Se ie eee SR Wace oy 2G 5 own MeN eben eae ed vai ye Done eee 

As you enter words into the computer, they are printed on paper by a print- 
@YaCO) Dy ged) ee eens te eh en en Geer rita Mone Sec Lee irate han oe ee 

All standard Apple II computers display 40 characters per line (Obj. 2)... 

The Apple computer system consists of two parts: a keyboard and a printer 
(GO) je) Recreate weeding wast aa oe aah es ee Pies Re rea eee pe eae nart akan ee 

Diskettes are durable and require no special handling (Obj. 3)............ 

If a diskette is not quite all the way into the disk drive, you should close the 
dCOrsLGepushettsins (ODI gd) mitten Hone er Paecns ak chee vee em aa keels hacen 

ADD aly Tice issaecomputer program (Ob), 4)en.c.e.A a ae ee ecee 

Apple Writer is a group of instructions that makes the computer behave as 
EOL RP EOCESSOL 0) Disa lei ct acetate eee re gs oe eee Cuan Cree 

The Apple Writer diskette is inserted in the disk drive before the computer 
FSstUEecuOne (ODED) ees Mean cra woe mame Mae tek Corey tn tee ae eRe 

When quitting Apple Writer, the computer should be turned off before the 
diskette 1s removed. trom the disk drive (Obj. 5) .......6¢..50.00s:esess eee: 

COMPLETION 

What is the definition of word processing? (Obj. 1) 

10. 

ie 

12. 

13. 

14. 

Answers 

| 

= 
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2. Describe each of the parts of the Apple computer system. (Obj. 2) 

Keyboard 

Monitor 

Disk Drive 

Printer 

3. List six procedures for caring for diskettes. (Obj. 3) 

Ee ORT 

4. What is Apple Writer? (Obj. 4) 

5. List the three steps that are necessary to power up the Apple computer. (Obj. 5) 

a. 

b. 

© 

6. If your computer does not have an 80-column card or a shift key adapter 
installed, how do you answer Apple Writer’s question Do you have lower- 
case display (Y/N)? (Obj. 5) 

7. List the keys that are struck to quit Apple Writer. (Obj. 5) 

8. How do you power down the Apple computer? (Obj. 5) 
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COMPUTER EXERCISE 

To complete this Computer Exercise, you will need an Apple 
Writer diskette and a student diskette. If these diskettes have not 
been given to you, ask your instructor for them. Then follow the 
steps below as you actually use the computer: 

i 

2. 

Ol 

Turn on the monitor. 

Insert the Apple Writer diskette into the disk drive. If 
there is more than one drive attached to the computer, 
remember to use Drive 1. If necessary, review the in- 
structions in Step 2 on pages 4-5. 

Turn on the power switch at the left rear of the com- 
puter. As soon as you turn on this switch, the disk drive 
will run for several seconds. 

If the question Do you have lowercase display (Y/N)? ap- 
pears on the screen, answer it by striking the Y or N key, 
then pressing RETURN. 

When the message Press RETURN to begin: appears on 
the screen, press the RETURN key. The disk drive will 
run for several seconds. Then the Editor Menu will ap- 

pear on the screen. 

If your computer has one disk drive, remove the Apple 

Writer diskette from the disk drive and place the student 
diskette in the drive. If your computer has two disk 
drives, place the student diskette in Drive 2 rather than 

changing diskettes. 

If your instructor has supplied you with a ready-to-use 
student diskette, skip this step. Otherwise, prepare the 
student diskette as follows: 

a. If it has not already been done, remove the Apple 
Writer diskette from its disk drive. 

b. Hold down the CTRL key while striking the O key. 
Be sure to strike the letter O and not the number 
zero. A display known as the DOS Commands menu 
will appear on the CRT. 

c. Select Option 6, which is the number of the /nztial- 
ize Diskette option. You will then be required to 
enter a slot and drive number. If your new diskette 
is in Drive 1, key S6,D1. If your new diskette is in 
Drive 2, key S6,D2. Then press RETURN. (WARN- 

ING: Once you press RETURN, it is too late to 
change what you have done. If the diskette in the 
drive contains any information, it will be erased.) 

Once you press RETURN, the disk drive will run for 
a few seconds. Then the DOS Commands menu will 

11 
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be redisplayed. Press RETURN to get back to the 
Editor Menu. 

8. Quit Apple Writer by holding down the CTRL key while 
you strike the Q key. Then strike the 0 key (be sure to 
strike the number zero and not the letter O). The follow- 

ing question will appear on the screen: H’rases Memory. 
Quit(Y/N)? Strike the Y key, then press RETURN. 

9. When the lights on the disk drives go out, remove the 

diskettes and place each in its protective envelope. 

You have now learned how to load Apple Writer and how to 
quit Apple Writer. In Lesson 2 you will create a document. 



2. Whe Text Editor 

OBJECTIVES: 

—_ Describe the Editor Menu. 

Explain how to erase the memory of the computer. 

Describe the functions of the Data Line. 

State the purpose of the cursor. 

List the methods of entering capital letters. 

Describe what is meant by word wrap. 

Nt Oe Ode Posh List the steps that are used in correcting errors with 

the backspace key. 

8. Enter text using Apple Writer. 

Many word processors, including Apple Writer, use menus. A 
menu is a list of functions the word processor can do. You choose the 
desired function by striking a certain key or keys. Once a menu 
option has been chosen, a status line or data line is often displayed 
at the top of the screen. The data line shows constantly updated 
information about your text. For example, it displays the length of 
your text. In this lesson, you will learn about Apple Writer’s Editor 
Menu and its Data Line. After learning the necessary steps, you will 
actually enter text into the computer. 

THE EDITOR MENU 

When the computer is powered up, the Editor Menu is dis- 
played. The Editor Menu lists some of the more commonly used 
Apple Writer functions. Look at the illustration of the Editor Menu 
in Figure 2.1. In front of each function is a letter that is used to 
select that function. Note that the letters are enclosed in brackets. 
For example, Load a file is preceded by [LZ]. The brackets mean you 
must hold down the CTRL (control) key while striking the letter. It 
makes no difference whether the letter you strike while holding 
down CTRL is an uppercase or lowercase letter. These letters that 
are struck while holding down the CTRL key are known as control 
characters. Therefore, the options on the Editor Menu are called 
Frequently Used Control Characters rather than Frequently Used 
Functions. The various options on the Editor Menu will be discussed 
fully the first time you need to use each of them. 

13 



14 Introduction to Apple Writer Word Processing 

LOAD A FILE 
SAVE A FILE 

ERASE MEMORY 
ACCEPT DOS COMMANDS 
PRINT/PROGRAM COMMANDS 
ADDITIONAL FUNCTIONS MENU 

(FOR HELP, ENTER 222) 

ENTER YOUR SELECTION OR RETURN 

Figure 2.1 The Editor Menu 

CREATING A DOCUMENT 

Once the Editor Menu is displayed on the screen, you are 
ready to begin creating a document. The first step is to erase the 
memory of the computer. 

Erasing Memory 

Before entering text, you should erase the memory of the 
computer. This removes any old text that might accidentally become 
part of the new text. Look back at the Editor Menu in Figure 2.1. 
Note that the third option on the list is [NV] Erase memory. By hold- 
ing down the CTRL key and striking the N key, you are telling 
Apple Writer to erase the memory of the computer. Before actually 
erasing memory, Apple Writer will ask if that is what you really 
want. It will display the line [Nlew (Erase Memory) Yes/No? Key 
Yes and press RETURN. 

The Data Line 

When you enter [N] to erase the computer’s memory, the 
screen is also cleared. A Data Line like the one in Figure 2.2 is then 
displayed at the top of the screen. The Data Line shows information 
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about your text. Refer to Figure 2.2 as you read the following expla- 
nations of the items on the Data Line. On an Apple with an 80-col- 
umn card, all the items appear on one line. 

<E Z MEMS 19197 LEN: oO POS: 
TAB: OE ICES 

Figure 2.2. The Data Line 

MEM.:. As text is entered into the computer, it is stored in 
the computer’s memory. The number following MEM: on the Data 
Line tells how many more characters can be entered in the com- 
puter’s memory before it is filled up. The MEM: figure at the time 
you begin entering text may vary depending on the amount of mem- 
ory installed in your computer. As you enter text, the MEM: figure 
decreases. 

LEN:. The number following LEN: shows the length of the 
text you have entered. If the Data Line reads LE'N: 398, for exam- 
ple, you have entered 398 characters. 

POS:. The number following POS: shows the current position 
of the cursor in the text you have entered. The cursor is a flashing 
rectangle that moves as you enter text, always showing the position 
at which the next character entered will be displayed. In this lesson, 
POS: will always show the same number as LEN: because the cursor 
will always be at the end of the text. In later lessons, when you have 
learned how to move the cursor so that words may be added, 
changed, or deleted, the two numbers may not be the same. 

TAB:. The number following TAB: tells the number of char- 
acters you have entered since the last time you pressed RETURN. 

The other items on the Data Line will be explained later as 
they are needed. 

Entering Text 

Whenever the Data Line and the cursor are on the screen, 

text may be entered. Before entering text, however, you should 
know about making capital letters, using word wrap, and correcting 

keying errors. 

MAKING CAPITAL LETTERS. If you are using an Apple 
II, your computer may be standard, it may have a shift key adapter, 
or it may have an 80-column card. The capitalization of letters is dif- 
ferent depending on which of these ways your computer is set up. 
(Note: Regardless of the method of making capital letters, you still 

use the SHIFT key for keying symbols and punctuation.) The fol- 

lowing paragraphs explain the different methods for making capital 

letters. 



16 Introduction to Apple Writer Word Processing 

Standard Apple II. Look at the Data Line in Figure 2.3. The 

E in the second position indicates that the ESC (escape) key must be 

used to capitalize letters. This is done by first striking the ESC key, 

then the letter to be capitalized (it is not necessary to hold the ESC 

key down while striking the letter). When you strike the ESC key, a 

/\ (caret) symbol appears inside the cursor. This caret indicates that 

the next letter struck will appear as a capital letter when the docu- 

ment is printed. Remember that the standard Apple can display only 

uppercase letters on the screen. Therefore, letters that will be 

uppercase when the document is printed are shown on the screen as 

inverse (dark on light) characters. Letters that will appear on the 

document in lowercase are displayed on the screen as normal (light 

on dark) characters. 

E shows that ESC key is used to make capital letters. 

<E Z MEM: 19197 LEN: © POS: 1) 

TAB: OSRIEE: 

Figure 2.3. Data Line of Standard Apple II 

Apple II with Shift Key Adapter. If your Apple has a shift 
key adapter installed, you can make capital letters by using the 
SHIFT key. This is indicated on the Data Line by an S in the second 
position, as shown in Figure 2.4. You must hold down the SHIFT 
key while striking the letter to be capitalized. (Note: It is possible to 
turn the shift key adapter on and off. If you have a shift key 
adapter installed and the Data Line still shows E instead of S, fol- 
low these steps to turn on the adapter: First, enter [Q] to display the 
Additional Functions Menu. Then select Option 7, Toggle Shift Key 
Option (ESC/SHIFT)). As with the standard Apple II, all letters 
appear on the screen as uppercase. Those that will be uppercase on 
the document are shown in inverse on the screen. Those that will be 
lowercase on the document are shown on the screen as normal 
characters. 

S shows that SHIFT key is used to make capital letters. 

<S Z MEMSIS 197 2CEN: QO POS: Oo 
TAB: O FILE: 

Figure 2.4 Data Line with Shift Key Adapter or 80-Column Card 
Installed 

ee rE 
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Apple II with 80-Column Card. If your Apple has an 80-col- 
umn card installed, capital letters are made by using the SHIFT 
key. This is indicated by an S in the second position on the Data Line 
(Figure 2.4). You must hold down the SHIFT key while striking the 

letter to be capitalized. The Apple II with an 80-column card dis- 
plays both uppercase and lowercase letters on the screen. 

WORD WRAP. If you have used an electric typewriter, you 
know that the RETURN key is pressed at the end of each line. This 
is not necessary when entering text with Apple Writer. When one 
line on the screen fills up, the text automatically wraps around to 
the next line. This means that when a word is too long to fit on a 
line, the entire word is moved automatically by the computer to the 
next line. Normally you should press RETURN only at points where 
your text must go to the next line. For example, you would press 
RETURN at the end of each line of the address of a letter, or at the 

end of each paragraph of a report. Word wrap increases your speed 
in entering text because you don’t have to be concerned about 
margins. 

When the letter Z appears before MEM: on the Data Line 
(Figure 2.4), it indicates that word wrap is turned on and working. 

However, if you want to turn word wrap off (when typing a table, 
for example), enter [Z]. To turn it back on, enter [Z] again. 

CORRECTING ERRORS WITH THE BACKSPACE KEY. 
The simplest way of correcting errors is to use the backspace key. 

The backspace key is labeled on the keyboard with an arrow point- 
ing left (<—). Each time the backspace key is struck, the character to 
the left of the cursor is erased as the cursor passes over it. When you 
make an error, therefore, just backspace until the error disappears. 
Then reenter the correct text. Other methods of correcting errors 

will be explained in later lessons. 

ive 





LESSON 2 EXERCISE Name Date 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

1. The Editor Menu is a list of some of Apple Writer’s more commonly used 
DAC HAYE KO) SS (CO) oy 38 Re Race, a OM I a oh WE SEO al aR A eats 1 oleae 

2. Control characters are entered by keying a bracket, the character, and an- 
OUIelEDTACKeL, COD \edl)anacccacetae Seer ON 6. tnn hiss Gata ans AT, eRe 2) eee 

The memory of the computer is erased by striking the CLEAR key (Obj. 2) Bed Ra a @ 

The numbers on the Data Line include information about the length of the 
seo a GO) OVE ENR, Ce ee ee rn | a Bi See, Len E I aR eis, NMS Weed bY li th 

The cursor enters characters into the computer’s memory (Obj. 4)........ spt ln 

All capital letters are entered by using the SHIFT key (Obj. 5)........... oe die Ltt 

Word wrap makes it unnecessary to press RETURN at the end of each line 
Olea Ara Irs Ola ).0) ace exc re enna ko SAa ees .Giepetoine eee ee nee (Peden 1D 

8. When using Apple Writer, the backspace key causes the cursor to move 
back without erasing the letters it passes over (Obj. 7) .............-2000- 8b wak 

COMPLETION 

1. Explain how to enter a control character. (Obj. 1) 

2. Given below are the control characters that appear on the Editor Menu. Write the name of 
the function performed when each of the characters is entered. (Obj. 1) 
aa ls] 

b. [S] 

[Ni] 

d. -(0] 

INE icy [geen ee Reet a Bo ee ee ee Se ee eee 

Jie UIA ke at SI ce A a a Pe Se nn DO nee Ee ere 

3. Using the following Data Line as an example, give the meaning of each of the indicated 

items. (Obj. 3) 

Sie erie yOOOSLEN@ 597) POS: 197 TAB: O FILE: 

a. E in the second position 

S in the second position 

Kieu /, 

c. Mem: 19000 

19 



20 Introduction to Apple Writer Word Processing 

d. Len: 197 

Cr Fos 197 

tae Lab: 

4. What is the purpose of the cursor? (Obj. 4) 

For each of the following types of computers, explain how to enter capital letters. (Obj. 5) 
a. Standard Apple II 

b. Apple II with shift key adapter 

ce. Apple II with 80-column card 

6. What is word wrap? (Obj. 6) 

Explain how to correct keying errors using the backspace key. (Obj. 7) 
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COMPUTER EXERCISE 

In this Computer Exercise, you will use Apple Writer to enter 
text into the computer. Follow the steps below as you use the 
computer: 

iL 

2 

3. 

4 

Turn on the monitor. ¥ 

Insert the Apple Writer diskette into the disk drive. 

Turn on the computer’s power switch. 

If the question Do you have lowercase display (Y/N)? ap- 
pears, answer it by striking the Y or N key as appropri- 
ate for your computer and pressing RETURN. 

When the message, Press RETURN to begin: appears on 
the screen, press RETURN. The Editor Menu will appear 
on the screen. 

If your computer has one disk drive, remove the Apple 

Writer diskette from the disk drive and insert the stu- 
dent diskette. If your computer has two disk drives, in- 
sert the student diskette in Drive 2 rather than changing 
diskettes. 

Enter [N] to erase the computer’s memory. 

Enter the following text by keying it on the keyboard. If 
you make an error, backspace to the point of the error 
and rekey correctly. Do not press RETURN except at the 
end of each paragraph. Between paragraphs, press RE- 
TURN an extra time to get double spacing. 

itesmerS et he=Lirst paragGcapn “OL text. | have 
keyed into the computer using a word 
processor... If I make a mistake, I will use 
coembpackspace Keyr ton return CoO -Ene, error. 

tiene. wills rekey the icharacterss correctly. 
ineene next lesson I will learn how to enter 

paragraphs with indentions. 

I am learning how to use a word processor as 

ae powexrtul tool to help me an my work... Use 
of the computer will make my work much 
easier since many of the routine tasks will 

be done for me. 

sh 

10. 

1B 

Quit Apple Writer by entering [Q]. Then strike the 0 key. 
Answer the question Erases Memory. Quit (Y/N)? with a 

Y and press RETURN. 

Remove the student diskette from the disk drive and 
place it in its protective envelope. If the Apple Writer 
diskette is still in Drive 1, remove it also. 

Power down the computer by turning off the power 
switches on the monitor and computer. 

21 
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22 

OBJECTIVES: 

1. Describe the procedure for entering special symbols. 

2. Describe the procedure for using alpha lock. 

3. Describe the procedure for setting, clearing, and using 

tab stops. 

4. Enter text with indented paragraphs, uppercase 

words, and special symbols. 

In Lesson 2 you learned to enter simple text. Most word pro- 
cessing, however, requires more complex text. In this lesson, you 
will learn some ways to enter such text. You will enter special sym- 
bols, use the alphabetic shift lock, and use tab stops. 

ENTERING SPECIAL SYMBOLS 

Special symbols are nonalphabetic characters on the keyboard 
such as $, &, and %. Each one is entered by holding down the SHIFT 
key while striking the appropriate character key. You follow this 
procedure even if your computer requires the use of the ESC key to 
enter uppercase letters. 

ALPHA LOCK 

At times you may want to capitalize several letters in a row. 
For example, the main heading of a report might be in all uppercase 
letters. Use of alpha lock (known also as alphabetic shift lock) allows 
you to enter such a series of uppercase letters without striking ESC 
or the SHIFT key for each letter. To use alpha lock on the Apple Ile, 
depress the key labeled CAPS LOCK. On the Apple II, enter [K]. 
The letter U (for uppercase) will appear on the Data Line in place of 
the # or S, as in Figure 3.1. Now all of the letters you enter will be 
in uppercase. To return to normal uppercase and lowercase opera- 
tion on the Apple Ile, depress the CAPS LOCK key again. On the 
Apple II, enter [K] again to turn off alpha lock. As an example for 
the Apple IT, to enter a title in all capitals you might key [K]JHOW 
TO USE YOUR WORD PROCESSOR{K\. Use of alpha lock does 
not shift the numeric keys to their symbols. To enter the special 
characters on the numeric keys you must still use the SHIFT key. 
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SS 

U means that alpha lock (uppercase) is in use. 

CUS eZ. MEMES LS /S CEN: O POS: 
TAB: OSE TCE 

Figure 3.1. Data Line with Alpha Lock in Use 

USING TAB STOPS 

Apple Writer provides tab stops similar to those on a type- 
writer. When you load Apple Writer, it automatically sets nine tab 
stops that are eight columns apart. These are known as default tab 
stops. Entering [J] (for indent) moves the cursor to the next tab 
stop. You may clear and set new tabs at any desired column posi- 
tions if the default stops are not suitable. To clear all tab stops, 
enter [T] (for tab). When you do this, the screen will display 

[ T]ab(Set/Clear/ Purge): Enter P, which stands for purge, and all 
tab stops will be cleared. The prompt line will also be erased. You 
may then continue with the next desired step, which probably will 
be to set one or more new tab stops. 

To set a tab stop, you must first move the cursor to the 
desired column number. As you move the cursor by striking the 
space bar, watch the number after TAB: on the Data Line. When 
this number corresponds to the column at which you want to set a 
tab, enter [7]. In response to the [ T]ab(Set/Clear/ Purge): prompt, 
enter an S for set. If you want to set additional tabs, move the cur- 
sor to the next column at which you want a tab stop and repeat the 
process. Note that tab stop columns are counted from the last time 
you pressed RETURN, not from the left edge of the screen. There- 
fore, you can set a tab at a column number larger than the width of 
the screen. 

To clear a single tab stop, tab (using [/]) until the cursor is at 
the column to be cleared, then enter [7]. In response to the 
[ T]ab(Set/Clear/ Purge): prompt, enter C for clear. Only this tab stop 
will be cleared. 
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SEONG hay Se) bo 

= 

ime 

12. 

Oona fF WwW WH FH 

Mintonmersisvimpolsuch as 6. (Obj. 1)t2 592572. eee aoe 

. Entering COMPUTER in all capital letters (Obj. 2) ..... 

melinucrinivey Ol 1l28987BAN(Obj:.2) io. wee ees Se 

mC learinosallathestab stops, (Obj, 3)!-22.. ss fo nns ects. 

MSs tab stop atjcolumno (Obj. 3). 2... au. eee. 

. Clearing a tab stop at Column 24 (Obj. 3)..-............. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Special symbols are nonalphabetic characters (Obj. 1) ...............0.005- 

Computers that require the use of ESC to make capital letters also require 
ESC stonmakesspecialisympols (Obi laure eet. eke eon as 

Alpha lock shifts special symbols to numeric characters (Obj. 2) .......... 

Alpha lock is turned on by striking the ESC key twice (Obj. 2) ........... 

When alpha lock is turned on, an S appears on the Data Line (Obj. 2) ... 

After you enter a word in capital letters, you use [K] to turn off the alpha 
locket ca lUre.OlmA Dplew Valera OD ie 2 mene: eterna ee oc 2 cee ee ane cee 

Alpha lock shifts number keys to their special symbols (Obj. 2)........... 

You may not set tabs at column positions greater than 40 since the screen 
aston vec Oscollinns (C143) act ne ein asthe ea ok Saar eee ener ee eerie 

To set or clear a tab stop, you enter [7], which stands for tab (Obj. 3) ... 

To clear all tab stops, you must move the cursor to each one and strike the 
CHL DWANIRS Neen OT CO) oe 8) Rove cena ae ng weReTRU SEU EMO aR eel EAN 

The TAB key may be used to indent paragraphs on the Apple II (Obj. 3) 

After telling Apple Writer you want to clear a tab stop, you move the cur- 
Sorat OnpncIcolumnsy OURwarntsto:cleata(OD]So)e seek soca ae eee 

COMPLETION 

For each of the following functions, write the key or combination 

of keys that should be used. Remember to write brackets around any 

keys that are control characters. Answer each question for the computer 

you are using: either the Apple II or Apple lle. 

Function Keys 

EFA es iad LS 

Se 

10. 

11. 

12. 

AN lee noe a) 

‘= 

Za 
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COMPUTER EXERCISE 

In this Computer Exercise, you will enter a short report. 
Enter its heading in all capital letters. Special symbols are included 
in the report. Follow the steps below as you use the computer: 

i 

2. 

3. 

4 

10. 

Turn on the monitor. 

Insert the Apple Writer diskette into the disk drive. 

Turn on the computer’s power switch. 

If the question Do you have lowercase display (Y/N)? ap- 
pears, answer it by entering Y or N as appropriate for 
your computer. 

When the message Press RETURN to begin: appears on 
the screen, press RETURN. The Editor Menu will appear 
on the screen. 

If your computer has one disk drive, remove the Apple 
Writer diskette from the disk drive and insert the stu- 
dent diskette. If your computer has two disk drives, in- 
sert the student diskette into Drive 2 instead of changing 
diskettes. 

Enter [N] to erase the computer’s memory. 

Clear all of Apple Writer’s tab stops. Begin by entering 
[ 7]. When prompted, enter P (which stands for purge). 

Set a new tab stop at Column 5. To do this, strike the 
space bar until a 5 is displayed after TAB: on the Data 
Line display. Then enter [7] and an S. 

Enter the following text. Remember to use the alpha 
lock to enter words in all caps. Use [J] to indent the 

paragraphs; don’t strike the space bar five times to in- 
dent them. If you make an error, backspace to the point 
of the error and rekey correctly. Do not press RETURN 
except at the end of each paragraph. Between 
paragraphs, press RETURN an extra time to get double 
spacing. 

Fei 
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MY APPLE COMPUTER 

The Apple computer can be used to do word 

processing. The computer follows a program 

(set of instructions) that tells ic what ve 

do. Some writers say using the computer to do 

word processing can save them from 75% to 80% 

of their time. 

To get the computer started, a disk is 
inserted into Drive #1 and the power switch is 
turned on. Since the 5" disk is so 
important, it should be PROTECTED from harm at 
all times... Do not: bend it, touchstitsr exposes 

surfaces, or expose it to low or high 
temperatures. Temperatures > 125 degrees or 

<50 degrees must be avoided. If you treat 
your disk carefully, it will serve you for a 

long time. 

11. Ask your instructor to examine your work. Do not erase 
your work or quit Apple Writer until told to do so by 
your instructor. 

12. When told to do so by your instructor, quit Apple Writer 
by entering [Q]. Then strike the 0 (zero) key. Answer the 
question Hrases Memory. Quit( Y/N)? with Y and press 
RETURN. 

13. Remove the student diskette from the disk drive and 
place it in its protective envelope. If the student diskette 
was in Drive 2, also remove the Apple Writer diskette 
from Drive 1 and place it in its envelope. 

14. Power down the computer. 



4, Saving Text 

OBJECTIVES: 

1. Describe the method by which text is recorded on the 

diskette. 

2. Define a file and tell its purpose. 

4. Describe the procedure for saving a file. 

4. Describe the procedure for displaying a diskette cata- 

log. 

5. State the meaning of each of the items in a diskette 

catalog. 

Once you have entered text, you may save it on diskette. This 
capability is one of the outstanding features of a word processing 
system. By recalling text from the disk, you can make changes with- 
out reentering the entire document. 

In this lesson, you will learn basic information about saving or 
recording text. Then you will learn the steps for saving text with 
Apple Writer. 

HOW TEXT IS RECORDED ON THE DISKETTE 

As you learned earlier, a diskette is coated with magnetic 
material similar to that on a cassette tape. Magnetic spots are 
placed on the diskette during the recording process. Each character 

(letter, number, or symbol) has its own combination of magnetic 
spots recorded on the diskette. 

On a diskette, the magnetic spots are recorded in circles 

within circles (concentric circles). Note in Figure 4.1 that these cir- 
cles cover the outer area of the diskette. Each of the circles is known 
as a track. Each track is divided into short lengths called sectors; 
that is, one track may be divided into 16 recording areas, each able 
to save 256 characters. When saving text, the computer uses as 
many of these sectors as are required to hold all the information. In 
other words, brief text requires less space than longer text. 

DEFINITION OF A FILE 

The text for a document is known as a file when it is stored on 

a diskette. The computer keeps track of the location of empty space 
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on the diskette and records text there. For the computer to do this, 

you must make up a different name for each file when you save it. 

The computer then enters the file name into the diskette catalog or 

directory. The catalog is quite similar to the table of contents of a 

book. It contains information about the length and type of each file. 

Track 00 

(Index Track) 

Figure 4.1 Illustration of Tracks and Sectors on a Diskette 

USING FILES 

As text is entered on the keyboard, it is stored in the com- 
puter’s memory. When you have finished entering text (or before 
you come to the end of your text, if you wish) the text can be saved. 
This means it is copied from the computer’s memory onto the disk- 
ette. Saved text is stored for future use and is known as a file. Even 
when you erase the text from the computer’s memory or turn off 
the computer, the file remains on the diskette. When you want to 
work with it again, you ask the computer to load (copy) the file from 
the diskette into the computer’s memory. 

STEPS IN SAVING A FILE 

Once you have entered text with Apple Writer, it can be 
saved on diskette. The next sections describe the steps in saving a 
file. 
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Assigning a File Name 

The first step in saving a file with Apple Writer is to assign it 
a file name. The file name is a word or title by which the text will be 
known on the diskette. The file name may be anything you want it 
to be as long as it fits the following rules: 

1. The file name must begin with a letter. (Apple Writer 
converts all letters in file names to uppercase. Therefore, 
it makes no difference whether you enter the name in 
uppercase or lowercase.) 

2. The file name cannot contain more than 30 characters. 

3. The file name cannot contain a comma. 

Here are some good file names: 
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LETTER 1 SMITH/R 4/4/84 CHAPTER 3 LESSON 12 ALICE VOGEL 

Here are some file names that may not be used, along with the 
reasons: 

INVALID FILE NAMES 
4/4/84 LETTER Does not begin with a letter 
PROPOSAL TO THE HILLSBOROUGH SCHOOL BOARD Has more than 30 characters 
SMITH,R WILL Contains a comma 

If you use the name of a file that already exists on the disk- 
ette, the text in the original file will be replaced by the new text. 
Therefore, before deciding on a file name, it is a good idea to look at 
a list of all files already saved on diskette. The way to do this is 
explained later in this lesson in the section “Using the Diskette 
Catalog.” 

Assigning a Disk Drive Number 

If your computer has only one disk drive, all files will be saved 
on the diskette that is in that drive. If you have two disk drives, 
however, files may be saved on the diskette in either drive. As you 
know, the drive into which you place the Apple Writer diskette is 
Drive 1. The second drive is known as Drive 2. In this course, you 
should always save files using the drive into which you have placed 
your student diskette. 

Saving a File on the Diskette 

After you select a file name and determine which disk drive 
your student diskette is in, you are ready to save a file. You may 
save the text that you are entering at any time you wish. The saving 
process does not erase the text from memory. Therefore, you can 
continue making changes after saving the text. You must remem- 
ber, however, to save the text again after making the changes. The 
new version will then replace the old version on the diskette. 
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To save your text, enter the [S] (save) command. Apple 

Writer will display [S]ave: at the bottom of the screen. Enter the 

name you have decided to use for the file in which the text will be 

saved. If you want to use Drive 2, enter a comma and D2 after the 

file name. Here are some examples of file names you might enter 

after the [S]ave: prompt: 

To save on Drive 1 TERM PAPER ENGLISH 401 

To save on Drive 2 TERM PAPER ENGLISH 401,D2 

Note that it is not necessary to enter D1 when using Drive 1, 
although you may do so if you wish. When you key the file name and 
press RETURN, the disk drive will operate briefly while the file is 
being saved. The red light on the front of the drive will show that it 
is running. When the computer finishes saving the file, its name will 
be displayed on the Data Line after the word FILE:. 

USING THE DISKETTE CATALOG 

A list of the files stored on diskette is known as a diskette cat- 
alog. In addition to the names of the files, the catalog contains other 
important information. You display the diskette catalog on the 
screen by entering [O] (be sure you strike the letter O and not the 
number zero). When you enter [QO], the DOS Commands menu will 
appear on the screen as in Figure 4.2. DOS stands for Disk Operat- 
ing System. It is the master program built into your Apple computer 
that directs and controls the operation of the computer and other 
programs such as Apple Writer. Among its functions are those 
shown on the DOS Commands menu. 

DOS COMMANDS 

CATALOG 
RENAME FILE 
LOCK FILE 
UNLOCK FILE 
DELETE FILE 
INITIALIZE DISKETTE 

ENTER YOUR SELECTION (1 — 6) 3: 

Figure 4.2 DOS Commands Menu 
eee 
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When the DOS Commands menu is displayed, select Option 1 
and press RETURN. You may then be asked to enter a slot number 
and drive number. The slot number is the location inside the com- 
puter where the circuit card that controls the disk drive is plugged 

in. If the circuit cards inside your Apple are plugged into the stan- 
dard positions, the slot number is 6. The drive number is either 1 or 
2. (The drive number should be attached to the front of the disk 

drive. If you have only one drive, it is always Drive 1.) Enter the 
figures as S6,D1 or S6,D2. (If you want to see the catalog of Drive 1, 

you may also simply press RETURN without entering the numbers.) 
The disk drive will run briefly, then the diskette catalog will be dis- 
played. After viewing it, press RETURN again and the DOS Com- 
mands Menu will be redisplayed. If you press RETURN instead of 
making a choice from the menu, your text will be redisplayed on the 
screen. 

Refer to the typical diskette catalog shown in Figure 4.3. The 
Disk Volume number of 254 is a number assigned to the diskette at 
the time it was created. If you desire to do so, you may specify a 
number when you initialize a diskette. Otherwise, Apple Writer will 
use 254. The T at the beginning of the line for each file entry means 
that the file is a text file. All text files created with Apple Writer 
will be type T. Files containing tab and margin settings will be type 
B (binary or machine language files). If a diskette contains com- 
puter programs written in the BASIC language, you will see file 
types of A (created by Applesoft BASIC) or I (created by Apple’s 
Integer BASIC). 

DISK VOLUME 254 

*T O06 BERTRAND WILL 
T O21 W77 4 
T 014 WALLACE LETTER 042464 

(PRESS RETURN) 

Figure 4.3 Typical Diskette Catalog 

Refer again to Figure 4.3. The number following the T tells 
you the size of the file. The size is given in sectors. Remember that 
each sector holds 256 characters. Therefore, multiply the given file 
size by 256 to find the approximate number of characters in the 
entire file. For example, the file called BERTRAND WILL has a 
file size of 6 sectors. Multiplying the 6 by 256 gives 1536, the approx- 
imate number of characters in the file. Since the last sector may not 
be completely filled, the calculated number of characters may be 
slightly higher than the actual number of characters in the file. Fol- 
lowing the file size on the diskette catalog is the name of the file 

assigned at the time it was saved. 
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The asterisk at the very beginning of the line for the file 
named BERTRAND WILL indicates that the file is locked. A 
locked file cannot be changed or deleted unless it is first unlocked. 
In Lesson 9 you will learn how to lock and unlock files. 



LESSON 4 EXERCISE Name Date 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

1. A diskette is coated with magnetic material (Obj. 1)...................... 

2. Each character is stored on a diskette as a combination of magnetic spots 

(OD teal ee pueamnte Mer ten cant he Atte. Sic Nee nia Te cs ak ae Cte a LCR Ree 

Sectors on a diskette are divided into recording tracks (Obj. 1) ........... 

When the text for a document is stored on diskette, it is known as a file 

AOLSy PAL Soe Si ccarie lh any SL ACE,” SOE eA eee OR OO Rite emer re ne 

All files on diskettes require the same amount of space (Obj. 2) .......... 

When you command the computer to save a file, it gets a name for the file 

LROTMEN ES NOOK OD JOE )e ccnen tie Mtr tee een Pee fin ec Pak eae eh Ne 

7. Text saved in a file on a diskette may be read back into the computer’s 
MemOL Vea WatALersuMe-( OD].22) sce oes cee ces heen eee eee eee 

A file name may be whatever length you desire (Obj. 3) ................- 

Me ulconamecuna vanowcontalnacommasn Objio) in tees a erie ne eee eee 

10. The command that is used to save a file onto diskette is [ F] (for file) (Obj. 

11. The computer keeps track of the location and amount of available space on 
LNESCISK ELLE (ODIera)) Ae eee chat eRe cats fas: fercrmures vet Sn ccraiee eee 

12. The diskette catalog is a list of the files stored on a diskette (Obj. 4) .... 

13. The diskette catalog is displayed by selecting an option from the Additional 
PuMetiONnsAVenUuc(ODIed ewe as uc tc eee ae te ce sees eee eee 

14. Apple Writer’s diskette catalog shows the exact location of each file on the 
CLISKE Qed ether ert a echt See Ae tate tom aioe Sipe Serica eta Sa eee 

COMPLETION 

Following is a typical entry from a diskette catalog. Using the entry 

as an example, write the meaning of each of the items on the lines below. 

(Obj. 5). 

*T 172 MASTER CONTRACT 1985 

* 

10. 

ibe 

12. 

13. 

14. 

Answers 

LE 

172 

MASTER CONTRACT 1985 a Bo 
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COMPUTER EXERCISE 

In this Computer Exercise, you will enter a personal note. You 
will then save it in a file on diskette. Follow the steps below as you 
use the computer. (Note: This is the last lesson in which detailed 
instructions for powering up the computer will be given.) 

1. Turn on the monitor. 

2. Insert the Apple Writer diskette into the disk drive. 

3. Turn on the computer’s power switch. 

4 If the question, Do you have lowercase display (Y/N): ap- 
pears, answer it by entering Y or N as appropriate for 
your computer. 

5. When the message Press RETURN to begin: appears on 
the screen, press RETURN. The Editor Menu menu will 
be displayed on the screen. 

6. If your computer has one disk drive, remove the Apple 
Writer diskette from the disk drive and insert the stu- 
dent diskette. If your computer has two disk drives, in- 
sert the student diskette into Drive 2 instead of changing 
diskettes. 

Enter [N] to erase the computer’s memory. 

Clear all of Apple Writer’s tab stops. Begin by entering 
[ 7] (for tab). When prompted, enter P (which stands for 
purge). 

9. Set a new tab stop at Column 5. To do this, strike the 
space bar five times. Then enter [7] and an S (for set). 

10. Enter the following text. Remember to use the alpha 

lock ((K]) to enter any words that are in all caps. Use [J] 
to indent the paragraphs. If you make an error, back- 
space to the point of the error and rekey correctly. Press 
RETURN only at the end of each paragraph. Between 
paragraphs press RETURN an extra time to get a blank 
line between the paragraphs. 

Dear Pat 

It was great to receive a holiday note 

from you. We've really missed you since you 
moved to WARM Florida. I know you're 
enjoying the sunny shores at Daytona. 

Up here in snow country, we have almost 

become accustomed to our annual blizzard. et 

aueived with full fury last night.. We now 
have almost three feet of snow on the ground. 
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108 

12. 

13. 

14. 

Enter [S]. This tells Apple Writer that you want to save 

your text. The prompt [S]ave: will appear at the bottom 

of the screen. Apple Writer is now waiting for you to 

enter the name and disk drive number for storing your 

file. For the file name, use the lesson number followed by 
your name. For example, you might enter LESSON 4 
LEE SMITH. If your student diskette is in Drive 2, re- 
member to place a comma and the drive number at the 
end of your file name. For example, you might enter 
LESSON 4 LEE SMITH,D2. As soon as you have en- 
tered the file name (and drive number if necessary), 

press RETURN. The disk drive will run briefly while 
your text is being saved. When the light on the disk drive 

goes out, your text has been saved. 

Look at a catalog of the diskette to see that your file has 
been saved. Enter [O], then a 7. When asked for the slot 
and drive numbers, enter S6,D1 or S6,D2, depending on 

which drive contains your student diskette. The diskette 
catalog will be displayed. Find your file in the listing. 
Press RETURN twice to get back to your text. 

Quit Apple Writer by entering [Q]. Then strike the 0 
(zero) key. Answer the question Hrases Memory, Quit 

(Y/N)? with a Y and press RETURN. 

Remove the student diskette from the disk drive and 
place it in its protective envelope. If the student diskette 
was in Drive 2, also remove the Apple Writer diskette 
from Drive 1 and place it in its envelope. Power down the 
computer. The text file you saved in this lesson will be 
used again in Lesson 5. 



Sy. Loading and Printing Text 

OBJECTIVES: 

1. List the steps to use in loading a file. 

2. Describe the procedure for making changes to a file 

loaded from diskette. 

3. Describe how to print a file. 

4. Practice loading, changing, and printing a file. 

Text that has been saved on a diskette may be loaded into the 
computer’s memory and printed whenever you wish. If necessary, 
additions or changes may be made in the text before the document is 
printed. The changed text may also be saved to the diskette before 
printing, if desired. 

STEPS IN LOADING A FILE 

Loading a file refers to the process of reading text from a 
diskette and placing it into the computer’s memory. The following 
paragraphs describe the steps in loading a file. 

Looking at the Diskette Catalog 

If you remember the name of the file you want to load into 
memory, you may immediately load it. Frequently, however, you 
may not be sure of the file name. In that case, you need to display 
the diskette catalog to see the file name. As you learned in Lesson 4, 
the first step in looking at the diskette catalog is to enter [O]. This 
displays the DOS Commands menu. From this menu, select Option 1 
(Catalog). 

Erasing the Computer’s Memory 

On most occasions, you will want to erase the computer’s 
memory before loading a document. If this is not done, the text you 
load will be combined with any text already in memory. Remember 
that the first step in erasing the computer’s memory is to enter [N]. 
Then, enter a Y when asked whether you want to erase memory. 
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Loading a File from Memory 

As soon as you have erased the computer’s memory, you are 

ready to load the file from diskette into memory. This is done by 

entering [L], which stands for load. At the bottom of the screen, 

Apple Writer will display [L]OAD: This is your prompt to enter the 

file name and disk drive number. Simply key in the name that was 

used for storing the file on diskette. For example, for a file stored on 
a diskette in Drive 1 you might enter MAX MCBRAYER CON- 
TRACT. For a file stored on a diskette in Drive 2, follow the file 

name with the drive number. For example, after [LJOAD: you 
might enter MAX MCBRAYER CONTRACT,D2. The disk drive 
will run briefly. Then you will see your text displayed on the CRT. 

SAVING TEXT USING THE FILE NAME ON THE 
DATA LINE 

Many times you will want to make changes in your text 
before printing it. If so, all the editing functions you have learned 
may be used on the text loaded from diskette. If the changes are 
temporary, you may make the changes and then print the document. 
If the changes are permanent, you will want to save the revised text 
before printing it. 

If you want to save the revised text under the same file name 
from which it was loaded, Apple Writer provides a convenient short- 
cut. When you load a file from diskette, the name of the file is dis- 
played on the Data Line. The word FILE: precedes the name. Look 
at the Data Line in Figure 5.1. The name of the file loaded from 
diskette is LESSON 4 RODNEY BROWN. 

CE  ZOMEM.TESo7 ENTS) 2o00F EOS: 49 

TAB: O FILE:LESSON 4 RODNEY BROWN 

Figure 5.1. Data Line of Standard Apple Showing File Name 

If you want to replace the original file on diskette with the 
changed text, enter [S] as usual for saving a file. Instead of entering 
a file name, however, enter an equals sign (=). The equals sign tells 
Apple Writer to use the name from the Data Line to save the text. 
(Note: When originally entering lengthy text, it is a good idea to 
save your work every few minutes. Once you have saved the text 
the first time, the file name will be on the Data Line, and the equals 
sign may be used each time you save the text instead of reentering 
the file name.) 
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PRINTING A FILE 

Text may be printed any time it is in memory. It makes no dif- 
ference whether you have just entered the text or whether you 
loaded it from diskette. It is a good idea, however, to always save 
your text on diskette before printing it. That way, if the computer 
system does not function properly during printing, your work will 
not be lost. 

Once the text to be printed is in memory, you should check to 
make sure your printer is ready by following these steps: 

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

2. Make sure that there is paper in the printer and that the 
paper is lined up at the point where you want printing to 
begin. 

3. If the printer has an on-line switch, make sure it is in the 

on-line position. 

After you verify that the printer is ready, enter [P], which 

stands for print. At the bottom of the screen Apple Writer will dis- 
play the prompt [P|RINT/PROGRAM: Enter the two letters NP, 
which stand for new print. This tells the computer that you want 
printing to begin on the new page you have positioned in the 
printer. After you have entered NP, press RETURN and the printer 
will begin to work. If it does not start, recheck the items listed 
earlier. 

Note: Depending on how your printer is connected to the com- 
puter, text that is being printed may also appear on the screen. If 
this is the case, the printed lines will probably be shorter than 
desired. To remedy this situation, enter the following as the first 
line of your text: [ V][J]| V]JSON. Remember that the brackets mean 
to hold down the CTRL (control) key while striking the letter. Press 

RETURN after entering the line. 
If you need to stop the printer while it is printing, strike the 

ESC (escape) key. The printer will stop and the Editor Menu will be 
displayed. Pressing RETURN will then redisplay your text. 

When printing is finished, you may take any action desired. 
For example, you can make more changes in the text, print another 
copy, erase memory and work on different text, or quit Apple 

Writer. 
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10. 

=m CW PO 

PE SCOUDINe aplilliigt Ops) mace £ x aot artu's.s ela ca cid vets 6, 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

If you cannot remember the name you used when you saved a file, it is im- 
possiblestosoad the tile (OO) sl )ioss © haa sc ee eter re ce eee © 

When you are prompted to enter a slot and drive number, you may just 

Dressel: RURN if youareusing Drive li Obj. l) se. enn see ee een ee 

On most occasions, the computer’s memory should be erased before loading 
apoilesiromscisketted Obie) thesac. wae eones ete oe. «eens sua hoes 

You must display the diskette catalog before loading a file from diskette 
(E(O1 on at) Wee an ee ane i ca rani ONY ee IE SUNIL @ MOL AT ar Wr tear tg 

The command for loading a file is [ F] (for file) (Obj. 1)................... 

Once a file is loaded from diskette, all of Apple Writer’s editing functions 
may be used to make changes in the text (Obj. 2)...................2-008- 

If a file name is shown on the Data Line, the equals sign may be used in- 
stead of the file name to resave the text under the name shown on the Data 

| Cibarea( 0) oS ye?) oy ena a RM RNAi rel See Rar SMR NRC Ae To ere 

A document may be printed at any time its text is in the computer’s memo- 
4 HO) Ske 39 had ices cee mre teria OEE oa eR ee pat aerate eg we 

When [P] is entered, printing starts immediately (Obj. 3) ................. 

NP (new print) is used to tell Apple Writer to stop printing after each page 
SOLnateene paper may.be.cnanged:(Obj:-3)it.55-45.. sce een arhre ce oath 

COMPLETION 

For each of the following functions, write in the Keys column the 

key or combination of keys that should be used, including file names. 

Remember to write brackets around any control characters. Assume that 

the file name is CSC CONTRACT, and that it is saved on Drive 1. 

Function Keys 

me isplayine. thetdiskette catalog (Obj. 1)... ..2....5...5.5. 

. Erasing the computer’s memory (Obj. 1) ................. 

, repre ha tee es BUI CO) oy ba i as aye ea agile ante aegis Peipererae ars nr 

. Saving a changed file using the name on the Data Line 
ROLOAA) athe SB les Ania ary ce eine BRN Nene aR arene arene eerste 4, 

. Printing a file that is in memory (Obj. 3) ................ 

10. 

Answers 
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COMPUTER EXERCISE 

In this Computer Exercise, you will load the file that you cre- 
ated in Lesson 4. You will then add a paragraph, save the changed 
text, and print the document. Follow the steps below as you use the 
computer: 

IF Power up the computer. If necessary, review the steps 
given in the Computer Exercise in Lesson 4. After load- 
ing Apple Writer, be sure you place the student diskette 
into the disk drive. 

Display the student diskette catalog and look at the 
name under which you stored your text from Lesson 4. 
To do this, first enter [O]. Then strike the 1 key. When 
prompted, press RETURN if your student diskette is in 
Drive 1. If it is in Drive 2, enter the slot and drive 
number (S6,D2). Find the name of your file on the screen 
and remember it. Then press RETURN twice to redis- 
play the Data Line. 

Load your file from Lesson 4. Begin by entering [LZ]. 
When prompted at the bottom of the screen, enter the 
file name you found on the diskette catalog. If your stu- 
dent diskette is in Drive 2, enter ,D2 (comma D2) after 
the file name and press RETURN. The disk drive will 
run briefly; then your text will be displayed on the 
screen. 

Press RETURN, then clear all of Apple Writer’s tab 
stops by entering [ 7], then P (for purge). Set a new tab 
stop at Column 5 for the paragraph indention. To do this, 
strike the space bar five times. The enter [7] and an S 
(for set). 

Press RETURN to get a blank line after the last para- 
graph on the screen. Then add the following paragraph 
to the end of the note. Enter [/] to indent the paragraph. 
Remember to press RETURN only at the end of the 
paragraph, not at the end of each line. 

Perhaps you can come up for a visit in 

the summer. If you wait until it is warm, we 

Cae jo seiing son bake George. Won't» that. be 
iueauetuni Cive mea call-and let me: know 
when you can come. The boat and skiis are 

waiting. 

6. Save the new version of the note on the diskette under 

the same name used in Lesson 4. This means that all 
three paragraphs of your personal note will replace the 
original two paragraphs on the diskette. First, enter [S] 
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to tell Apple Writer you want to save the text. Since the 
file name is displayed on the Data Line, you may enter 
an equals sign (=) instead of the file name when prompt- 

ed. 

Make sure the printer is plugged in, turned on, on-line (if 
there is an on-line switch), and has paper lined up where 
you want the printing to begin. 

Enter [P] for print. When the [P]|RINT/PROGRAM: 
prompt is displayed, enter NP (for new print) and press 

RETURN. Printing should begin. If it does not, recheck 
the printer. If necessary, ask your instructor. 

When the printing is finished, quit Apple Writer and 
power down the computer. 



6. Basic Editing 

OBJECTIVES: 

1. Explain how to position the cursor using the cursor 

movement keys. 

2. Explain how to change the direction arrow. 

3. Describe the procedure for inserting text. 

4. Describe the procedure for deleting text. 

The heart of any word processing system is the ability to edit, 
or change, text. Editing includes correcting errors, inserting text, 
and deleting text. You have already learned to edit text as you enter 
it by using the backspace key to strike over errors. Once you have 
entered text, it should also be proofread and edited before the final 
version is saved on diskette. Text that has been saved on diskette 
can be loaded and edited, and then the new version can be saved. 
Kiditing saves time in the preparation of a document since you can 
change the data stored in the memory of the computer as many 
times as necessary before you print the document. Additional 
changes can be made to the text file after the document is printed if 
desired. 

CURSOR CONTROL 

After you enter text, you should proofread it on the screen 
before it is printed or saved on diskette. Errors that you did not cor- 
rect while you were entering the text should be corrected at this 
time. Apple Writer enables you to move the cursor to positions in 
the text where corrections are to be made without erasing text that 
is already correct. To do this, you change the cursor from normal 
text-entry mode to move mode by striking the ESC key twice. 
(Note: If the shift key adapter or the 80-column card has been 
installed in your computer, strike the ESC key only once.) The @ 
symbol will appear inside the cursor. This indicates that the cursor is 
in move mode instead of text-entry mode. You can now move the 
cursor to any place on the screen by using the following keys: 

Key Cursor Movement 

Up one line 

Left one character 
Right one character 
Down one line 

Up 12 lines 
Left 24 characters 
Right 24 characters 

Down 12 lines SOnRASA Ge 47 
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The cursor can be moved rapidly from one location to another 

by striking any one of the keys above and the REPT (repeat) key at 

the same time. On an Apple Ile, the cursor is moved rapidly by sim- 

ply holding down any one of the keys above. 

Notice that the keys E, S, D, and X on the left side of the key- 

board are in the same arrangement as the keys I, J, K, and M on the 

right side. Labeling these keys will help you to remember their func- 

tions. In addition, to help remember the keys, note that their 

arrangement on the keyboard corresponds to their functions (up, 

down, left, and right). 

RETURN 

Figure 6.1 Cursor Movement Keys 

SCROLLING 

The Apple Writer screen displays 22 lines of text at any time. 
However, the cursor moves down only to the thirteenth line and 
remains on the thirteenth line as you enter text. Because this posi- 
tion is the approximate middle of the screen, it helps to reduce eye 
fatigue. After the thirteenth line has been entered, the text scrolls 
upward. In other words, it moves to the top of the screen and disap- 
pears. You have not lost the text, however, because it is still stored 
in memory. If you wish to see text that is not on the screen, use the 
cursor movement keys. As you move the cursor up, the text scrolls 
down. 
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You can quickly move the cursor to either the beginning or 
the end of the text. To move the cursor to the beginning of the text, 
enter [B] (for beginning). The cursor will be immediately positioned 
at the beginning of the text. Notice that this command sets the first 

character on the Data Line (called a direction arrow) to >. To quick- 
ly move the cursor to the end of the text, enter [/] (for end). This 
command sets the direction arrow to <. The direction arrow can be 
changed at any time to either direction by entering [D] (for direc- 
tion). The direction arrow is used with special editing functions that 
will be explained in the next lesson. 

INSERTING TEXT 

You can make changes to text by inserting or deleting charac- 
ters, words, or paragraphs. To insert text, use the ESC key to 
change the cursor to move mode. Then position the cursor where the 
text is to be inserted by using the cursor movement keys. Strike the 
space bar to return the cursor to text-entry mode. You are now 

ready to insert text by entering the information on the keyboard. As 
you enter the new text, the text to the right of the cursor will be 

moved across the line and down the screen to make room for the 
additional text. 

DELETING TEXT 

There are three ways to delete text on the screen: by charac- 
ter, by word, and by paragraph. In Lesson 2 you learned how to 
delete characters. This method can also be used in combination with 
the cursor movement keys. To delete a character or a series of char- 
acters, first use the ESC key to change the cursor to move mode. 
Then position the cursor to the right of the character to be deleted, 
using the cursor movement keys. Strike the backspace key once for 
each character or space to be deleted, as you learned in Lesson 2. If 
several characters in a row are to be deleted, hold the backspace key 
and the REPT key down at the same time. (On the Apple Ile simply 
hold down the backspace key.) Be careful using this method as the 
cursor moves quickly and may delete more than is desired. If this 
should happen, use the procedures described above for inserting 
text. The other two methods of deleting text will be discussed in the 

next lesson. 
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LESSON 6 EXERCISE Name eee ee he ee se me | Date 

ane 

12. 

Conroy TOU Co) he 

. Move the cursor left one character (Obj. 1) .............. 

me Vovesthe:cursor up-one.line (Obj. 1) 24.0.0 3.5 facnsces cess 

= love the cursor down 12 lines (Obj-el)...3..<5.2 42.5. «22 o. 

. Move the cursor to the right 24 characters (Obj. 1)...... 

. Move the cursor down the screen rapidly (Obj. 1)........ 

. Move the cursor to the beginning of the text (Obj. 1) ... 

Move the cursor to the end of the text (Obj. 1).......... 

Meee Wnexdireciom arrow (OD]s 2)... 24 ote .u wee ne as cee 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

The ESC key is used to change the cursor from text-entry to move mode 
(CS) orp Se, A gel See OE er eae Nf OP I A PI i ON 

When the cursor is in move mode, it displays the @ symbol (Obj. 1)...... 

To move the cursor 24 characters to the left with one command, strike the 

Decevew Mile MoGvermode (Op]-cL)\siwnlrces oo. eee cs fs gee res cee Mente 

To move the cursor one character to the right, strike the K key while in 
TION ear OULen( COLI owl) nearer tare Shame sakercasters oe tra Alte a , cmscees era ait IR aoe eve 

To change the cursor from move mode to text-entry mode, either strike the 
SpaAcemalmOr press HM WNat OD. 1) ie. nda ome ee ean ee shen ne ee 

The screen can display 24 lines of text at one time (Obj. 1)............... 

Text that has scrolled off the screen is still in memory (Obj. 1)........... 

The fastest way to move the cursor to the end of the text is to enter [B] 
((OLOTE IG) See ana SDA geal ei eieng ie eera ae Oe Pe ge OT: RR SHE Be eS eA ery SN Nol, oh 

When [F] is entered, the direction arrow will point to the right (Obj. 1).. 

[D] can be entered to change the direction arrow (Obj. 2)................. 

To insert text, position the cursor at the point where the text is to be in- 
SO TUCO ey) eee ee ence eae tae wee rack ee tip eae rte ne Ce 

To delete a character, position the cursor in front of the character to be de- 
Iksierere (O10) 4429 SAR AAMS oie seh Oe ar teed eam ie nee Sete Sc er ree Pani a Sra sta 

COMPLETION 

For each of the following functions, write in the Keys column the 

key or combination of keys that should be used. Remember to put brack- 

ets around any control characters. 

Function Keys 

1: 

12; 

Answers 

Ne a8 ooh ect ah id 

21 



tm Oy a - 
; p= ‘Les meine £ 

: : ange 5 ceomees “rr 
> , A — cd ae 4 af a 

: : a ie . av 
4 > ; Ls > ee, pala. a: a 

E ; . 2 oot 4 a er jae _s 

. | | ~ i igektie oat 
¥ The 

‘ 7 

<< 

4 

=. 

/ 

x 

- + 

i 
Am 

. - = 

BP in = 



Lesson 6 m Basic Editing 

COMPUTER EXERCISE 

In this Computer Exercise, you will load the file that was 
saved in Lesson 5. You will make changes in the file (including the 

correction of any errors you made before). You will then save the 
changed text and print the document. Follow these steps as you use 
the computer: 

1. Load Apple Writer. 

2. Display the student diskette catalog to verify the name 
of your text file. 

Load your file from Lesson 5. 

Practice moving the cursor using the I, J, K, and M keys. 

Practice moving the cursor using the E, 8, D, and X keys. 

SEN tees Practice moving the cursor using the [B] and [EF] func- 
tions. 

7. Change the text by making the corrections indicated on 
the next page. Also, correct any errors that you made in 

Lessons 4 and 5. 
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December 8, {tS 

Dear Patrece, 

It was great to receive a hotidey? note 
and. fo hear you art A welz. 

from you, We've really missed you since you 

moved to WARM Sis yan I know you're enjoying 

the sunny shores at  Bayeone 

Up here in snow country, we have almost 

become accustomed to our annual blizzard. 
Per ere i Tats one 

arrived with. sullacury. lase PERN We now 

have almost three feet of snow ay the grounas / 

Perhaps you can come up for a visit in 

the summer. If you wait until it is warm, we 

can go skiing on Lake George. Wont ‘that be 

great fun! Give me a call and let me know 

when you can come. The boat and skiis are 

Waban. 

Cordiatley ) 

CD 

Save the text by entering [S] and = 

Print the text by entering [P] and NP. 

10. When the printing is finished, quit Apple Writer, power 
down the computer, and remove your diskettes. 



76 More Text-Editing Functions 

OBJECTIVES: 

1. Explain how to delete words using [ W]. 

2. Explain how to delete paragraphs using [X]. 

3. Explain how to replace text using [A]. 

4. Give the procedure for moving text from one location 

to another. 

CHANGING TEXT 

In Lesson 6 you learned how to insert text. You also learned 
how to delete text using the backspace key. There are two addi- 
tional ways to delete text which are faster than using the backspace 
key. A word or a paragraph may be deleted with a single command. 

Deleting a Word 

To delete a word, position the cursor immediately after the 
word to be deleted. The direction arrow on the Data Line must be 
pointing to the left (<). If it is not, enter [D]. Then enter [ W] (for 
word). The word and the space before the word will be deleted. The 
computer always deletes the entire word and the space before it 
regardless of the length of the word. The computer knows the 
length of the word because the space before the word marks the 
beginning of it. To delete several words in a row, position the cursor 
to the right of the last word and enter [ W] for each word to be 
deleted. 

Deleting a Paragraph 

Just as you can delete an entire word with one command, you 
can also delete an entire paragraph with one command. Position the 
cursor immediately after the paragraph you wish to delete. The 
direction arrow on the Data Line must be pointing to the left (<). If 
it is not, enter [D]. Then enter [X] to delete the paragraph. The com- 
puter knows where the paragraph to be deleted begins because it 
looks for the last place in the text where you pressed RETURN. 
This marks the end of the previous paragraph. To delete several 
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paragraphs, position the cursor after the last paragraph and then 

enter [.X] for each paragraph to be deleted. 

Replacing Text 

Text can be changed by replacing old text with new text. To 

do this, position the cursor at the beginning of the text to be 

replaced. Then enter [R] (for replace). Notice that an F is placed on 

the Data Line to remind you that you are in replace mode. In replace 

mode, each character that you enter replaces an old character. When 

you are finished replacing text, enter [R] again to return to regular 

text-entry mode. 

MOVING TEXT 

Use of the backspace key, [ W], or [X] causes text to be deleted 
from the screen and from memory. However, text deleted in these 
ways is not immediately lost. Characters are temporarily saved in a 
buffer. A buffer is a temporary storage space reserved for text. It is 
not part of the memory space used for entering text. Text that you 
have deleted can be recalled from the buffer and reinserted into the 
text. This feature allows you to move text from one location in the 
file to another. 

To move text using the backspace key, position the cursor to 
the right of the text that is to be moved. Delete the text. The maxi- 
mum number of characters the buffer can store if you use this 
method is 128. After deleting the text to be moved, position the cur- 
sor at the point where the text is to be inserted. Strike the key with 
the arrow pointing right (—) until all of the text you deleted is 
inserted at the correct point. All remaining text will be shifted to 
the right and down to make room. 

To move text using the [ W] or [X] functions, position the cur- 
sor to the right of the text that is to be moved. The direction arrow 
should be pointing to the left (<). If it is not, enter [D]. Delete the 
text using either of the two deletion functions. The maximum 
number of characters the buffer can store when these functions are 
used is 1024. After deleting the text to be moved, position the cursor 
at the point where the text is to be inserted. Then change the direc- 
tion arrow to the right (>) by entering [D]. Use the same function 
again that you used to delete. The text that you deleted will be 
inserted at this point and all remaining text will be shifted to the 
right and down to make room. In summary, you can conclude that 
the direction arrow on the Data Line works with [W] and [.X] to 
either delete or insert text, depending on which direction the arrow 
points. 



LESSON 7 EXERCISE Name Date 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

1. To delete a word, you must position the cursor immediately before the word 
TOMO ORCOLE LEC (LID ]es li) women ne once hn cet hk so wer PAC. cow bata Ce tee ene, Ee t 

ZameN is entered tor-deletincsone: word.(Obj. 1)ccce+ acho. + 106s sess eee 2a 

3. For deletion to occur using any of the three functions, the direction arrow 
IOUS teVOMLeLOut Cale t ths alee it eee re bees econ Ieee ee cea en een 3. T 

4. When you delete a word, the word and the space following the word are 
deletedeatsthbe same sinmen(Oby 61) ccc. ohc canes Sow onion tee meant eoeks 4, T 

5. If you want to delete several words in a row, you must position the cursor 
Derore thertipst word to.be.deleted (Obj. th) s.. cas. sete etek ena © oe te ee od 

6. The function that is used to delete an entire paragraph is [_X] (Obj. 2) ... Gra 

7. If you want to delete a paragraph, you should position the cursor immedi- 
ately after the paragraph to be deleted (Obj. 2) ..............cececececeees Ua Ah 

8. The computer determines the length of a paragraph by looking for the last 
place in the text where you pressed RETURN (Obj. 2)..................- om dK 

9. Several paragraphs in a row can be deleted by positioning the cursor after 
Eiosasteparacrapn.o oe mdeleted, (Objn2)ctcenc. sein. Shas nae ene cts proms 9:. T 

10. You use [FR] to delete old text as you enter new text (Obj. 8)............. 10. T 

11. To leave the replace mode, you must enter [RF] again (Obj. 3)............. eet 

12. A buffer is a temporary storage space in memory (Obj. 4) ................ 12 er 

13. The maximum number of characters of text that can be moved using the 
ABU CLIO Na loel an: (ODI, 14 interne weenie cucre ue tite csie-s cs Shoei ete cin.) wee ee dt 

14. Any of the three delete functions can be used to move text (Obj. 4)...... 14) 1 

15. To insert text using [ W], the direction arrow on the Data Line should point 
LOMUINCMLE Dba NIA) eet cr eeicet ec crta. chau far a cinema clea hears erent eco Saree ss AE 

16. When text is deleted, the remaining text is shifted up and to the left (Obj. 
Ly IE a SURI Stes, Me Ae «sok Mb vant neh etan sents Sones 16. T 

COMPLETION 

For each of the following functions, write in the Keys column the 

key or combination of keys that should be used. Remember to put brack- 

ets around any control characters. Remember also that in some cases 

the direction arrow must be changed. 

Function Keys 

Waa eae ease et 0).0) is 0) oh Gece ul 

PamNGe eter a DATAP Tay (WI. 2) i: sic csildes oc sees sep nonoais 2. 
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3. To replace-text (Obj. .8) sce. eames eee eee ee 3. 

4. To return to regular text-entry mode from replace mode 
(0) 0s At) epee eR eS TA SANs hae ide Re kw ee 4. 

5. To prepare a paragraph to be moved (Obj. 4) ............ 

6. To insert a word that has been moved (Obj. 4)........... S 



Lesson 7 m More Text-Editing Functions 

COMPUTER EXERCISE 

In this Computer Exercise, you will load the file from Lesson 
6, make the indicated changes, then save and print the document. 
Follow the steps below as you use the computer: 

1. Load Apple Writer and your file from Lesson 6. 

2. Make the following changes using [ W], [X], and [R]: 

14 
December, aS 

Dear Patricia, 

It was great to receive a note from you 

and to hear you are doing well. We've really. 

missed you since you moved to ida, I 
chLimete wre NS 

know you're ep oveug the, 

: a 

Up here in snow countr we have almost 

become accustomed to o annual bivezard. tc 

arrived with full ry lastoni ogni, and wasn Lt 

ever cold, We wow have almost three feet of 

snow on the~ground! 

Perhaps you can come up for a visit in 

the summer. If you wait until it is warm, we 

can go skiing on Lake George. Won't that be 

great fun! Give me a call and let me know 

when you can come. The boat and skiis are 

waiting. 

Cordially, 

dah es ial re 

delete poragpatt- 
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Save the text by entering [S] and =. 

Print the text by entering [P] and NP. 

5. When the printing is finished, quit Apple Writer, power 
down the computer, and remove your diskettes. 



8. Controlling Document Format 

OBJECTIVES: 

1. Give the procedure for setting selected print format 

values. 

2. Explain how to save and load Print/Program Value 

Files. 

The ability to edit text before it is printed is only one of the 
many features of a word processing system. After text has been 
entered and edited, the word processing operator can determine 
exactly how the printed document should appear. 

SETTING PRINT VALUES 

You have printed documents using the [P] and NP function in 
past lessons. When you printed the documents, you may have won- 
dered how the computer knew what the left, right, top, and bottom 
margins should be. The computer uses values for these margins that 
are preset in the Apple Writer program. Preset values are called 
default values because when the Apple Writer program is loaded 
into the computer, these values are assigned automatically by the 
program. 

These default values can be changed to produce different 
kinds of documents. To change the default values, enter [P] and 
then enter the question mark (?). The Print/Program Commands 
menu will appear on the screen as shown in Figure 8.1. This menu 
shows the various options for changing the format of a document. 
Next to each option is a two-letter code in parentheses followed by a 
number or two letters. These numbers or letters are the default val- 
ues that are assigned when Apple Writer is loaded. Figure 8.2 
explains each option. 

Before changing these values, you should determine how 
many characters per horizontal inch and how many line spaces per 
vertical inch your printer produces. This information can be found in 
the printer manual. Computer printers usually print ten characters 
per horizontal inch (pica spacing) and six vertical lines to an inch. 
These values will be assumed in this lesson. 

As an example, assume that you want to print a single-spaced 
document with top, bottom, left, and right margins of one inch. This 
requires six blank line spaces for both the top and bottom margins (6 
line spaces = 1 inch). Therefore, you will set both the top and bot- 
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tom margins to 6. The left margin will be set to 10 (10 horizontal 

spaces = 1 inch), and the right margin will be set to 75, since a sheet 

of 8 1/2-by-11-inch paper has 85 pica spaces. 

~ PRINT/PROGRAM COMMANDS: 

LEFT MARGIN (LM) 
PARA. MARGIN (PM) 
RIGHT MARGIN (RM) 
TOP MARGIN (TM) 
BOTTOM MARGIN (BM) 
PAGE NUMBER (PN) 
PRINTED LINES (PL) 
FAGE INTERVAL (PI) 
LINE INTERVAL (LI) 
SINGLE PAGE (SP) 
PRINT DEST. (PD) 
CARR. RETURN (CR) 
PRINT MODE 

(LJ,FI,CJ,Rd) 
TOP LINE (TL) 
BOTTOM LINE (BL) 

Oo 

8 
6 

OoroorcuUrreKiNlowd 

rc Gq 

—(PIRINT/PROGRAM 

Figure 8.1. Print/Program Commands Menu 

At the bottom of the Print/Program Commands menu you are 
prompted with [ P]rint/ Program: To set a new value, enter the two- 
letter code of the item you wish to change followed by the desired 
new value. For example, to set the left margin for one inch, enter 
LM10. The Print/Program Commands menu displays the value just 
entered. The prompt remains at the bottom of the screen, and 
another new value can be entered. The Print Mode is set by simply 
entering either LJ, FU, CJ, or RJ instead of a number after PM. 

After you have changed the format values, the document can 
be printed by entering NP in response to the [P]rint/Program: 
prompt. However, check first to make sure that the printer has been 
switched on and is ready to accept text for printing. 
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Left Margin (LM) = 9 

Para. Margin (PM) = 0 
Right Margin (RM) = 79 

Top Margin (TM) = 1 

Bottom Margin (BM) = 1 

Page Number (PN) = 1 

Printed Lines (PL) = 58 
Page Interval (PI) = 66 
Line Interval (LI) = 0 

Single Page (SP) = 0 

Print. Dest: (PD) = 1 

Carr. Return (CR) = 0 

Print Mode (LJ, FJ,CT,RJ) = LI 

Top Line (TL): 

Bottom Line (BL): 

Determines the left margin setting. The printing of 
each line begins at the specified number of spaces from 
the left edge of the paper. 
Will be explained later. 
Determines the right margin setting. The printing of 
each line ends at the specified number of spaces from 
the left edge of the paper. 
Determines the number of blank lines between the top 
edge of the paper and the first printed line. 
Determines the number of blank lines between the last 
printed line and the bottom edge of the paper. 
Will be explained later. 
Will be explained later. 
Will be explained later. 
Determines the number of blank lines between printed 
lines. A 0 (zero) indicates single spacing, 1 indicates 
double spacing, 2 indicates triple spacing, and so on. 
Used to indicate to the printer whether single-sheet pa- 
per or continuous-form paper is being used. If you enter 
a 1 for single-sheet paper, Apple Writer will prompt 
you to insert a new sheet of paper into the printer at 
the completion of each printed page. A 0 (zero) indi- 
cates continuous-form paper. 
Indicates the computer slot into which the printer card 
is plugged. Your instructor will tell you if the value of 
1 is correct. A value of 0 (zero) directs printing to the 
screen. (If zero is used, select 0 for LM and 39 for RM 
(79 if you have an 80-column card).) 

Sends a signal to your printer to move the paper up one 
line. If your printer does not automatically do this each 
time it begins to print a new line, change this value to 
1. 
Used to determine how your text will be printed. LJ 
means left justify, which produces an even left margin 
and an uneven right margin. FJ means fill justify, 
which produces both right and left margins that are 
even. CJ means center justify, which causes each line of 
text to be centered horizontally. RJ means right justify, 
which produces an even right margin and an uneven 

left margin. 
Will be explained later. 
Will be explained later. 

Figure 8.2 Print Format Options and Default Values 
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PRINT/PROGRAM VALUE FILES 

Once you have set new format values, you can save them on 

diskette in a Print/Program Value File for later use. This is desir- 
able because the same format is usually used for similar jobs. For 
example, the same format is usually used for producing letters. If 
you do not save the values, you must reenter them each time they 

are to be used. 
To save format values in a Print/Program Value File, the 

Data Line or the Editor Menu must be displayed. Enter [Q] to dis- 
play the Additional Functions Menu, then select Option 4 (Save 
Print/Program Value File). The Enter file name: prompt will 
appear at the bottom of the screen. Enter an appropriate file name 
such as report or letter. The Print/Program Value File will be saved 
on the diskette. It will appear in the diskette catalog as PRT. fol- 
lowed by the name you assigned. For example, a Print/Program 
Value File that was assigned the name of table would appear in the 
diskette catalog as B 003 PRT. TABLE. The B indicates that the file 
is saved as a binary (computer language) file. The 003 indicates the 
physical length of the file. 

To load a Print/Program Value File, enter [Q], then select 

Option 3 (Load Print/Program Value File). In response to the Enter 
file name: prompt at the bottom of the screen, enter the name you 
assigned to the file when it was saved. 



LESSON 8 EXERCISE Name 

10. 

I: 

17 

13. 

14. 

1. Set a 1 1/2-inch left margin when printing at 10 CPI... 

2. Set a one-inch right margin when printing at 10 CPI.... 

SMSO ACOUDICISPACIIIOC Hts We oct tees ce oa arias aeieas adsl 

4. Produce copy that has even left and right margins ...... 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Values that are set when Apple Writer is loaded are called default values 
(OTLB) oc ase eRe ais sean eae i SET Ge EY A A Sek Oe Oe te Eat Vara 

To display the Print/Program Commands menu, you enter [P] and then 
Creare CVD Mel!) eeetie ee eve ee keno ane te i uke lee Wen Been warmers 

Most computer printers use pica-size type; that is, they print 12 characters 
LOM mI OMEEAOLUCIRITICN (COO) mel) eaten sco ae eaten eres sans ates came Guan ee 

There are typically 6 line spaces to a vertical inch (Obj. 1)................ 

To set a 1 1/2-inch left margin when printing at 10 CPI, LM is set to 18 
AT) Veal) eerne eee tt eee I oO Son La ct 5 Ry arn kee Net Rae 

The value that you set for the right margin (RM) is the number of spaces 
bronmmLnelett-coce olethe paper Oye l) rnc tine woah taee.. seeps este ae 

For a one-inch right margin on 8 1/2-by-11-inch paper when printing at 12 
GET-yoursnouldiset: RMitoz7on(Ob ical) ie eter rae att faa caistes eisiee ne retsreleateh 

IbUSnouldsne sev torzi1or double spacing. (Obj.1)" < vases. n-s-s s eelnein eis 

TM should be set to 12 for a 1 1/2-inch top margin (Obj. 1)............... 

BM should be set to 6 for a one-inch bottom margin (Obj. 1) ............. 

To save a Print/Program Value File, enter [Q], then select Option 4 (Obj. 2) 

When a Print/Program Value File is loaded, default values are replaced 
COS} ee er crepe Pei gr ee ahve LCR) reeds ALP) vie ice Bes lees 25 Beatty Ceara tee es 

RO ie eee he areata ry NOY ee ee 
In the diskette catalog, a Print/Program Value File is indicated by the let- 
ter T and the letters PRT. before the file name you assigned (Obj. 2).... 

COMPLETION 

For each of the following situations, write in the Keys column the 

keys that would be struck to set the print format values. (Obj. 1) 

Settings Keys 

Date 

Answers 

T F 

T F 

T F 

4 F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

ft F 

ei ee ae 
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6. pet a top margin of 1 1/2 inches’...29 ase) eee 

6.Set. a. bottom margin of 2anches! 30. oe ee 

7. Set the value for continuous-form paper ................. 

CO IUAR HM 8. Set the value for even left and right margins............ 



Lesson 8 m Controlling Document Format 

COMPUTER EXERCISE 

In this Computer Exercise, you will load your file from Lesson 
7 and print it after setting different print format values. Follow the 
steps below as you use the computer: 

1. 

2. 

10. 

1B 

Load Apple Writer and the file you saved in Lesson 7. 

Enter [P] and then a question mark (?) to display the 
Print/ Program Commands menu. 

Set the following format values (remember that you do 
not key the equals sign): 
LM = 20 
RM = 65 
TM = 12 
BM = 6 
LI = 0 
SP (should be set to 1 if you are using single-sheet paper 
or 0 if you are using continuous-form paper) 
CR (check with your instructor) 
PM = LJ (should already be set from default values) 

Press RETURN to return to your text. Then enter [Q] 
and select Option 4. In response to the prompt Enter file 
name:, enter paragraph. The computer will then return 
to the text. 

Enter [O] and select Option 1 to display the diskette cat- 
alog. The Print/Program Value File should be listed as B 
003 PRT.PARAGRAPH. 

Press RETURN twice to return to the text. 

Enter [P], a question mark (?), and NP to print your file. 

After the document has been printed, enter [P], then a 
question mark. 

Select the following values (remember that you do not 
key the equals sign): 
LM = 10 
RM = 75 
TM = 6 
LI = 1 
You need not change any of the other values. 

Print the file again and compare the format with that of 
the first printing. 

Return to the text and enter [Q], then select Option 3 to 
load the Print/Program Value File you saved in Step 4. 
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12. Return to the Print/Program Commands menu and ob- 
serve that the values you saved in Step 4 are now loaded 
into the computer. 

13. Print the file again. The third document should be the 
same as the first document. 

14. Quit Apple Writer and power down the computer. 



9. Diskette Filing Procedures 

OBJECTIVES: 

1. Explain how to assign diskette labels and text file 

names. 

2. Explain how to prepare documents with diskette file 

notations. 

3. Explain how to rename, lock, unlock, and delete text 

files. 

One of the chief advantages of word processing is that a 
number of documents can be stored on one diskette. However, disk- 

ettes fill up very quickly in a busy office. When the number of disk- 
ettes that are used increases, it is advisable to organize the diskettes 
into a library. The diskette library must be organized in such a way 
that text previously saved can be easily retrieved. 

DISKETTE LIBRARY ORGANIZATION 

To organize a diskette library, diskettes must be labeled, and 
the text files on the diskettes must be named. Procedures for label- 
ing diskettes and naming text files will be explained in the follow- 
ing sections. 

Labeling Diskettes 

One method of labeling diskettes for an office diskette library 
is to assign a letter and a number to each diskette, such as S001. The 
letter identifies the department, such as S for Sales, A for Account- 

ing, or L for Legal. The letter is necessary so that diskettes are not 
mixed up when they are transported from one department to 
another. This is the method of labeling that will be used in this 

lesson. 
Another way to label diskettes is to name each one according 

to the type of document stored on the diskette. For example, a disk- 
ette could be labeled LETTERS 9/15/84 - 10/30/84. This label 
would indicate that the diskette contained all the letters written 
between the given dates. 

Assigning Text File Names 

After you determine your method for labeling diskettes, you 
should assign names to the text file on the diskettes in an organized 69 
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way. In these lessons, you have been using the lesson number fol- 

lowed by your name as the text file name. In a business office, the 

text file name should indicate either the addressee on the document 

or the type of document. The date on which the document was cre- 

ated should be included as part of the text file name. For example, a 

letter addressed to Ms. Maria Hernandez dated December 4, 1984 

could be saved as HERNANDEZ 120484. A contract created on 

March 6, 1985 could be saved as CONTRACT 030685. Text files that 

are saved with meaningful file names such as these can be easily 

identified in the diskette catalog. 
When text is saved on diskettes organized into a library, many 

offices find that it is no longer necessary to keep printed copies of 
documents on file. The diskette itself becomes the file. Its small size 
considerably reduces the amount of storage space required in an 
office. Using a paperless file, however, requires that each document 
have a file notation included on it when it is printed. This is neces- 
sary so that the text can be retrieved from the diskette at any time. 
A file notation includes the diskette label followed by the text file 
name. For example, 4248-CONTRACT052484 indicates a contract 
created on May 24, 1984 that is stored on an accounting department 
diskette. If the document is a letter or memorandum, only the disk- 
ette label is included in the file notation. The addressee and date on 
the letter are assumed to be the text file name. For example, M255 
indicates Diskette 255 in the marketing department. 

The placement of the diskette file notation on a document 
depends on the type of document. If the document is a letter or 
memorandum, the file notation (which is the diskette label only) is 

usually placed immediately after the reference initials at the bottom 
of the letter, as in the example letter shown in Figure 9.1. 

has been scheduled for April 4. If this is not convenient for you, 
please arrange a time with my secretary. 

I look forward to meeting with you. We can discuss the new 
engineering designs at that time. 

Sincerely 

Rita Paulson, Director 

Engineering Department 

kSSES14 

Diskette 314 in the Engineering Department 

Figure 9.1 Letter with Diskette File Notation 
—_— ———w eeeeEeSSSSSSSSSSSSmmsmsmmmmmmmmmsesesesese 
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If the document is not a letter or a memorandum, the diskette 
file notation, which includes the diskette label and the text file 

name, can be printed at the top right corner of the document, as in 
the example shown in Figure 9.2. Lesson 15 will give methods for 
printing diskette notations on documents by using Apple Writer. 

Diskette 432 in the Legal Department 

Fage 4 L422-CONTRACTO7 1884 

A contract entered July 18, 1984 

party of the first part agrees to purchase from party of the 

second part at the purchase price in effect at the time of the 

sale according to the discount schedule attached as Exhibit Aa 

quantity not less than 400 units. Taxes, insurance... . 

Figure 9.2 Contract with File Notation at Top Right Corner 

DOS COMMANDS 

Apple Writer includes commands that help in maintaining a 

diskette library. These commands are called DOS (Disk Operating 
System) Commands. Enter [O] to display the DOS Commands menu 
illustrated in Figure 9.8. You are already familiar with Option 1, 
which displays a diskette catalog. To select one of the other options, 
key the number of the option. 

Renaming a File 

Option 2 from the DOS Commands menu, Rename File, lets 
you change the name of an existing file. When this option is chosen, 
the prompt Enter File Name: is displayed. In response to the 
prompt, enter the file name which appears in the diskette catalog, a 
comma, and the new file name. For example, after the prompt you 
might enter SMITH110284,SMITH110484. The file name will be 
changed to reflect the new date of November 4, 1984. After renam- 
ing a file, you may select another option from the DOS Commands 
menu or press RETURN to return to text in memory. 

Locking and Unlocking Files 

Text files can be locked. This means that they can be pro- 
tected so that they cannot be erased or permanently changed. To 



i Introduction to Apple Writer Word Processing 

DOS COMMANDS 

CATALOG 
RENAME FILE 
LOCK FILE 
UNLOCK FILE 
DELETE FILE 
INITIALIZE DISKETTE 

ENTER YOUR SELECTION (1 - 6) 

Figure 9.3 DOS Commands Menu 

lock a text file, select Option 3 on the DOS Commands menu. In 
response to the Enter File Name: prompt, enter the name of the 
text file you wish to lock. The file will be locked immediately and an 
asterisk (*) will be displayed before that file name in the diskette 
catalog. When a text file is locked, it can still be loaded into mem- 
ory, edited, and printed. However, it cannot be saved, renamed, or 
deleted (see the “Deleting Files” section below). To unlock a text 
file, select Option 4 from the DOS Commands menu. In response to 
the Enter File Name: prompt, enter the name of the text file you 
wish to unlock. The asterisk next to the file name in the diskette 
catalog is removed. The file is now unprotected, and it can be 
renamed, saved, or deleted. After locking or unlocking files, you 

may select another option from the DOS Commands menu, or press 
RETURN to return to your text. 

Deleting Files 

You should delete files that do not need to be permanently 
stored so that additional space can be made available on the disk- 
ette. Delete a file by selecting Option 5 from the DOS Commands 
menu. After the Enter File Name: prompt, enter the name of the 
file you want to delete. NOTE: Use this option carefully, because a 
file cannot be recovered after it has been deleted. If you attempt to 
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delete a locked file, a warning tone will sound, and the message 
DOS: File Locked will be displayed. Respond to the prompt by press- 
ing RETURN to return to the text in memory. 

Initializing Diskettes 

Option 6, Inztralize Diskette, will be discussed in Lesson 12. 
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LESSON 9 EXERCISE Name 

1. The letter in a diskette label (such as the Z in L245) may indicate the de- 
Daplinentmame-(Obje lames aches tas ae cose gets Nea OL enon Reamer ey 

2. The date on which text is entered should be included in a text file name 

CUO Fpl) gare rete meee etree) ome, een Re" te od aN eam Nc SE EE 

3. A text file name for a letter would include the sender’s name and the date 

thepletterswastsente(ObM lone nes wencercee rt ot ete ee en See ener 

4. The diskette file notation on a letter includes the diskette label and text file 
ELA TELCR( COS) 5 2 Vise ae Pree ES lees PME als ee be ee ote, Ohne: ake: 8 SASS area eee reat am 

5. The diskette file notation on a letter should be placed in the top right cor- 
raver (O18) 74 has, rahe a POS Oh OPE a RMR PIR AN Rd as har ha 

6. To rename a file, you enter the old file name, a comma, and the new file 

Mame (OD yao gets canes 1a. noel Se) oe ae ne ee ee OUR Se ee 

Text files cannot be deleted while they are locked (Obj. 3)................ 

Unlocked text files are indicated by an asterisk (*) in the diskette catalog 

(G18) oS erect SA ae Nar a = SUD A RIN Can CN eT Sys. 2 

DME OCKCOALe xtabl lesacannor pe printed: (Obja3) ma.-217- 5... se eee ees 

10. A file that has been deleted cannot be recovered (Obj. 3) ..............-. 

COMPLETION 

For each of the following functions, write in the Answers column 

the DOS Commands menu option that you would select, and the correct 

response to the Enter File Name: prompt. (Obj. 3) 

Function Answer 

1. Change the name of a file from JONES 041485 to 
AOL ODE te We actus Gre Ge ole 8%. Hoek Oo eibwas oie : 

Deeurotect arilemamed GONTHACH 22% :stc. 01 cone teas 2: 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

3. Prepare a locked file named CHING030985 so that it 
Cale berrenamedom: the GISKeLLG i sane sca oss setae eles se se 

. Delete a file named AGREEMENT 061985 .............. 

Date 

10. 

Answers 



3 
Lear = 

a SS os [ Z eo ; 4 * ‘og _ 

a A 04 

eis 

Ae — 

= 

. | 

= 

‘ x 

1 

= 
-4 

~ 

+ 
‘ade 
- 

_ 

- 
Pl 

=o 
aa 



Lesson 9 @ Diskette Filing Procedures 

COMPUTER EXERCISE 

In this Computer Exercise, you will load the file that you 
saved in Lesson 8. You will make the indicated changes, and save 
the new version. Then you will print, lock, unlock, and delete the 
file. 

1. Load Apple Writer and your file from Lesson 8. 

2. Make the following changes: 

Ganuang as 

Ppecenber—t4, 19-- 

di- Ching 
Dear, Patetetat 

It was great 'to receive a note from you 

and to hear you are doing well, aie eid ve really 

missed you since you moved to, eg toenie! ra 
pave yor winitah the anch. that Ce Ra hems 

ptba—deotta. 

delete poragraph 
NGL eagle) eech iabclks ake Perhaps you can co 

the summer. If you eeu ele ais ewan ewe 

can go skiing on/Lake George. Won't that be 

Great fun! ‘ve me a call and let me know 

when you n come. The boat and skiis are 

waiti 

CGordaa lly, H Wale oon arch fele we abouk 

Erik 

3. Save this new version with a file name of LESSON 8 fol- 
lowed by your name. 

4. Save the file again with the name of EXAMPLE LES- 
SON 8. 

Display the diskette catalog to see these two file names. 

Print the file using the following format values. Remem- 
ber that you do not key the equals sign. 
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10. 

Te 

12. 

13. 

LM = 15 
RM = 70 
TM = 6 
BM = 6 
LI = 0 
SP (Set according to type of paper being used.) 
CR (Set according to your printer.) 
PM = LJ (This should already be set from default val- 

ues.) 

Change the EXAMPLE LESSON 8 file name to your 
last name. 

Lock the file that is titled with your last name. 

Display the diskette catalog and check to see that the 
correct file has an asterisk, indicating that the file is 
locked. 

Attempt to delete this file. You should hear a warning 
tone. The following message will be displayed: DOS: File 
Locked. 

Unlock this file. 

Delete the file. 

Display the diskette catalog and check to see that the file 
is deleted. 



NAME DATE 

10. Theory Test 1 

13. 

14. 

In this lesson you will test your knowledge of the concepts and 

procedures you have learned in Lessons 1 through 9. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. NOTE: The objective number in parentheses follow- 

ing each question refers to the chapter number and corresponding 

objective number. For example, Obj. 1-1 indicates that the question was 

discussed in Chapter 1 and refers to the first objective in that chapter. 

Word processing refers to using the computer to process text and produce 
CLOCUIMENUS: CO] aml o0)'s stare, ceectome on Gueleasions cheese Seein Se alee eRe Rreenten tT er elaniera 

Groups of words are known-as text (Obj. 1-1) ......2...... 8.0000 see ones 

ASCOCUMent is printed trom text (Ob), t-l)mr. tesa sce eee es ceeireee mene 

As you enter words into the computer, they are printed on paper by a print- 
Cia C0) ela) eee aan a renee ote ng mete Goat te einai ocd ae cree ere 

Diskettes are durable and require no special handling (Obj. 1-3) .......... 

Apple Writer is a group of instructions that makes the computer behave as 
SEW OLCPDLOCESSOL. (OD Je 1-4 ee aie goes atts ee nee cana ere Seen tee 

A control character is entered by keying a bracket, the character, and an- 
OLNEGAOLACKOU Olieecal) srt ne fetta nares heat to ae ae ee eel eet eee 

Word wrap makes it unnecessary to press RETURN at the end of each line 
OMAEDALAGLAD I COD eceO) cme means eal ss cee ine Reet Saenn ee enna 

HGeerasenmemory..select: || (OD)n2-2)or. | tt. tee ele te = eee ane 

On the Data Line, MEM: 18244 indicates the document in memory contains 
Ss ZAaaCH a raClLelan (OD) 42-3) ens os we ute ay Sete ie een ete te ere 

When the letter Z appears on the Data Line, word wrap is not engaged 
MOD near O Neue eee ns reer er ch be ice ate rane errno s trate aut ee atte ance 

You may not set tabs at column positions greater than 40 if the screen dis- 
Ditvsronl VeA0rcoluimnns (ODisa-3) eer cece cece cere tes ao eS cscs weitaerats 

To set or clear a tab stop, you should enter [ 7], which stands for tab (Obj. 3- 

When the text for a document is stored on diskette, it is known as a file 

(Ol Bea) Ee, ale nr 

10. 

ble 

12. 

13. 

14. 

Answers 

le | 9) 

F 
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15. 

16. 

aye 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

dl. 

32. 

33. 

34. 

30. 

36. 

37. 

38. 

Introduction to Apple Writer Word Processing 

When you command the computer to save a file, the computer gets a name 

for the file from its catalog (Obj. 4-2) ........cccceceeceeecccccereereeenees 

The command to save a file onto a diskette is [ F]] (for file) (Obj. 4-8)..... 

The diskette catalog is a list of the files stored on the diskette (Obj. 4-4) 

The diskette catalog is displayed by selecting [Q] (Obj. 4-4)............+.- 

If you cannot remember the name you used to save a file, it is impossible to 

load the file (Obj, 5-1) cs, ccs5 ocd. cans cote ene he oe ete ct ce eerie 

On most occasions, the computer’s memory should be erased before loading 

ai file: (OD). Bal): siwine oo. s Ca ORR cairo Ak 0 ek te eae eterna tela ac ene 

If a file name is shown on the Data Line, the equals sign ( = ) may be used 
instead of the file name to resave the text under the name shown on the 

Data Line, (Ob}. 5-2) 5 cg 4 oso caches ate os can ere lal cent ne eee 

When [FP] is entered, printing starts immediately (Obj. 5-3) ............... 

Text that has scrolled off the screen is still in memory (Obj. 6-1)......... 

The fastest way to move the cursor to the end of the text is to enter [B] 
((O)c fat so hl een ren eee ra nm Mrs Woe oar Sums on Ge eRe i Ae iw 

For deletion to occur using any of the three deletion functions, the direction 
arrow must. point tothe left (Obi .6-4) 32s ee cee ae eee 

When a whole word is deleted, the word and the space before the word are 
deleted: (ODS TaL) os coc ccascetacdie s O20 eee Re aE Sa Ce tne eee 

To delete a paragraph, you should position the cursor immediately after the 
Paragraph to. be deleted: (Obi-7-2) (20.7. unico ee eee 

Any of the three deletion functions can be used to move text (Obj. 7-4)... 

To insert text using [ W] or [|X], the direction arrow must point to the left 
(ODI S14) as yaaa see oo Reon ae TERA LE eee on a 

To display the Print/Program Commands menu, enter [P] and then enter 
INE (OD) SB) ss aca a ore tn oe Pee oe outa Ga: eee ee ee 

Most computer printers use pica-size type; that is, they print 12 characters 
Lora horizontal inch (Obj 8-l)ic eri 2: oes. +, oe ea ee ee 

Formats that can be used for similar jobs should be saved in a Print/Pro- 
gram: Value-File;(Obj< &-2). savecct seen esc ce eee ee 

In the diskette catalog, a Print/Program Value File is indicated by the let- 
ter T and the letters PRT (Obj. 8-2) 

The date on which text is entered should be included in a text file name 
(Obj. 9-1) 

A text file name for a letter would include the sender’s name (Obj. 9-1) 

eee eee reece eres e eee eee eee eer eres eoeeeeeeoeees 

OO) (0) 6) (0) 6.616 'e)\0. 616.0). 0) 9'6, 01,010) 0:0. 0} © 0: 01.0) 6 10) 080,016 01 © 10 16:16',0\(6-@) 0/0) |0) (010 0) \9, (8/66) ef ele) ee) ec ateleneusleleenere 

The diskette file notation on a letter should be placed in the top right cor- 
er (Oj. 9-2) i sca vo aed wi ele’ coz ales seo SR une 

Text files cannot be deleted while they are locked (Obj. 9-3) 

A file that has been deleted cannot be recovered (Obj. 9-3) eeoee eee eee eee ee 

15. 

16. 

NG 

18. 

HS) 

20. 

yAe 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

39. 

36. 

37. 

38. 

Seo ys 35 5 



Lesson 10 m Theory Test 1 

MATCHING 

For each of the following, in the Answers column place the letter 

of the choice from Column 1 that best matches the phrase in Column 2. 

Column 2 

. Selecting the Additional Functions Menu (Obj. 1-5).......... 

. Selecting the DOS Commands Menu (Obj. 4-4) ............... 

eClearineyallitab stops: (Obijid-3) armesat essence eeclo tre ere 

5 LOS aNi ee OMe onc olenl (Olay jasiry pn scetoanenetne cere r ceo oe 6 

7 Displaying the diskette catalog (Ob) 14-4) eae. gece re 

. Erasing the computer’s memory (Obj. 2-2) ................05- 

POhanvingwne Girection arrowi(Ob)..0-2)iescese ee ee este 

Deleting, wordy OD). (2h) s:.8 test. aha. ce weioe cu oie oes teats 

Deleting a paragrapal OD)6 t-2) saceane ae te eee ae eae 

EeRepiacing exte( Obj 41-5) sate «cn awents renee mite tee aoe 

MOC LING CdOULIe-SpaCedsCODY (OD]oco-L)aca.0 voce eee ete ae 

. Setting copy that has even left and right margins (Obj. 8-1).. 

39. 

40. 

Al. 

42. 

43. 

44, 

45. 

46. 

AT. 

48. 

49. 

50. 

Answers 
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11. Skill Test 1 

In this lesson you will demonstrate the text-editing skills you 
have learned in Lessons 1 through 9. Follow the steps below as you 
use the computer: 

1. Load Apple Writer and enter the following text. Save 
the text with a file name of LESSON 11 DRAFT fol- 
lowed by your name. 

THE WEEK'S HAPPENINGS, October 1-5 

Monday iis asbig¢eday for thesDrill, Team: 
Tryouts for next year-will be held in the 
gymnasium immediately after school. Anyone 
interested in trying out should sign up with 
Miss Barrett no later than fifth period on 

Monday. 

Also on Monday is the big magic show 
sponsored by the Mighty Warrior Club. The 
Great Appleby will appear from 9:00 until 

9:45. Admission of one dollar must be paid 
emene=@aooL, 

Students enrolled in information systems 
classes will tour an airline reservations 
Genter during L£ifth and sixth periods’ on 
Thursday. The bus will leave from the student 

aa bageelot eater salon 

To bring the week-to a grand finale, on 
Friday night the Mighty Warriors will meet the 
Wrightsburg Wildcats. The Warriors are vowing 
to continue their winning streak, which now 

stands at four games. 

OCU 

2. Print the file with the following format values: LM 10, 
RM 75, TM 6, BM 6, LI 1. 

3. Assume that the printout from Step 2 has been edited as 
shown below. Make the changes on the computer. Then 
save the revised text under the file name LESSON 11 

DRAFT II followed by your name. 
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THE WEEK'S HAPPENINGS( October-1=5 

[E 
Monday is a big day for the Dum Soe 

Tryouts, for next year will be held ink ne % 

Ppoymnasium immediately after school. Anyone 

interested in trying out should sign up wath 

Miss Barrett no later than fifth period on 

Monday. 

Students enrolled in information systems 

classes will tour an airline reservations 

center during fifth and sixth-~periods on 

Thursday. The bus will leave from the student 

DariieLnc Lotwart 1:15, dtuderte with pturr fo— 

pepoot at $00 p.m. 

\\O 
3 

Friday night the Mighty Warriors will meet the 

ee uae Wildcats. The Warriors are vowing 

to, haiti Dire winning streak( which wow 
tor 

Potands—at—Fouse games . 

bya Ob 

Print the document again. For this printing, change the 
left margin to 15, the right margin to 70, and the line in- 
terval to 0 (zero). 

Change the name of the file on disk from LESSON 11 
DRAFT II (your name) to LESSON 11 (your name) and 
lock the file. 

Delete the file named LESSON 11 DRAFT (your name). 
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OBJECTIVES 

1. Give the reason for making backup copies. 

2. Tell how to initialize a diskette. 

3. Explain the procedure for making backup copies of in- 

dividual files. 

4. Tell how to copy an entire diskette. 

Computers used for word processing are very reliable, as are 

the diskettes used for saving text. However, something may go 
wrong with the equipment from time to time. For this reason, you 

should always have more than one copy of important files. The cop- 
ies should be on separate diskettes. 

The copies you keep of files are known as backup copies. 
Backup copies can be made in two ways: The file can simply be 
saved on more than one diskette by using the [S]ave: command; or 
an exact duplicate can be made of an entire diskette by use of a spe- 
cial program provided with your computer. These two methods of 

making backup copies are discussed in the following sections. Since 

the methods may vary somewhat depending on whether you have 
one disk drive or two, be sure to follow the instructions for the 

number of drives in your computer system. 

SAVING A FILE ON MORE THAN ONE DISKETTE 

Any text that is in memory may be saved on any diskette. 
However, before a new diskette is used for the first time, it must be 

initialized. Initialization is a process that prepares the diskette to 
accept files. Until this is done, any attempt to save a file will be 
unsuccessful. 

Initializing a Diskette 

The steps in initializing a diskette were given in Lesson 1. 
However, if you did not initialize a diskette at that time, or if you 

need to review the process, it is presented here. 
The first step in initializing a diskette is to power up the com- 

puter and load Apple Writer. Then insert the diskette that you want 
to initialize into Drive 2. If you have only one drive, remove the 
Apple Writer diskette and insert your new diskette into Drive 1. 
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WARNING: Initializing a diskette destroys any files that may 

already be recorded on the diskette. Therefore, never initialize your 

Apple Writer diskette or any other diskette that has valuable infor- 

mation stored on it. 
Once you have inserted the new diskette into the disk drive, 

the initialization process is begun by choosing an option from Apple 

Writer’s DOS Commands menu. Remember from earlier lessons that 

this menu appears on the screen when you enter [O]. From the DOS 

Commands menu, select Option 6 (Initialize diskette). When you 

make this selection, a prompt is displayed at the bottom of the 

screen which reads Enter Slot,Drive (Example S6,D1): You must 

enter the drive number even if your computer has only one disk 

drive. You may omit the slot number. Therefore, if you want to ini- 

tialize a diskette in Drive 1, enter either S6,D1 or D1. To initialize a 

diskette in Drive 2, enter either S6,D2 or D2. 

When you press RETURN, the disk drive will run for about 
half a minute. When it stops, the diskette will be initialized, and the 

DOS Commands menu will reappear. 

Copying An Individual File 

A backup copy of a file can be made on any initialized disk- 
ette. In order to copy an individual file, power up the computer and 
load Apple Writer, then follow these steps: 

1. If the file to be backed up is not already loaded, use [LZ] 
to load the desired file into memory from the student 
diskette. 

2. Insert the diskette onto which the file is to be copied. 
This diskette is known as the backup diskette. If you 
have two disk drives, insert the backup diskette in Drive 
2. If you have one disk drive, insert the backup diskette 
in Drive 1. 

3. Use [S] to save the file onto the backup diskette. If you 
wish, you may use a different name for the backup copy 
than you used for the original file. Simply enter any file 
name you choose after the [S]ave: prompt. If the backup 
diskette is in Drive 2, remember to enter ,D2 after the 
file name. 

DUPLICATING AN ENTIRE DISKETTE 

If you want to duplicate an entire diskette, you may do so by 
using a special program supplied with your computer. This program 
automatically initializes the diskette before making the copy. 
Everything on the diskette is copied. Therefore, if any files are 
already on the backup diskette, they will be destroyed. To prevent 
accidental destruction of the original diskette, you should write-pro- 
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tect it before you duplicate it. To do this use a write-protect tab, 
which is a small piece of special adhesive paper. Do not use masking 
tape or any other kind of tape. Refer to Figure 12.1 and fold the tab 
around the edge of the diskette so that the write-protect notch is 
completely covered. 
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Figure 12.1 Write-Protect Tab on Diskette 

To duplicate an entire diskette, you need the Apple system 
master diskette. If this diskette has not been supplied, ask your 
instructor for it. Make sure you have the Apple system master disk- 
ette, the diskette you want to duplicate, and a blank or out-of-date 
diskette on which to make the copy. Here are the steps to follow in 
making the copy: 

18 If Apple Writer has been loaded, quit Apple Writer and 
remove the Apple Writer diskette. 

Insert the Apple system master diskette into Drive 1. If 
the computer is turned off, power it up. If you are using 
an Apple Ile that is already powered up, hold down the 
CTRL key and the OPEN APPLE key (the apple picture 
key that is to the left of the space bar) while pressing the 
RESET key. If you are using an Apple II that is already 
powered up, enter PR#6 (or the correct disk drive slot 

number for your computer). 

When the disk drive stops running and the [ (bracket) 
prompt appears on the screen, enter RUN COPYA. The 
disk drive will run briefly again. Then a series of 
prompts will be displayed. To understand these prompts, 
you need to know several terms: The original slot and 
drive are for the diskette being copied, and the duplicate 
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slot and drive are for the diskette onto which the copy is 

being made. If you have only one disk drive, the slot and 

drive numbers are the same for both the original and du- 

plicate diskettes. Here are the prompts, with the correct 

responses shown: 

AFFLE DISKETTE DUPLICATION FROGRAM 

ORIGINAL SLOT: 

DRIVE: 

DUPLICATE SLOT: DEFAULT 

DRIVE: 

DEFAULT on ea Press RETURN. 

i] DEFAULT 1 +—————_ Press RETURN. 

i 6 Press RETURN. 

DEFAULT at) . 

= ——— Enter a 1 for a one-drive system, 

press RETURN for a two-drive system. 

The prompt — PRESS RETURN’ KEY TO BE- 
GIN COPY — will be displayed. Before pressing RE- 
TURN, remove the Apple system master diskette and 
insert the original diskette into Drive 1. If you have two 
disk drives, insert the duplicate diskette into Drive 2. 
When you press RETURN using a two-drive system, the 
copying process will proceed automatically. When you 
press RETURN using a one-drive system, you will be 
prompted to insert the original diskette and again press 
RETURN. Since you will have already inserted the origi- 
nal, just press RETURN and the duplicating process will 
begin. While it is under way, you will be prompted peri- 
odically to change diskettes. In other words, you will ex- 
change the original and duplicate diskettes several times 
during the copying process. 

When the copying is completed, the copy program will display 
a prompt asking whether you want to make another copy. Answer 
this question with a Yes or a No as desired. Normally you will not 
want to make another copy. 

If you want to do no further work after the copy is done, 
remove the diskettes and power down the computer. If you want to 
go back to Apple Writer, place the Apple Writer diskette in the disk 
drive and restart the computer. (Remember, if you are using an 
Apple Ile, hold down CTRL and OPEN APPLE while striking 
RESET. If you are using an Apple II, enter PR#6 (or the correct 
disk drive slot number for your computer).) This will reload Apple 
Writer. 

In all future lessons, you should make a backup copy of each 
file that you create. 



LESSON 12 EXERCISE name Date 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

1. Computers used for word processing are very reliable. Therefore, duplicate 
copies:of amportantafiles;are- not néeded(Ob): 1) @ An vs diese wee nenenene ins 1 oT 

2. Backup copies of files are usually kept on the same diskette as the original 
LUE SCC OL aes) are necahy teem Re NM AN cn Msc Veh ela NUN a he ae oll xm HY Ciba § 21, 

3. New diskettes must be initialized before their first use (Obj. 2) .......... ae TA 

Initializing a diskette erases everything that may have been saved on the 
GISKECLORUO 0) See ake eee ie tata ort sear taal eran amt eae Ne ee oe ub, eth 

5. The option for disk initialization is selected from the DOS Commands menu 
CO) je 2 ee ene ae ie, enna tn IG dy MS Meme Nee ode sweats BAN Rouen Senet 

6. Even if your computer has two disk drives, diskettes must be initialized in 
TINE wl a Gy ieee.) eae etree ene «iene ay re ch Release ot yen ne her eee eee tee ey) dh 

7. Any initialized diskette may be used to make a copy of an individual file 
(a) ]o:) ey Men Neyer an ek cen Sos he ake elias oats Bi oon Ee (ast 

8. When saving a file onto a backup diskette, the original and backup disk- 
ettes must both be in disk drives at the same time (Obj. 3) ............... ome Ab 

9. Saving a backup file can be done with one disk drive. However, to duplicate 

an entire diskette, two disk drives are necessary (Obj. 3)...............05. Bad b 

10. The option to duplicate an entire diskette is selected from Apple Writer’s 

PPO SEC Omid Nd StINeTL OD igA Nie tae a sh ec ye Fee ero e Rereiecer Cte mee eee 1030 

11. To save a backup copy of a file, you must use a program on the Apple sys- 

PeMmmMastereCisket ter (Oblates svete tances ste See see Seer ee Ly one ee be Ak 

12. The process for making a duplicate diskette is identical regardless of 
whether you are using one or two disk drives (Obj. 4)...............-2-05- ey AR 

SEQUENCING 

For each question, indicate the proper order of the listed opera- 

tions by writing a number on each answer line. Write a 1 beside the oper- 

ation that should be done first, a 2 beside the operation that should be 

done second, and so on. 

1. What is the proper order of the steps to initialize a diskette? (Obj. 2) 

Select Option 6 (Initialize diskette) from the Apple Writer DOS Com- 

mands menu. 

Make sure the diskette you are about to initialize contains no valuable 

information. 

Insert the diskette to be initialized into the disk drive. 

Enter the slot and drive numbers. 
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2. What is the proper order for saving an individual file onto another diskette? (Obj. 3) 

Use the [,S]ave: command to save the file. 

If the file is not already in the computer’s memory, load it by entering 

[Z]. 
Make sure the backup diskette is in the disk drive. 

3. What is the proper order for duplicating an entire diskette? (Obj. 4) 

—_______ Quit Apple Writer if it is loaded. 

Exchange diskettes as prompted by the program (if you are using one 
disk drive). 

Insert the Apple system master diskette and restart the computer. 

Insert the original diskette (and the duplicate diskette if you are using 
two disk drives). 

Enter RUN COPYA. 
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COMPUTER EXERCISE 

In this Computer Exercise, you will initialize a diskette and 
make a backup copy of an individual file. You will also duplicate an 
entire diskette. You will need the Apple Writer diskette, the Apple 

system master diskette, and two blank or out-of-date diskettes. If 
all of these diskettes have not been made available to you, ask your 
instructor for them. Refer to the instructions in the lesson as you 
follow these steps: 

le Initialize one of the blank or out-of-date diskettes. Use a 

soft-tip pen to label this diskette with your name and the 
title DISK B. 

From your student diskette, load the file you saved in 
Lesson 8. Insert Disk B (the diskette you initialized in 
Step 1 above). Save the file onto Disk B under the name 
LESSON 12 (your initials). Display the diskette catalog 
of Disk B to verify that the file was saved. 

From your student diskette, load the file you saved in 
Lesson 8. Use the same name to save the file onto Disk B. 
Display the diskette catalog to verify that the file was 
saved. 

Using the COPYA program, make a duplicate of Disk B. 
After making the duplicate, display the diskette catalog 
for both Disk B and the duplicate. Note that the catalogs 
are identical. Label the duplicate diskette with your 
name and the title DISK C. 
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OBJECTIVES: 

1. Describe the format for a report. 

2. Explain how to calculate margin settings. 

3. Explain how to set up Apple Writer for printing a re- 

port. 

4. Explain how to enter, save, and print a report. 

The name report is given to a wide variety of documents. In 
general, all reports present information to the reader in paragraph 
form. Some examples of reports are book reports and term papers. 
Figure 13.1 shows the first page of a typical report. 

REPORT FORM 

By setting up a report as suggested in this lesson, you will 
have a document that looks professional and is easy to read. Reports 
that look professional improve your image in the eyes of the reader, 
whether the reader is a teacher or your employer. A report repre- 
sents the person who prepares it. 

Print Sizes 

Some of the information you give Apple Writer about a report 
format will vary depending on the print size you are using. Since 
print sizes differ with each type of printer, check with your instruc- 
tor about the print sizes available on your printer. 

Two common print sizes are 10 CPI (characters per inch) and 
12 CPI. Multiplying the standard paper width (8.5 inches) by the 
number of characters in an inch gives the number of available print 
columns on the paper. At 10 CPI there are 85 available columns. At 
12 CPI there are 102 available columns. 

Margins 

The space between the edge of the paper and the printed 
words is known as a margin. Therefore, a report has a left margin, a 
right margin, a top margin, and a bottom margin. The left margin 
of an unbound report should be one inch. Therefore, the left margin 
setting should be the number of characters in one inch (10 or 12). 
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SS A 

ELECTRONIC TYPESETTING 

Probably no development since the invention of moveable 

type has had as much impact on the printing industry as has 

electronic typesetting. It is a technology that has made 

itself felt from the smallest neighborhood printshop to the 

largest corporate giant. 

The earlier electronic typesetters (or composers, as 

they are called) required that all text be entered on their 

keyboards. In other words, it mattered not whether an author 

had composed a document using pencil and paper, typewriter, 

or word processor. To typeset the material, the text had to 

be rekeyed on the typesetter’s own keyboard. 

Fersistent developments, however, led first to a unit 

capable of receiving text over a phone line from a computer 

or word processor. Then units were developed to read the 

floppy disks produced by a multitude of computers and word 

processors directly. Since direct reading is much faster 

than communicating over a phone line, the text is made 

available to the composer much more quickly. 

Once the reading of text is complete, the codes used by 

the originating word processor for underlining, bold 

printing, and so on, are automatically translated to the 

codes required internally by the composer. 

Figure 13.1 Report Format (Shown Printed at 10 CPI) 
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For the right margin setting, subtract the number of characters in 

an inch from the number of columns available across the page. At 10 

CPI, subtract 10 from 85, which gives a margin setting of 75. At 12 

CPI, subtract 12 from 102, which gives a margin setting of 90. 

The top margin of the first page of a report is usually 1.5 

inches at 10 CPI. Multiply 1.5 times 6 (the number of lines in an 

inch) to get a margin of 9 lines, with printing beginning on Line 10. 

At 12 CPI, the top margin of the first page is usually 2 inches. Multi- 

ply 2 times 6 to get a margin of 12 lines, with printing beginning on 

Line 18. For convenience when adding additional pages to a report 
(as you will do in Lesson 14), it is recommended that the top margin 
be set to one inch. Then press RETURN either three times or six 
times to get the desired first page margin. 

The bottom margin should be 1 inch, which is 6 blank lines. 
When text requires less than a full page, however, the bottom mar- 
gin will be larger. 

Spacing 

The number of blank lines between lines of print is known as 
the line interval. After the heading of a report, there are two blank 
lines (a line interval of two). Other lines have a line interval of one; 
that is, there is one blank line between each pair of printed lines. 
Refer again to Figure 13.1 to see the spacing of a simple report. 

Printed Lines 

Most printers print six lines per inch. Therefore, if you are 
printing on standard 11 inch paper, you would suspect that the max- 
imum number of printed lines on a page is 66 (6 lines times 11 
inches). With Apple Writer, this may or may not be true. If you 
want to, you can specify a maximum number of printed lines less 
than the physical length of the paper. For this lesson, however, you 
should specify 66 printed lines per page. 

Heading 

The heading of a report is its title. It tells what the report is 
about. The heading, in uppercase letters, is centered on the first line 
below the top margin. Refer again to Figure 18.1 to see the place- 
ment of the heading. 

Justification 

Justification refers to how lines of text are positioned on the 
page. Apple Writer gives you the choice of four kinds of justifica- 
tion. Center justification places each line of text in the horizontal 
center of the page, resulting in both left and right ragged (uneven) 
edges. Left justification starts all lines evenly at the left margin and 
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leaves the right margin ragged. Right justification ends all lines 
evenly at the right margin, resulting in a ragged left margin. Fill 

justification inserts extra spaces between words so that all lines 
start evenly at the left margin and end evenly at the right margin. 
In Figure 13.1, the heading is center justified. All other lines of text 
are left justified. 

CONTROLLING APPLE WRITER’S PRINT 
FORMAT 

There are two methods of controlling Apple Writer’s print 
format. As you learned in Lesson 8, one of these is the use of the 
Print/Program Commands menu. The other is the use of text- 
embedded print commands. 

Using the Print/Program Commands Menu 

In this lesson, you will use the Print/Program Commands 
menu to set the margins and the line spacing. Remember that this 
menu is selected by entering [P]. When the [P]rint/Program: 
prompt appears at the bottom of the screen, enter a question mark 
(?) to display the format options. Then enter the new values. If nec- 
essary, review the steps given in Lesson 8. Here are the values to 
enter for a report, for both 10 CPI and 12 CPI: 

Command 10 CPI 12 CPI 
LM (Left Margin) 10 12 
RM (Right Margin) 75 90 
TM (Top Margin) 6 6 
BM (Bottom Margin) 6 6 
PL (Printed Lines) 66 66 
LI (Line Interval) 0 0 

Remember that once the settings have been made, they may be 
saved on the diskette for future use. To do this, enter [Q] to display 
the Additional Functions Menu. Then select Option 4 (Save Print/ 
Program Value File) and enter a file name under which the values 

will be stored. 

Using Text-Embedded Print Commands 

Any print commands that may be entered with the Print/Pro- 
gram Commands menu may also be placed in your text. Print com- 
mands that are placed in your text are called embedded print 
commands. Apple Writer always begins printing by using the values 
from the Print/Program Value File. Then whenever it finds a value 
embedded in the text, it changes to the embedded value. This fea- 
ture makes it easy to have a two-inch top margin on the first page 

and a one-inch top margin on other pages. 
Each print command to be embedded in the text is entered on 
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a separate line, with a RETURN both before and after the line. 

Enter a period, then the two-letter command abbreviation and the 

setting. Here are two examples: .CJ tells the computer to center jus- 

tify the following text; and . FJ tells the computer to align the fol- 

lowing text at left and right margins. 

When you enter the text for this lesson’s computer exercise, 

you will use some text-embedded print commands. The heading will 

be center justified, while the other lines will be left justified. Here is 

how the first several lines you enter should look. (RETURN) is used 

to show you where to press RETURN. 

(RETURN) Since top margin is set to six, 

(RETURN) these RETURNS will make 1.5-inch 

(RETURN) top margin on first page 
.CJ (RETURN) Center justify heading 
ELECTRONIC TYPESETTING (RETURN) Heading of report in uppercase letters 
.LJ (RETURN) Left justify rest of text 

(RETURN) First and second blank lines 
(RETURN) | after heading 
LI Set line interval to 1 for remainder 

of report 

UNDERLINING 

Another text-embedded command that can be used causes 
text to be underlined when it is printed. (Some printers cannot 
underline, so this command may not work on your printer.) Text to 
be underlined is marked by a reverse slash (\) at the beginning and 
end. (If you are using an Apple II, enter the reverse slash by strik- 
ing ESC and then holding down the SHIFT and CTRL keys while 
striking P.) Put the slashes where the spaces between words nor- 
mally go. For example, the line THE\ FIRST WORDS\I HAVE 
UNDERLINED will be printed as THE FIRST WORDS I HAVE 
UNDERLINED. 

Notice in the preceding example that the space between the 
words is not underlined. If you want the underline to continue 
between words, you must key it when entering the words. If you 
are using an Apple II, enter the underline by holding down the 
SHIFT and CTRL keys while striking M. For example 
THE\ FIRST _WORDS\I HAVE UNDERLINED will be printed 
as THE FIRST WORDS I HAVE UNDERLINED. Remember: 
Once underlining starts, it will continue until the second reverse 
slash is found to end it. Therefore, if you forget to insert the second 
reverse slash, underlining will continue until the end of your 
document. 
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TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

PMubusiness ettemis avtypical report (Obje1) t.utee meee Sec se eer e dco GEE 

The space between the edge of the paper and the printed words is known as 
GULLIT AR UNG (©) 1 Joe er rates iterate Cees Ort ee rere, An eee ahr een 

The top margin on the first page of a report is usually one inch (Obj. 2) 

The right and left margins of an unbound report are the same size (Obj. 2) 

The lines of a report usually have a line interval of one (Obj. 1).......... 

SEA re ors SBS The heading of a report usually begins at the left margin (Obj. 1)........ 

Right justification causes all lines to begin at the left margin and end even- 
Wadtetnerueahtemaroin: (()D|al eer. da ttea. coer hae tne onan ranma (Gait 

Fill justification creates even left and right margins (Obj. 1) ............. See F 

PAV DLCmY) Titer Canscenlers ines 1on-vOu( OD]. a) seaeeess ccs cece eet eine ele Oat F 

Print formats can be controlled from the Print/Program Commands menu 
COD es) Mee epee Ae TAS os orl. Or ok Wat Peas te a Re rte cee 105 ees 

Text-embedded print commands become effective when they are found by 
PAU UCM AI LLET ast be OTINSeLOxta(OD)i-O) a. f.aky soee er See ace oe eee Tie F 

By using reverse slashes, you can cause Apple Writer to underline words 

OLR amerertee rin ee coke eras Meters Ses teen, Pate hay OL, tyes Acre armen 12, eek 

COMPLETION 

On the lines below, enter the requested information for each margin of a report. (Obj. 2) 

a, Settings yeaa 
Margin Size (In Inches) 10 CPI 12 CPI Lines 

a. Left Margin See Ones 
b. Right Margin ee ne ene wee sO alate Sees As 
c. Top Margin (after page 1) eS See eee a 
d. Bottom Margin yee en ee i ee 

On the lines below, enter the correct Apple Writer command from the Print/Program 
Commands menu for making the following settings. Be sure to include the codes for the 
commands and the values, if any, that follow them. (Obj. 3) 

Settings Command/ Value 

me etmetinimar gine tome comarca, no ous aches se a. 

De pelIrIC NU Marl tO Oo nwenc au teds odes ewe vk es b. 

Cm Oeu LOD Mar elin LO; ONE MNCM ras oa.05 Ss Gos te olp a's 6 
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d. Set bottom margin to one inch ...............55 d. 

e. Set a line interval of one ..........cccccasensees e. 

{.. Set to center justify citi, ee f. 

g. Set to left justify... 028 conc xe cs eae ee g. 

heSet to till justahy < xcccc.c cit tnn acne eee h. 

3. Describe how to underline words. (Obj. 3) 
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COMPUTER EXERCISE 

In this Computer Exercise, you will enter a one-page report, 
save it, and print it in the correct format. 

1: Enter the partial report shown in Figure 13.1. Use text- 
embedded print commands for centering the heading, 
setting up left justification, and setting the line interval. 
Don’t forget to use the reverse slashes for underlining. 
When you have entered the report, save your text on the 
student diskette. 

Select the Print/Program Commands menu and enter 
the values given in this lesson to set up the format for 
printing a report. Then select Option 4 from the Addi- 
tional Functions Menu, and save the Print/Program val- 
ues in a file named REPORT FORMAT. 

Print the report. The file that you create in this lesson 
will be used again in Lesson 14, so do not delete it from 
the diskette. 
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OBJECTIVES: 

1. Describe the format for the second and succeeding 

pages of a report. 

2. Describe the use of a top-line entry and footnotes in a 

report. 

3. Explain Apple Writers procedures for printing top-line 

entries and footnotes. 

4. Explain how to create, save, and print a two-page re- 

port that has a top-line entry and footnotes. 

In Lesson 13 you entered and printed a simple report. In this 
lesson you will prepare a more complex two-page report. 

ADDITIONAL REPORT FEATURES 

Some additional features of a report’s format concern page 
numbers, the margins, and footnotes. As you study these features in 
the following paragraphs, refer to Figure 14.1 for an illustration. 

Page Numbers 

When a report has several pages, the pages should be num- 
bered. The page number is usually placed at the top right or bottom 
center of the page. The number on the first page may be omitted, if 
desired. Other identifying information such as the date may be 
placed on the same line as the page number. 

Margins 

Remember that the top margin on the first page of a report 
may be either 1.5 inches or 2 inches. On pages after the first, the top 
margin is only 1 inch. The side and bottom margins remain the same 
as on the first page. 

Footnotes 

Any page of a report, including the first one, may contain one 
or more footnotes. Footnotes give the sources of the writer’s infor- 
mation or provide additional explanations of the topic. A super- 
script (number raised slightly above the line) is used to indicate each 
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footnote reference. The same superscript and the footnote are then 
printed at the bottom of the page on which the reference appears. A 
1.5-inch-long line separates the body of the report from the 
footnotes. 

101 

Figure 14.1 

January 21, 1985 Typesetting Report 

The translation process can also set up special codes 

required for changing type styles and sizes. For example, 

translation can be set up so that the entry “intro? is 

changed to the codes telling the composer to use a 

predetermined size, style, and format for the introduction 

Gre eG) lsfeyeilkn Cal) 

Once the translation process is complete, the finished 

document is displayed on a CRT. On the screen, all headings 

are in the proper size and type style. Also, all text 

material is displayed just as it will be typeset. If changes 

are desired, they are easily made. For example, the type 

size for headings might be increased or the margins changed. 

Once the user is satisfied with the appearance of the 

document, only a few keystrokes are required to accomplish 

the actual typesetting for printing. 

For any business that prints reports, articles, or 

books, the computer-controlled typesetter provides many 

benefits. Work can be done faster, more professionally, and 

at lower cost. 

(1)William W. Maxey, Printing Technology (Atlanta: Eagle 

Press, 1983), p. 112. 

Second Page of a Report Showing Top-Line Entry and Footnote 

ca) 



102 

January 21, 1985 

Introduction to Apple Writer Word Processing 

USING APPLE WRITER FOR A MORE COMPLEX 
REPORT 

If a report has footnotes, top-line entries, or bottom-line 

entries, there are special procedures that must be used to prepare 

the text for printing. These procedures are discussed in the follow- 

ing paragraphs. 

Top-Line Entries 

Apple-Writer’s top-line entry or bottom-line entry feature is 

used to print page numbers and any other desired information at the 

top or bottom of each page. For example, the text in Figure 14.1, 

which is the second page of the report you began in the last lesson, 

has the following line at the top of the page: 

Typesetting Report Zz 

You can specify up to three items to be printed. The first item 
starts at the left margin, the second item is centered, and the third 
item ends at the right margin. 

The methods you use to make a top-line entry and bottom-line 
entry are almost identical. The only difference is that the top-line 
entry is set by using the initials TZ, while the bottom-line entry is 
set by using the initials BL. The following instructions refer only to 
top-line entry. However, substituting BL for TL makes them work 
for bottom-line entry. 

A top-line entry can be entered as a code on the Print/Pro- 
gram Commands menu. However, it is recommended that you enter 
it as a text-embedded command. This has two advantages: (1) It 
enables you to begin the top-line entry on the second page rather 
than the first, giving a better appearance to the first page; and (2) 
The Print/Program file should contain a format that is appropriate 
for any report, rather than a format that is usable by just one. To 
cause a top-line entry to be printed beginning on the second page, 
the text-embedded command for the entry may appear anywhere at 
or near the beginning of the text. The entry will be printed for the 
first time at the top of the next page after its entry in the text. 

To put a top-line entry in your text, first move the cursor to 
the place you want to put the text-embedded command, probably at 
the beginning of your text. Then decide on some character you will 
use to separate the three possible print items from each other. This 
character is known as a delimiter. Any character other than the 
reverse slash (\) and the number sign (#) may be used. Key .TL at 
the left edge of the screen (be sure you position the cursor at the left 
edge of the screen by pressing RETURN). After the .TL on the 
screen (no space), key the delimiter character you have chosen, fol- 
lowed by the item you want printed at the left side of the paper. 
Key the delimiter again, followed by the item you want printed in 
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the center of the paper. Key another delimiter character, then the 
item to appear at the right side of the paper, and a final delimiter 
character. Put a number sign (#) between the delimiters at what- 
ever point you want the page number to be printed. Here are two 
examples, both using the asterisk (*) as the delimiter: 

Title will print at center of page. 

a ey 

- TL¥JANUARY 21, 1985*TYFESETTING REFORT##* 

er 

Date will print at left edge of page. 

Page number will print at right edge of page. 

~ TL#¥#### (CRETURN) 

Nothing between first two sets of delimiters means nothing will 

print in the left and center positions. 

Footnotes 

Apple Writer will automatically place footnotes at the end of 
the page containing their references. However, it will not print a 
line to separate the body of the report from the footnotes. The pro- 
cedure that you use to enter a footnote consists of two steps: The 
first step is to enter the reference number in the text, and the sec- 
ond step is to enter the footnote itself immediately following the 
reference. 

If your printer cannot make superscripts, you may place the 
reference number in parentheses. However, most daisy wheel print- 
ers and many dot matrix printers can make superscripts. If your 
printer can make superscripts, you should indicate that the footnote 
reference number should be raised slightly above the normal print 
line. The printer does this by moving the paper down slightly, print- 
ing the number, then moving the paper back to its normal position. 
To make the printer behave this way, you must know the proper 
commands. Some daisy wheel printers, for example, require an ESC 
SHIFT-D to move the paper down a fraction of a line (the D stands 
for down) and an ESC SHIFT-U (the U stands for up) to move the 
paper back to its normal position. (Note that you do not spell out the 
commands. HSC SHIFT-D, for example, means that you strike the 

ESC key, then hold down the SHIFT key while striking the D key. 
Nothing appears on the screen when you strike the ESC key.) Check 
with your instructor or refer to the printer’s instruction manual to 

get the commands for your printer. 
Once you know the required commands, place them between 

two [V]s in your text at the point where the footnote reference 
number should appear. Any characters placed between [ V] and [ V] 
will be sent to the printer as commands rather than as characters to 

(RETURN) 

Page number will print at right edge of page. 
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be printed on the paper. Using the footnote reference from Figure 

14.1 and the sample printer code from the last paragraph as an 

example, here is how you would enter text to make the superscript: 

Moves paper down a fraction of a line 

I 

and format.CVJESC SHIFT-D[VIJICVIESC SHIFT-UCV] 
es ee 

i ber Prints reference num Moves Baper baeatn 

to normal position 

After entering the reference number, you should immediately 

enter the footnote. Do not try to place it at the end of the page your- 

self. So that Apple Writer will know it is a footnote, put a (< at the 
beginning and a >) at the end of each line. You must determine 
where each line of the footnote should end; Apple Writer’s right 
margin does not function for footnotes. If your printer can make a 
superscript for the footnote number, remember to include the neces- 
sary code at the beginning of the footnote. Also, remember to enter 
the 1.5-inch separator line above the first footnote on a page. Here is 
an example, showing how the footnote for Figure 14.1 may be 
entered: 

ee eee eee eres eee eee oe Se See See See ee eS med mS SaeS 

(<CVIESC SHIFT-DIVIICVIESC SHIFT-UCVIWilliam M. Maxey, \Frinting 

Technology\ (Atlanta: Eagle) 

p. il2.>) 

When the document is printed, Apple Writer will automatically 
move the footnote to the bottom of the page. 

To ensure that a footnote appearing on the last page of the 
report will be printed, you should tell Apple Writer to feed out the 
last page. After pressing RETURN at the end of the last sentence of 
your report, key .#’F' (for form feed) at the left edge of the screen, 
but do not press RETURN afterwards. Pressing RETURN will 
cause the top-line entry (if any) to be printed at the top of a blank 
page after the end of your text. 

Controlling Margins when Using Top-Line or Bottom- 
Line Entries 

When Apple Writer prints top-line entries or bottom-line 
entries, it places these entries on the first available print lines at the 
top or bottom of the page. Remember that in Lesson 13 we specified 
that the number of printed lines (PL) on the page was 66, with a top 
margin (TM) of 6 lines and a bottom margin (BM) of 6 lines. Using 
these settings, Apple Writer would place a top-line entry on the 
very first line of the page, with 6 blank lines between the top-line 
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entry and the first line of your text. It would place a bottom-line 
entry on the very last line of the page, with 6 blank lines between 
the last line of text and the bottom-line entry. This would not be the 
best placement for a top-line entry or bottom-line entry. To correct 
this problem, the number of printed lines (PL) must be changed. The 
desired placement for top-line and bottom-line entries is one-half 
inch (8 lines) from the top and bottom of the paper. This can be done 
by setting PL to 60. The top and bottom margins must be changed to 
2 (the number of blank lines that usually looks best between the top 

and bottom entries and your text). You will then have to manually 
turn the paper to the fourth line before turning on the printer. The 
printing of the top-line entry will thus begin one-half inch from the 

top of the page. 
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LESSON 14 EXERCISE Name Cate 

Let BSE See: 

10. 

Pn B® w 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

The top margin on the second page of a report is one inch (Obj. 1)....... 

Footnotes may not be placed on the first page of a report (Obj. 1) ....... 

A page number always appears at the bottom of a page (Obj. 1) ......... 

The top-line entry on a report may contain information other than the page 
MUM Det Ol e2)kereee ye ae, Acie teen al Reka a eae. Sy iaee even ete ns oles, 

A footnote may be used to refer the reader to a source of information (Obj. 

Apple Writer’s top-line entry feature allows the printing of up to three dif- 
ferentavemsmtethestop-oleachapave (Obja3)ase aac eens wee tne 

Hither the Print/Program Commands menu or text-embedded commands 
may be used for printing a top-line entry (Obj. 3) ...............cececeeeee 

Apple Writer makes superseripts:(OD]53) ses seme re rates ce cereree en e mes 

Apple Writer automatically places footnotes at the bottom of the page on 
Winichetheyaare entered Ob]: Byes ties .+ 2552 oases tent t eet ewe ae eee 

When using Apple Writer, you should enter a footnote immediately follow- 
iNngeltswererence- t= (Nes vext.(ODjn3) tesserae pace se eee ee 

COMPLETION 

Write on each line provided the correct sequence of commands 

and words that would result in the specified part of a report. 

10. 

Answers 

9) 

Print a top-line entry with the date of January 21, 19— at the left, the words DAILY RE- 
PORT in the center, and the page number at the right. (Obj. 3) 

Print a top-line entry with the date of January 21, 19— at the left and the page number at 

the right. (Obj. 3) 

Print a top-line entry with the page number at the right. (Obj. 3) 

Print a top-line entry with the page number in the center. (Obj. 3) 

Print the reference in the text to Footnote 1 (use a superscript). (Obj. 3) 

Enter the following footnote in the text as Footnote 1 (remember to enter a superscript): 
Pat Painter, Looking Without Seeing (Cheyenne: Mountain Press, 1982), p. 23. (Be sure to 
include the necessary characters to show it is a footnote.) (Obj. 3) 
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COMPUTER EXERCISE 

For this Computer Exercise you will add a second page to the 
report that you created in Lesson 13. Perform the following steps: 

al 

Zs 

Load the report that you created in Lesson 18. 

Add the text and footnote from Figure 14.1. Insert a 
text-embedded print command at the beginning of the 
first page of text to set up the top-line heading. Enter 
the footnote immediately after its reference. 

Save the updated text. 

Load the Print/Program Value File created in Lesson 13 
and saved under the name REPORT FORMAT. Do this 
by entering [Q] and selecting Option 3, Load Print/Pro- 
gram Value File. Enter new values for PL, TM, and BM 

as explained on page 104. 

Print the report. The margins and line interval will be 
set automatically from the file you loaded in Step 4. The 
text-embedded command will set up the top-line entry 
beginning on page 2. 
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OBJECTIVES: 

1. Describe the format of a long quotation in a report. 

2. Explain the procedure for changing margins during 

printing. 

3. Explain how to change the line interval during printing. 

Explain how to print a diskette notation at the bottom 

of each page of a report by using a bottom-line entry. 

5. Explain the procedure for adding a long quotation and 

diskette notation to a report and printing the resulting 

report. 

This is the last lesson in which you will learn about entering 
and printing a report. After completing it, you will be ready to han- 
dle almost any report that may be required. 

THE FINAL TOUCHES 

There are two more features of report format you need to 
know about in order to do a good job producing reports. They are 
the use of long quotations and the use of diskette notations. Refer to 
Figure 15.1 as you study the following paragraphs. 

Long Quotations 

Long quotations (those longer than two or three lines) are 
usually indented on both sides. To make the indention, the left and 
right margins are both temporarily moved five spaces toward the 
center. For example, if the left margin is set at 10, it is changed to 
15. If the right margin is set at 75, it is changed to 70. After the long 
quotation is printed, the margins are returned to their original val- 
ues. In addition to being indented, long quotations are also printed 
with a line interval of zero (single spacing). Long quotations are 
much easier to recognize when these two format changes are made. 

Diskette Notations 

If changes are to be made in a report after it has been saved 
on diskette, it is necessary to know where the report is stored. 



Figure 15.1 
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January 21, 1985 Typesetting Report 

The translation process can also set up special codes 

required for changing type styles and sizes. For example, 

translation can be set up so that the entry <intro? is 

changed to the codes telling the composer to use a 

predetermined size, style, and format for the introduction 

of a book. According to Maxey, this has great impact: 

The translation of word processor codes to 

those required by typesetting equipment has the 

potential of producing the greatest change ever 

seen in the printing industry. Its impact has 

already been felt and will be felt to a much 

greater extent than anyone would have imagined just 

a few years ago. (1) 

Once the translation process is complete, the finished 

document is displayed on a CRT. On the screen, all headings 

are in the proper size and type style. Also, all text 

material is displayed just as it will be typeset. If changes 

are desired, they are easily made. For example, the type 

size for headings might be increased or the margins changed. 

Once the user is satisfied with the appearance of the 

document, only a few keystrokes are required to accomplish 

the actual typesetting for printing. 

For any business that prints reports, articles, or 

books, the computer-controlled typesetter provides many 

benefits. Work can be done faster, more professionally, and 

at lower cost. 

(1)William W. Maxey, Printing Technology (Atlanta: Eagle 

Presse Os ma) Dee deen 

REFORTS/TYFESET 012185 

Report Page Showing Long Quotation and Diskette Notation 

hJ 

aa 
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Therefore, a notation giving the name or number of the diskette on 

which the report is stored should be made on each report. The nota- 

tion may appear only at the end of the last page, or it may appear at 

the bottom of each page. If it is placed only on the last page of the 

report, it is entered as though it were text. If the notation is to 

appear on all pages, it should be entered automatically as a bottom- 

line entry. In Figure 15.1, the diskette notation means the report is 

saved under the name TYPESET 012185 on a diskette labeled 

REPORTS. If there is more than one diskette labeled REPORTS, 

each of them is also labeled by date. Review Lesson 9 for more 

details on using diskette notations. 

USING APPLE WRITER FOR THE FINAL 
TOUCHES 

Apple Writer has features that make the entry of long quota- 
tions and diskette notations quite simple. These features are dis- 
cussed in the following sections. 

Entering Long Quotations 

To change the margins and line interval for a long quotation, 
you can use text-embedded print commands. Remember from Les- 
son 14 that each of these commands must be on a separate line with 
a RETURN before and after it. In other words, you press RETURN, 
enter the text-embedded print command, and press RETURN again. 
Figure 15.2 shows an example of how these commands may be used. 
Refer to it as you study the following instructions. 

As you might suspect, the left margin is changed with a com- 
mand of .LM and the right margin is changed by using .RM as the 
command. The margin setting may be given either as an absolute 
value or as a relative value. If you use an absolute value, specify the 
exact column number for the margin. If you use a relative value, 
specify the number of columns left or right that the margin should 
be moved. For example, to change the left margin from 10 to 15, you 
could use either .LM15 or .LM+5 as the command. To change the 
right margin from 75 to 70, you could use either .RM70 or .RM-5 as 
the command. It is easier to use the relative values (+5 and -5) since 
you do not have to remember where the margins were originally set. 
After the long quotation is finished, the margins are set back to 
their original values with an .LM-5 or .LM10 command and an 
.RM+5 or RM75 command. 

To change the line interval to zero for the long quotation, use 
.LI0 as the text-embedded command. After entering the long quota- 
tion, set the line interval back to one by using .L/1 as the command. 

Printing a Diskette Notation 

A text-embedded command is also used to print a diskette 
notation at the bottom of each report page. Apple Writer’s bottom- 
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the codes telling the composer to use a 

predetermined size, style, and format for 

che introduction of a book. According to 

Maxey, this has great impact: 

eS 

SEND ed 

~LIO 

The translation of word processor 

codes to those required by typesetting 

equipment has the potential of producing 

the greatest change ever seen in the 

printing industry. Its impact has 

already been felt and will be felt toa 

much greater extent than anyone would 

have imagined just a few years 

ago. (footnote reference) 

PLES hy Fete 

eRM+ES 

5 eat i 

Once the translation process is 

complete, the finished document is 

displayed on a CRT. On the screen, all 

Figure 15.2 Text-Embedded Commands for Long Quotation 
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line entry works just like its top-line entry if .BL is used instead of 
.TL as the command. If necessary, review the process given in Les- 
son 14. Since the diskette notation should appear at the left edge of 
the page, remember to enter the remaining delimiters. If the disk- 
ette notation is REPORTS/TYPESET 012185, for example, you 
might enter a command of .BL*REPORTS/TYPESET 012185 ***. 

Apple Writer does not know the bottom-line entry exists until 
it prints the part of the document where the command appears. 
Therefore, be sure to place the command before the end of the first 
page. A good place to put it is at the beginning of the text. 
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TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

A long quotation is one that is over five lines long (Obj. 1) ............... 

Indenting the left margin 10 spaces will properly format a long quotation 
(CS os 7 RN, Penge pe wr ane aL trea ESI ne ey nk ne Gn 

If the right margin of a report has been set at 90, it is moved to 85 for a 
LOM OMCTOLALION A ODI) camea wrk Us tae Soh ne geet sets oma ten ats ae ame ares 

Long quotations are printed with a line interval of zero (Obj. 1).......... 

To change Apple Writer’s margins during printing, you should use the 
Prin sarooram, Commands: menus Oj). uke et canta tec ee cue ee wie 

Changes in the left and right margins may be given as absolute numbers or 
asireiative numbers. Obi. 2) seo. aoa. sete lta ce eae ns anaes 

The command .LM is used to change the left margin during printing (Obj. 

If the right margin is currently set at 90, the commands .RM85 and .RM+5 
WALHAVerLIe Sater Cll eCk( ODIia)s a. cs rcs ences eemtita ease alee orate eee 

You must press RETURN before and after entering a text-embedded print 
COMA ce (OM Ie) me tees eet ress So. vet arasetoten PON Be Ae estar ins eee eee 

The line interval is changed during printing by using a text-embedded com- 
STEN INEO(AG) 0) papa} Woe nce en ete nate Perm RAR aR ne RMR Fi adee tee Me tir 2 

A line interval of one will cause the paper to move up one line at the end of 
Cachrlinerot printing (OD in0) cee eare a ence scot oc een ee een 

A diskette notation must appear at the bottom of each page of a report 
VIS er) eee tcaonte ss PN ee ns end cena sree on wien taee aed aaa a a re ee 

A diskette notation is printed on a report to make it easier to find the re- 
RDOtmonmdisketten Ob]a4) aes noses he teens eens arn oa See ee ee ee 

The .BL command is used to print a diskette notation on each page (Obj. 4) 

ERROR DETECTION 

Part of a text page containing a long quotation and a diskette nota- 

tion is reproduced below. Each line of format entries in the left column of 

text may be correct or incorrect. In the Answers column, write a C if the 

line is correct, write delete if the line should be removed, or rewrite the 

line correctly if it is incorrect. If necessary, add new format commands. 

(Note: The text would normally appear on the screen in regular report 

format. It is widely spaced here to allow for the insertion of any needed 

new lines.) (Objs. 2, 3, 4, 5) 

Date 

13. 

14. 

Answers 

Wide 

TAALE 

Tee 

To AE 

i ose 0 

fhe 

Tie 

4 bee od 

4 Neer) 

Leak 

de 

Tao: 

TStsk 

T F 
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Text as Entered Answers 

-BI) **REPORTS/TYPESET 012 85% ifs 

the new instrument, according to its 

manufacturer, lifts standards to a new 

iniaike ais 

- LM+5 SS ee 

.RM-5 3. 

~All 

The Grape synthesizer provides the 

most technologically advanced sound 

envelope of any instrument thus far 

Drougnt. to market. In addvtionj.ats 

keyboard moves the leading edge of 

technology a quantum leap into the 

future. (Footnote reference) 5. 

.RM+5 6. 

- LM-5 The 

SE IUO 8. 
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COMPUTER EXERCISE 

For this Computer Exercise, you will modify the second page 
of the report you entered in Lesson 14. Perform the following steps: 

Ale 

2. 

Load the report that you created in Lesson 14. 

Insert the long quotation and diskette notation from Fig- 
ure 15.1. Note that the footnote reference number has 
been moved from its original location in Lesson 14. Put 
the bottom-line entry for the diskette notation some- 
where on the first page of the report so that it will be 
printed on both pages. 

Save the updated text. 

Make a backup copy of the file containing the text. 

Load the Print/Program Value File named REPORT 
FORMAT. Enter new values for PL, TM, and BM as ex- 
plained on page 104. 

Print the report. 

alr? 
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OBJECTIVES: 

1. Identify the parts of a business letter. 

2. Describe open punctuation. 

3. Describe the procedure for producing a block style 

business letter with open punctuation. 

The production of business letters is one of the major uses of a 
word processing system. After a business letter is dictated, it can be 
keyed into a word processing system by a secretary to produce the 
first draft. Some business people, however, enter first drafts them- 
selves rather than dictating their letters to secretaries. Regardless 
of who enters the letter, it is saved on diskette. The author of the 
letter then reviews the first draft and makes any necessary changes. 
Only the changes have to be entered. The whole letter does not have 
to be redone. The new version of the letter is then saved on diskette 
and printed. 

BLOCK STYLE LETTER 

There are a number of different styles of business letters, but 
the block style letter is perhaps the most frequently used. It can be 
entered quickly because all parts of the letter begin on the left mar- 
gin. There is no need to set different tabs or indentions. An example 
of a block style letter is illustrated in Figure 16.1. 

The following paragraphs describe the procedure for entering 
a block style letter with Apple Writer. After you enter the date, 
press RETURN once for each line space to be left between the 
dateline and the letter address. Press RETURN once after each line 
of the letter address. Press RETURN again to enter a blank line 
both before and after the salutation. In the example letter in Figure 
16.1, open punctuation is used. This means that no punctuation is 
entered after the salutation or the complimentary close. 

Enter the body of a letter in the same way that you enter a 
report; that is, press RETURN only at the end of each paragraph. 

Press RETURN after each of the lines in the complimentary 
close, typed name, typed title, reference initials, and diskette nota- 
tion. Also, leave a blank line before and after the reference initials. 
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———eee. e e—ereeeeee.:/:,—OC— eee 

September 20, 19-— <+——_——— Dateline 

Mrs. Mona W. Fowell 

Director of Educational Media |. 

City Middle Schools we Sie cog 
Fayetteville, NC 28303-3882 

Dear Mrs. Fowel 1 <—————— Salutation 

Thank you for your letter inquiring about our software products. 

Our current line of software products includes software designed 

for all grade levels and subject areas. The software packages 

should be used to help students become proficient as they learn 

from their textbooks. 

IT am enclosing a catalog that lists the software products, their 

prices, and ordering information. Also enclosed is a sample 

diskette for you to review some of our most popular software 

products. You should feel free to keep this diskette so that 

teachers in your school system can review the programs also. 

Our sales representative, Miss Gail Flowers, will call you soon. 

She will be able to answer any questions you may have. 

Sincerel y—<——————._ Complimentary Close 

Mark J. Weinland, Manager 
a VOCCIN , Typed Tit 

Southern Regional Sales \ Mpeg Mc taked th ola ta 

rziMsai7<~-eeooo Reference Initials and Diskette Notation 

Enclosure Notation Enclosures 

Figure 16.1. Block Style Letter with Open Punctuation 

SETTING THE PRINT FORMAT VALUES 

As is the case with other documents, the format of a letter is 

determined by using the Print/Program Commands menu. The top 
margin can be controlled in one of two ways. One way is to verti- 
cally position the letterhead paper at the point where the date is to 
be printed. In this case, TM (top margin) on the Print/Program 
Commands menu is set to 0 (zero). Note: If TM is set to 0, the first 

line of your letter may be indented one space. This cannot be 
avoided. Another way of controlling the top margin is to align the 
top edge of the letterhead paper with the top edge of the print head. 
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In this case, TM must be set to equal the number of blank lines 

required to print the date on the desired line. 
The left and right margins are set as desired. Most businesses 

use a standard 6-inch-wide line. To use a 6-inch line, set LM (left 

margin) to 12 and RM (right margin) to 72 for 10 CPI (characters 
per inch). For 12 CPI, set LM to 15 and RM to 87. The position of the 
firm’s name on their letterhead paper sometimes determines what 
the left and right margins should be. The line interval (LJ) should be 

set to 0 (zero) since business letters are usually single-spaced. The 
blank lines required in a letter are entered by pressing RETURN, as 
explained above. Print Mode (PM) is usually set to left justify (LJ) 

for letters, although some businesses use left and right justified 
margins (FJ). Set SP (single page) to 1 (one) if single-sheet paper is 
used, When you set SP to 7 and enter /P] and then NP, you will be 

prompted with /Insert Sheet, Press Return]. Insert and align the let- 
terhead page before pressing RETURN. 
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10. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Inca-plock style letter, the date is centered (Obj: 1)).....022...--css.--05-- 

The closing lines of a block style letter begin at the left margin (Obj. 1) 

To put the desired number of line spaces between the dateline and the let- 
ter address, you should press RETURN the correct number of times (Obj. 3) 

Open punctuation means there is no punctuation after the salutation or af- 

Lenaunescomipl ituentaryeclose, Ob]. 2)..tacc tee ees ie ceer aces Ae eee ee 

When you enter the body of a letter, you press RETURN at the end of each 
Mirren (OD iancs ) permeen Mec ee. ee len nnd fica pein eau ei gat Senne ees tt ee 

TM should be set to 0 (zero) if the letterhead paper is positioned in the 
printer at the point where the date is to be printed (Obj. 3) .............. 

To use a 6-inch-wide line when printing at 10 CPI, set LM to 0 and RM to 
SOMO 63 28) im ey bee eevee AO ME ECE sot icy TL AO eR DORE a AC 

LI should be set to 1 for single spacing when printing a letter (Obj. 3)... 

SP is set to 7 when using continuous-form paper (Obj. 3) ................. 

iPVipssetor ns when printingeadevtern ODj15).26 oan awe eee 

Date 

Answers 

T F 

T F 

T F 

T F 

T F 

T F 

it F 

T F 

4h F 

T F 
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COMPUTER EXERCISE 

1. Enter the following letter in block style with open punc- 
tuation. Each (P) in the copy indicates that a new para- 
graph should be started at that point. 

Manche i Zae Lot Mire Charles’ E. CobbinsseManager 

Advertising MicroChips Manufacturing, Inc. 

MC ate cCaminomkeal San Jose, .GA, 95129-9778 

Near Met Copbins.. Lhnank sy ou stom your .inguiry 

about our advertising services. In addition 

to being known for exciting television 

commercials, we also have a print advertising 

department which specializes in four-color 

process, computer-generated graphics, multiple 

type fonts, and writers who produce some of 

the most creative copy in the business. (P) I 

am inviting you to meet with members of our 

Seaireon March2/ at-.0-00" am. “'inethts 

meeting you will have the opportunity to 

discuss your next fall's advertising campaign. 

(P) Ll look ‘forward. to hearine from you soon to 

Contiene this) appointment, Please callsit, 1 

can answer any questions. Sincerely Lisa Y. 

Cruz Vice President, Marketing ck:M104 

2. Use the following information for setting the print for- 
mat values: Set the top margin for 2 inches, and set the 
side margins using a 70-space line. 

3. Save the letter using the guidelines for naming a text 
file from Lesson 9. 

Save the print format values in a file named LETTER. 

Print the letter. 

Write the print format values that you used on the bot- 
tom of the letter. 
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OBJECTIVES: 

1. Explain how to arrange the parts of a modified block 

style letter. 

2. Describe mixed punctuation. 

3. Explain how to enter vertical and horizontal second- 

page headings for letters. 

4. Explain how to produce a two-page, modified block 

style letter with mixed punctuation. 

In Lesson 16 you learned how to enter a block style letter with 
open punctuation. In this lesson, you will learn how to enter a two- 
page modified block style letter with mixed punctuation. 

MODIFIED BLOCK STYLE LETTER 

Many people prefer the modified block style letter because of 
its balanced appearance. To give the letter a balanced look, the 
dateline, complimentary close, typed name, and typed title begin at 
the center point of the page. The paragraphs may be indented or not 
depending upon the author’s preference. An example of a modified 
block style letter is shown in Figures 17.1a and 17.1b. 

Entering a modified block style letter is similar to entering a 
block style letter. To determine the center starting point for the 
dateline, complimentary close, typed name, and typed title, you first 
determine the width of the line that you will use to print the letter. 
Usually a 6-inch line is used. To set a tab at the proper point, first 
clear the existing tab stops. Then divide the line length in half (30 if 
printing at 10 CPI or 36 if printing at 12 CPI). This is the correct 
number of spaces to tab from the left margin. As you strike the 
space bar, observe the number next to TAB: on the Data Line. 
When it displays the correct position number, set a new tab stop. 

In Lesson 16 you used open punctuation. In this lesson, you 
will use mixed punctuation. As shown in Figure 17.1, a colon is 
entered after the salutation, and a comma is entered after the com- 
plimentary close. 

As you did when you entered a block style letter, press 
RETURN for each line to be left between the dateline and the letter 
address. Also, press RETURN after each line of the letter address 
and the salutation. In the body of the letter, press RETURN only at 



Lesson 17 m Producing a Two-Page Modified Block Style Le’ ter 125 

Dateline ———————> September 21, 19-- 

Ms. Christine Keener 

Manager 

Marin Fashion Shoppe $$$ —_ Letter Address 

6845 Garden Street 

San Francisco, CA 94108-2471 

Dear Ms. Keener <<  —@oOo————— — Salutation 

Thank you for visiting with our fashion designers here in New 

York last week Your ideas for next spring’s designs have set off 
quite a wave cf excitement with all of our staff. 

As you requested, I am sending design sketches that include 

some of your suggestions. Will you review these sketches during 

the next two weeks? Ms. Helen Garafalo, our chief designer, plans 

to be on the West Coast next month and would like to review the 

sketches with you. She will call you soon to set up an 
appointment. 

We are interested in promoting the "complete look." Not only 

do we want to manufacture and sell our designer clothes, but we 

would also like to offer a complete set of accessories. AS you 

review the sketches, please consider the following: 

SHOES. We would like to offer three types of shoes: casual, 

dress, and a shoe that can be worn on any occasion. The shoes 

will be manufactured from the finest leathers. 

JEWELRY. Our design team suggests that the jewelry should be 

simple, highlighting a classically elegant look. We would like to 

limit our selection to earrings, necklaces, pins, and bracelets. 

A prime consideration is that any of the jewelry can be worn 

interchangeably. We plan to use both precious and semiprecious 

metals. The only precious stones that would be appropriate are 

medium- to high-quality diamonds. 

HANDBAGS. We would like to offer three different handbags. 

A look should be created for the modern businesswoman. Ferhaps a 

smaller handbag would be appropriate for evening and casual use. 

A third style designed for everyday use would complement the total 

selection. As with the shoes, we plan to use the best grades of 

leathers for manufacturing. 

Figure 17.1a Modified Block Style Letter with Indented Paragraphs and Mixed Punctuation, Page 1 
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Ms. Christine Keener 

Fage 2 a —$—$$$—$————_ Second Page Heading 

September 21, 19-- 

You may have other suggestions. Flease feel free to discuss 

them with Ms. Garafalo when she visits with you. 

Ms. Keener, we are very excited about working with yous Your 

contemporary ideas combined with our staff of innovative designers 

and manufacturers should prove to be most successful. 

Complimentary Cloee ——————— Sincerely, 

Typed Name ——_——_ Todd J. Beauchamps 
Typed Title ——$_$_— —__ VI Ce President hairs crt icine 

raiM244 <——— Reference Initials and Diskette Notation 

Enclosure <————— Enclosure Notation 

Figure 17.1b Modified Block Style Letter with Indented Paragraphs and Mixed Punctuation, Page 2 

the end of each paragraph. The complimentary close, typed name, 
and typed title are entered at the same tab stop that you used to 
enter the dateline. The enclosure notation, reference initials, and 
diskette notation are entered at the left margin. 

TWO-PAGE LETTER 

When you are entering a letter, it is usually difficult to know 
if it will be longer than one page. You should first enter the letter 
without regard to its length. If it is longer than one page when the 
draft is printed, you must determine where you want the first page 
to end. At least two lines of the body of the letter must print on the 
second page. 

Embedded Print Command 

At the point in the text where the second page is to begin, you 
must enter an embedded print command. Remember that an embed- 
ded print command does not print on the document. It is used to 
direct the printer to perform a certain function. You must enter the 
embedded print command .F'F (for form feed) in the text at the 
point where you want the first page to end. The printer will advance 
the paper to a new page. The command .FF must be preceded and 
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followed by RETURN. Figure 17.2 shows part of the letter in Fig- 
ure 17.1 as it would look on the monitor. 
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the shoes, we plan to use the best 

grades of leathers for manufacturing. 

~FF 

Ms. Christine Keener 

Fage 2 

September 21, 19-- 

You may have other suggestions. 

Flease feel free to discuss them with 

Ms. Garafalo when she visits with you. 

Figure 17.2 Monitor Showing Use of .FF 

Second-Page Heading 

On the line after .FF you enter the second-page heading. 
There are two styles for a second-page heading. In Figure 17.1b, the 
vertical heading is shown. A horizontal heading may be used 
instead, as shown in Figure 17.3. 

Ms. Christine Keener 

Figure 17.3 Horizontal Second-Page Heading 

To use a horizontal heading, enter the addressee’s name at the 
left edge of the screen (TAB: 0 on the Data Line). Then space to the 
position that represents one half of the line length (80 if printing at 
10 CPI; 36 if printing at 12 CPI). From this position, backspace once 
for every two characters or spaces in the page number. Then enter 
the page number. To enter the date, space to the last position for the 
line being used (TAB: 60 if printing at 10 CPI; TAB: 72 at 12 CPI). 
Backspace from this position once for each character or space in the 
date. Then enter the date. 

As you can see, the vertical style is considerably easier to 
enter and is therefore used by more people; however, the style used 
is the author’s preference. Regardless of the style used, two blank 
lines (triple spacing) should be left between the second-page heading 
and the remaining body of the letter. The paper should be positioned 

Fage 2 September 21 Ao 9 19-- 
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in the printer so that the second page heading will begin printing 

one inch (6 line spaces) from the top edge of the paper. 

SETTING PRINT FORMAT VALUES 

There are no special print format values to be set for either a 
one-page modified block style letter or a two-page letter. The top, 
bottom, left, and right margins are set as required. The line interval 
(LD is usually set to 0 for single spacing, and SP is set to 7 if single- 
sheet paper is used. Remember, when SP is set to 1 and /P], then NP 
is entered, you will be prompted with [Insert Sheet, Press Return]. 
Insert and align the letterhead page before pressing RETURN. If 
the letter is longer than one page, the printer will stop after the 
first page is printed and you will again be prompted with /Insert 
Sheet, Press Return]. At this point, remove the first sheet from the 
printer and insert the second sheet. 



LESSON 17 EXERCISE name 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

In a modified block style letter, the dateline, complimentary close, typed 
name, and typed title begin at the left margin (Obj. 1) ................... 

Paragraphs must be indented in a modified block style letter (Obj. 1) .... 

Business letters may be printed at either 10 CPI or 12 CPI (Obj. 1) ...... 

To determine the starting position on the screen for the dateline of a modi- 
fied block style letter, divide the line length in half (Obj. 4) .............. 

POS: on the Data Line should be used to determine where the tab should be 
set for the starting position of the dateline, complimentary close, typed 
MamMecondary Pedeti tied Ol jacd) veiw wk aki, «i eck were calle ek ee mee ee 

Mixed punctuation means that a comma is placed after both the salutation 
andar nececomplmentaryzc.oses(OD].2)a vseah acts te ok i eer ere 

RETURN should be pressed after each line of the letter address and saluta- 
TOTIECO) Bhd) ase Pee at tesenche Seca 8 eee eT As Se a cE ee Se oe Re poate renee 

In a modified block style letter, the enclosure notation, reference initials, 

and diskette notation are entered at the left margin (Obj. 1) ............. 

An embedded print command prints on the document (Obj. 3) ............ 

The embedded print command you enter to begin a new page is . F'F' (Obj. 3) 

A second-page heading of a letter includes the addressee’s name and city, 
ancapmeraave.orstue:letters( ODjs3).% oe seatie nse eases oe eee ten a eee 

In the horizontal style of a second-page heading, all the information is 
Piacecronsone line. ODiaa)keceamacces scams: cae cai ernie ee etree 

To enter the date on a horizontal second-page heading, backspace once for 
every two characters from the center of the line (Obj. 8) ................. 

If single-sheet letterhead paper is used to print a letter, the SP print for- 
MAA Ue MSese Lea LEON ZCLO)( OU) 4) locus cence eee ee ee ete ee ee 

Date 

Answers 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

‘th F 

4 F 
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COMPUTER EXERCISE 

1. Enter the following letter, using the modified block 
style, indented paragraphs, a 70-space line, and mixed 
punctuation. Remember that each (P) in the copy means 
that a paragraph should start at that point. 

Manche? je to-7 seit eRoy cP. Boucher, 

President Allied Products, Inc. 3897 Poydras 

Avenue Baton Rouge, LA 70610-8225 Dear: Mr. 

Boucher Thank you for your kind letter 

expressing your appreciation of the speech I 

eaves inCnarlotte, North Carolina. As you 

requested, I am outlining below the major 

points that I made in my presentation "How to 
imi Succeed in Your Career. (PS Speciuiy se .our 

Career Objectives. Your chances of achieving 

success are dramatically increased when you 

have a clear definition of your career goals. 

Usually this means identifying a career or 

profession, targeting the level you wish to 

achieve, and setting a definite salary level 

cCOmacbalnaw ce) Envistom the Achievement of 

Your Goals. Many of today's professional 

athletes, musicians, politicians, and others 

dreamed of their goals on a daily basis 

before they became successful. Every day, 

you should imagine that your goal is already 

achieved. Whether it is catching the 

game-winning pass, performing at Carnegie 

HoviPsOrenoviner VOU pLCtuLe One the scover OL 

Time magazine, you should be able to envision 

HcimeviMieeyOUL eoOal., “Doing this will help 

supply your subconscious with an unending 

stream of ideas and energy that will help 

make these fantasies a reality. (P) Use the 

80/20 Rule. Studies have shown that many 

131 
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people spend only 20 percent of their, tineson 

important tasks. The other 80 percent of 

their time is spent on matters that do not 

contribute to success. To make all of your 

efforts count, sharply define the specitic 

results you wish to achieve. Once they are 

defined, then set out with zeal to accomplish 

them. Use 80 percent of your time to deal 

with tthose matters that wille¢ives ousGic 

greatest results. For each, task, each phone 

call, each letter, ask yourself, sls eth. 

bringing-me closer to my <oal7 (2) uress 

Your Successes. Whenever you achieve 

excellent results or have good ideas, convey 

this information in a nonboastful manner. 

The old saying Lt pays towdadve cr tce mmc 

certainly appropriate. Always seek out those 

activities that will bring the greatest 

rewards to you. (P) Take Chances. Most 

people, regardless of their places in society, 

business, or professions, retreat from 

responsibility. This is perhaps where your 

biggest opportunity lies--the opportunity to 

pass them. Leaders in all facets of our 

society attained their status because they 

were willing to risk the odds. Ihe hicstomyeom 

our country abounds with many examples from 

the patriots Of the Revolutionarw~acaycmro 

today's astronauts. (P) Mr. Boucher, many 

people attest to -chis tormulamtomecuce comm 

am sure that you can considerably increase the 

productivity of your employees if you share 

this message with them. Sincerely Mary C. 

Barton-Cole Management Consultant rt:C0O17 
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2. Using the following print format values, print a draft of 
the letter: For the side margins, use a 70-space line. Set a 
two-inch top margin for the first page and a one-inch top 
margin for the second page. Set a one-inch bottom mar- 
gin. 

Determine where the first page should end. Enter the 
correct embedded print command. Then enter a horizon- 
tal second-page heading. 

Save the letter using the file name of LESSON 17H 
(your name). 

Print a final draft of the letter. 

Change the second-page heading to the vertical style. 

Save the letter using the new file name of LESSON 17V 
(your name). 

Print the letter again. 

Write the format values you used on the bottom of each 
of the letters. 
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18. Introduction to Tables 

OBJECTIVES: 

1. Identify the format of a simple table. 

2. Explain how to enter embedded print commands for a 

simple table. 

3. Explain how to compute the left margin setting for a 

simple table. 

4. Give the procedure for producing a two-column table. 

One of the most useful ways to present information is in the 
form of a table. Information in a table is usually arranged in col- 
umns, with one or two headings. Only essential information is 
presented. 

Word processing helps to make entering tables easy. Through 
the use of embedded print commands, you can direct the computer 
to center the heading or headings of the table. You can also use 
embedded print commands to set the left margin. 

TABLE FORMAT 

There are some rules that should be followed when entering a 
table. Observe the table in Figure 18.1 as you read the following 
explanation of table format. 

SELECTED MANUFACTURERS OF MICROCOMPUTERS 
DS (doubie space: 1 blank line) 

(Manufacturing Location) 

TS (triple space: 2 blank lines) 

Apple Computer Inc. California 
Commodore International Ltd. Pennsylvania 
IBM Corp. Florida 
Tandy Corp. Texas 
Texas Instruments Inc. Texas 
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Figure 18.1. Two-Column Table with Main and Secondary Headings 
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The main heading of a table is always entered in all caps. You 
may recall that {KJ (alpha lock) is used to enter a row of capital let- 
ters. If there is a secondary heading such as in Figure 18.1, double 
space after the main heading by pressing RETURN twice. This 
leaves one blank line space. Secondary headings are entered with 
only the first letter of each major word capitalized. Leave a triple 

space after a main heading if there is no secondary heading. Always 
leave a triple space after a secondary heading. To triple-space, press 
RETURN three times, leaving two blank line spaces. The body of 
the table may be either single-spaced or double-spaced, depending 
upon the preference of the author. The left and right margins of the 

table are determined by the length of the longest line in the table. 

ENTERING A TABLE 

The first procedure to follow before entering a table is to turn 
off word wrap. To do this, enter /Z/. The Z on the Data Line is 

removed, indicating that word wrap is turned off. Turning off word 
wrap helps you in lining up columns. 

The next step to follow before entering the table is to set up a 
series of embedded print commands. Observe Figure 18.2, which 
shows the table from Figure 18.1 as it would appear on the monitor 
with word wrap disabled. Recall that embedded print commands 
may be in either uppercase or lowercase letters. 
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SELECTED MANUFACTURERS OF MICROCOMFUTERS 

(Manufacturing Location) 

aie 
ate ew 
Apple Computer Inc. California 

Commodore International Ltd. Fennsylvania 

IBM Corp. Florida 

Tandy Corp. Texas 

Texas Instruments Inc. Texas 

Figure 18.2 Two-Column Table with Embedded Print Commands 

You may recall from previous lessons that the purpose of an 

embedded print command is to direct Apple Writer to perform a cer- 

tain function while it is printing. Embedded print commands are not 

printed on the document. Also, recall that each embedded print com- 
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mand must appear on a line by itself, and it must be preceded by a 

period. 
The first embedded print command that you enter in the 

table, .LI0, sets the line interval to 0 (zero), for single spacing. LI 

could be set to either 1 or 2 for double or triple spacing if desired. 

Setting .LM (left margin) to 1 and .RM (right margin) to 80 (or 102 

if printing at 12 CPI) allows the headings to be centered on the 

sheet of paper. The command .CJ (center justify) instructs Apple 

Writer to horizontally center the lines that follow until it finds .LJ 

(left justify). When the .L.J command is encountered, all remaining 

lines are left justified until another justify command is encountered. 

The main heading is entered in all caps, beginning at the left 

edge of the screen. Double-space and then enter the secondary head- 

ing, followed by a triple space. Remember to enter .LJ after you 

have entered the headings. 
The setting for the .LM command immediately before the 

body of the table is determined after all the tab stops have been set. 

To set the tab stops and the left margin, use the following 

procedures: 

1. Enter /Z/ to disable word wrap. 

2. Clear all tab stops by entering /7] and then P (for 
purge). 

3. Determine the number of spaces to leave between the 
columns of information. 

4. With TAB: 0 on the Data Line, space forward once for 
each character or space of the longest line in the first col- 
umn. Then space forward the number of spaces you have 
decided to leave between the columns. 

5. Enter /T/ and S to set a tab stop at this point for the be- 
ginning of the second column. 

6. Space forward once for each character or space of the 
longest line in the second column. If there are more than 
two columns in the table, continue to space forward, 
leaving the desired number of spaces between columns 
and setting the tab stops. Always space forward for the 
longest line in the last column. 

7. Observe the TAB: number on the Data Line. Subtract 
the TAB: number from the .RM setting (80 at 10 CPI) 
and divide by 2. This gives you the left margin setting. 

8. Use the backspace key to return to TAB: 0 position. 

9. Enter .LM and the number computed in Step 7. 

You are now ready to enter the body of the table. Enter each 
line in order as it appears. Remember to enter /J] to tab to each tab 
stop. 



LESSON 18 EXERCISE name 

=x 

Oo HO ND 

10. 

it 

12. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 
your choice in the Answers column by circling T for a true statement or F 
for a false statement. 

The main heading of a table is entered in all caps (Obj. 1)................ 

Between a main heading and a secondary heading, leave a triple space 
(COLDS IBY eae Se OR SG Oy Ne eet nen ae ET eR WP ner ys 

Between a secondary heading or main heading and the body of a table, 
lcavicramdounlerspace ODjiaL) wescmier cc fe. tec Pe Osteen ae tar eee nee 

To leave a double space, press RETURN twice (Obj. 1) ................... 

The left margin of a table is determined by adding the lengths of longest 
Inwaxess omer Zulbhaereyneheatetcyy (@) ey ts o22 comin Mean Soman vel Peta renege Core ite cabana !F/ Ue 

Before entering a table, /Z] should be entered (Obj. 4)..............0.008- 

Embedded print commands must be entered in all caps (Obj. 2)........... 

mgasetoaslng le cpacine 4 Oia 2) seo spent aisancs ieee eee eee 

To center table headings, .RJ should be entered immediately before the 
ERC IN OSE (CDI Mea) yee rene tee ore eh etal ata tyesk eG Some iA oes a aa nea, 

Morcleaizallatabctops. enter) /j-andetnen P. (Obj 24)e we ec eee sone 

To determine the TAB: number to be used in computing the left margin 
setting, space forward once for each character or space of the longest line 
ECAC HECOLMIN CL} co) Rone Steere cueton os oe a nae ealomnny © Cee ee eee 

To determine the left margin setting for the body of a table, subtract the 
TAB: number from the .RM setting and divide by 2 (Obj. 3).............. 

Date 

_ 

Coe am oes fen.’ 

Answers 

4 F 

T F 

T F 

ih F 

T F 

T F 

T F 

Ake F 

T F 

T F 

T F 

T F 
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Lesson 18 m Introduction to Tables 

COMPUTER EXERCISE 

1. Enter the following table. Single-space the body. 

SELECTED STATES AND THEIR CAPITAL CITIES 

(In Alphabetic Order) 

Alabama Montgomery 

California Sacramento 

Georgia Atlanta 

Hawaii Honolulu 

New Hampshire Concord 

North Carolina Raleigh 

Pennsylvania Harrisburg 

Tennessee Nashville 

Texas Austin 

Save the table using the file name lesson 18 (your name). 

Print the table. 

On the bottom of your printout write the values for the 
following embedded print commands you used: 

.LI 

.LM (before the headings) 

.RM 

.LM (before the body of the table) 

139 



19. Entering a Multi-Column Table 

OBJECTIVES: 

1. Describe the procedure for entering underlined col- 

umn headings. 

2. Describe the procedure for entering dollar amounts 

and totals in the body of a table. 

3. Describe the procedure for entering a source line. 

In Lesson 18 you learned how to enter a two-column table 
with a main heading and a secondary heading. You may have more 
than two columns in a table. The only limit to the number of col- 
umns is the number of print positions on the paper. In addition to 
main and secondary headings, tables frequently have column head- 
ings that describe the types of information presented in the col- 
umns. The column headings may be underlined to highlight their 
appearance. 

Tables are often used to present financial information such as 
accounting and budget reports. Financial information usually 
includes dollar amounts, as shown in Figure 19.1. 

STATUS OF DEFARTMENTAL BUDGETS 

For the Month Ending March 31, 19-- 

Accounting 

Advertising ® Fromotion 

Distribution 

Manufacturing 

Marketing 

Personnel 

Sales 

Source: Business Flan 

Figure 19.1 
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Budget Total Obligations 

$0 1507, 00000 $ 10,564.23 

175,000.00 104,269.43 
250,000.00 9,671.90 
900,900,000 162,870.93 
200,000.00 92,491.62 
125,000.00 (ape ly eherfe yc 774) 
200,000, 00 118,942.02 

$1,700, 000. 00 $567,158.04 

Three-Column Table with Column Headings 



Lesson 19 m Entering a Multi-Column Table 

TABLE FORMAT 

Refer to Figure 19.1 while reading this section. When column 
headings are entered, they are treated as part of the body of the 
table. Use a line interval of 2 between the main heading and the col- 
umn headings if there is no secondary heading. If there is a second- 
ary heading, use a line interval of 2 after the secondary heading and 
a line interval of 1 after the main heading. Always use a line inter- 
val of 1 after column headings regardless of the line interval used in 
the body of the table. 

You may recall that Apple Writer has a feature that under- 
lines characters. This feature underlines only letters, numbers, and 
special symbols. It will not underline blank spaces. Therefore, the 

column headings in Figure 19.1 can be entered with a reverse slash 
before Department and after Total Obligations as follows: 

\ Department Budget Total Obligations \ 

To make a reverse slash on the Apple II Plus, use CTRL, 
SHIFT, P; on the Apple IIe, use the reverse slash key. 

When dollar amounts are presented in a table, each column is 
aligned at the decimal point. Observe the Budget and Total Obliga- 
tions columns in Figure 19.1. A dollar sign is entered on the first line 
of the body and on the Total line. It is not necessary to put dollar 
signs on the other lines. 

If the body of the table is to be printed with a line interval of 
1, the text-embedded print command .L/1 must be entered. If the 
body is to be printed with a line interval of 0, the .LJ command is not 
necessary. 

When totals are to be printed, there must be lines separating 
the column amounts from the total amounts. As mentioned earlier, 

the underline feature underlines letters, numbers, and special char- 

acters, but not blank spaces. In Figure 19.1 it is necessary to have a 
line beneath the last amount in the Budget column that is as long as 
the total amount. In this case, the underline feature cannot be used. 

Instead, you must enter an underline on a separate line space. To do 
this, strike CTRL, SHIFT, and M at the same time on the Apple II 

Plus. Strike these three keys once for each underline space. Use the 
underline key on the Apple Ile. In Figure 19.1 the combination of 
CTRL, SHIFT, and M is struck once for each character in the 
Budget total and once for each character in the Total Obligations 

total. 
When a source line is used in a table, it is separated from the 

body of the table with a line interval of 0 and a 1 1/2-inch underline. 
If the body of the table is printed with a line interval of 1, then the 
new text-embedded print command .LJO should be entered before 
the separator line. To enter the separator line, CTRL, SHIFT, and M 

should be struck 15 times (if printing at 10 CPI) or 18 times (if print- 
ing at 12 CPI) on the Apple II Plus. Strike the underline key the 
same number of times on the Apple Ile. Use a line interval of 1 after 
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142 Introduction to Apple Writer Word Processing 

the underline. The word Source with a colon after it is entered at the 

left margin of the table. Space twice after the colon and enter the 

source of the information. 

ENTERING A TABLE 

The table in Figure 19.1 would appear on the screen as it looks 

in Figure 19.2. 

STATUS OF DEPARTMENTAL BUDGETS 

For the Month Ending March 31, 19-- 

* LJ 

SA ed 

\Department Budget Total Obligations\ 

Accounting $ 150,000.00 $ 10,564.23 
Advertising & Fromotion 175, 000. 00 104,269.43 

Distribution 250,000.00 9,671.90 
Manufacturing 900,000.00 162,870.93 

Marketing 200, 000.00 92,481.62 
Personnel 125,000. 900 68,356.91 
Sales 300, 000. 00 118,943.02 

Total $1,700, 000.00 $567,158.04 

Source: Business Plan 

Figure 19.2 Table with Embedded Print Commands 

Refer to Figure 19.2 as you review the following procedures 
for entering a table with main, secondary, and column headings, and 
a source line. 

1. Review Lesson 18 to get the procedure for entering em- 
bedded print commands before and after the main and 
secondary headings. 

2. If the body of the table is to be printed with double spac- 
ing, use a line interval of 1. If the body of the table is to 
be printed with single spacing, a line interval command 
is not necessary. Remember to enter .L.J so that the rest 
of the table is not center justified. 



10. 

Le 

Lesson 19 m Entering a Multi-Column Table 

Enter /Z/] to disable word wrap. 

Clear all tab stops by entering /T] and then P (for 
purge). 

Determine the number of spaces you wish to have be- 
tween columns of information. 

With TAB: 0 on the Data Line, space forward once for 
each character or space of the longest line in the first col- 
umn. Space forward the number of spaces to be left be- 
tween columns (Figure 19.2 uses 6 spaces). Set a tab stop 
at this point. 

Space forward once for each character or space of the 
longest line in the second column. Space forward the 
number of spaces to be left between columns (Figure 19.2 
uses 6 spaces). Set a tab stop at this point. 

Space forward once for each character or space for the 
longest line in the third column. (The column heading is 
the longest line in Figure 19.2.) Observe the TAB: 
number on the Data Line. 

Subtract the TAB: number (in this example, TAB: 62) 
from the .RM setting (.RM80) and divide by two (80 — 62 
= 18; 18 + 2 = 9). This gives you the left margin setting 
(.LM9). 

Backspace to return to TAB: 0 position. Enter .LM9. 
Then enter .L/1 if the body of the table is to printed with 
double spacing. Otherwise the .LJ command is not neces- 
sary. 

To enter the column headings, follow these procedures: 

a. From TAB: 0, space forward once for each two char- 
acters or spaces of the longest line in Column 1 (Ad- 
vertising & Promotion). Drop the extra letter and 
use only even numbers. This puts the cursor at 
center point of the first column. 

b. Then backspace once for each two characters or 
spaces in the column heading. Drop the extra letter, 
if any, and use only even numbers. 

ce. Enter CTRL, SHIFT, and P at the same time to use 

the underline feature on the Apple II Plus. Enter 
the reverse slash on the Apple Ile. Then enter the 
heading Department. 

d. Tab to the beginning of the second column and fol- 
low Steps a and b of this section. Then enter the 
heading Budget. 

e. Tab to the beginning of the third column. Here the 
procedure changes because the column heading is 
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12. 

13. 

14. 

the longest line. Simply enter the heading Total Ob- 
ligations, and follow it with a reverse slash. 

If the body of the table is to be single-spaced, press RE- 
TURN twice after the line of column headings to get 
double spacing. Otherwise begin entering the body of the 
table after pressing RETURN once. 

After you have entered the body of the table, the text- 
embedded command .LJO must be entered if the body of 
the table was double-spaced. If it was single-spaced, a 
new command is not necessary. Then enter CTRL, 
SHIFT, and M 15 times for a 1 1/2-inch separator line if 
printing at 10 CPI or 18 times if printing at 12 CPI. On 
the Apple Ile, use the underline key. 

Double space after the separator line and enter the 
source line. 



LESSON 19 EXERCISE Name 

ie 

12. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Use a line interval of 1 between a main heading and column headings 
(Sie JEP oso feces ah cts tore ASP oa eR ag ey RM ee re 

If there is a secondary heading, use a line interval of 2 between the second- 
ary neading, and the column headings (Obj.1) ...-4........- ec eaeee 

Always use a line interval of 1 between column headings and the body of 
Pe mUCO Os( CODY sl) Pamreherrs cercsseG are vice resend ee aeica eee ne cy ee 

Dollar amounts in columns are aligned at the decimal point (Obj. 2)...... 

It is not necessary to enter a dollar sign before each dollar amount (Obj. 2) 

If the body of a table is to be entered with a line interval of 0, the .LJ com- 
Mianicmlsso tne cessaky.( O].02) mencs.8-ac. ements ake, een te eae eee eee 

The line beneath the last amount in a column should be as long as the 
number of characters in the amount above it (Obj. 2) .................0005 

Use of the underline causes letters, numbers, and spaces to be underlined 
(LOLS) PAN ok | MAI erences ER ate eee ey Omer Sem es eee SO any es MEL hE Birt 

CO ee ei een Gnlectetey cee eel ie |) Decree 
A source line is separated from the body of the table with a line interval of 
ECO) err tres ite as ht eins ob Mae haw acumen aia whore ae a enone 

When printing at 10 CPI, the source line length is 15 underscores (Obj. 3) 

The word Source is entered at the left margin with a double space after the 
LOLI) tars) arate crater er cracchese lo caticintias Bie ee os Sn TRTREe c oe hee Teen rere 

Date 

Answers 

Tae 

Ake edn 

TE 

hae wt 

Tae 

T F 

T F 

Te ak 

T F 

dorms: 

{ae 

Tae 
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Lesson 19 m Entering a Multi-Column Table 

COMPUTER EXERCISE 

1. Enter the following table. The body of the table should 
have a line interval of 1. Leave 6 spaces between col- 
umns. 

TYPICAL MONTHLY FAMILY BUDGET 

(By Family Size) 

Category Two 

Rent or Mortgage S$ 600.00 

Food 100.00 

Clothing PS OR.00 

Utilities 40.00 

Transportation 125-00 

Personal Expenses 200.00 

Education/Entertainment EZ oO 

Savings 100.00 

Lota ks 1,440.00 

Source: Estimates 

2. Save the table. 

3. Load the Print/Program Value File. 

4. Print the table. 

Four 
SOR 

2002 

Zo 08 

Vion 

200. 

SOR 

BOO 

E25. 

$7,400.00 

00 

00 

00 

00 

00 

00 

00 

00 
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NAME 

20. Theory Test 2 

10. 

els 

12. 

13. 

In this lesson you will test your knowledge of the concepts and 

procedures you have learned in Lessons 12 through 19. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. NOTE: The objective number in parentheses follow- 

ing each question refers to the lesson number and corresponding objec- 

tive number. For example, Obj. 12-1 indicates that the question was 

discussed in Lesson 12 and refers to the first objective in that lesson. 

Computers used for word processing are very reliable. Therefore, duplicate 

copies of important files are not needed (Obj. 12-1) ...................000% 

Initializing a diskette erases everything that may have been saved on the 

CISKEG Ler OD eel ZeZ ens wt. cl Mia sie was as Soc eae Cee tis Ra yee 

When a file is being saved onto a backup diskette, the original and backup 
diskettes must both be in disk drives at the same time (Obj. 12-3) ........ 

Saving a backup file can be done with one disk drive. However, to duplicate 
an entire diskette, two disk drives are necessary (Obj. 12-8) .............. 

The option to duplicate an entire diskette is selected from Apple Writer’s 
DOSCommandsament( Ob ca 2-4 eke aeereeh en ee eee een eer ee 

To save a backup copy of a file, you must use a program on the Apple sys- 

Lenietnasteracdiskettes( Qbi2: 1224 )\ trae ape aceea tat eels ure oo eee eee Ren 

The space between the edge of the paper and the printed words is known as 
Aer aroinn (OD jel s-2)k. exact ete eer. os aaiete os eet ar em ae Bier rate 

The top margin on the first page of a report is usually 1 inch (Obj. 13-2) 

The right and left margins of an unbound report are the same size 
RG) i, WA} ksi Sah actin Me tobe ate a ae ls ea re Seino Be ena MEA 

Right justification causes all lines to begin at the left margin and end even- 
Wadtecnemicnimimarcin ODjalo-3)ceccce ss cr tec ets tome hon ees 5 teas cea 

Print format can be controlled from the Print/Program Commands menu 
(Ol peel rena te Se Re oie eR reer ATI she oe Oia ais VA Pete fe ees aN i Ble Wie ae OS 

Text-embedded print commands become effective when they are found by 
A DDICaN iLCr das Vie DTite tex Ge (ODJLo-S) eerste earcag de dies dees sltves Redes 

By using reverse slashes, you can cause Apple Writer to underline words 
WS), TBM yi tal rex ORR ey ROE UO OIE a ieee enn ee eee eran 

DATE 

12. 

13. 

Answers 

Tea 

4 atl 

4 Were 

ae: 

(Po ie 

Lek 

f herent s 

T F 

d bt ay! 

j heed 

4 ee 

A ier 

f hae 
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The top margin on the second page of a report is 1 inch (Obj. 14-1) ...... 

The top-line entry on a report may contain information other than the page 

number (Obj. 14-2)....c vcccigescu~ sae ons Ves ees Saas SSeS Narn s cane EES 

Apple Writer’s top-line entry feature allows the printing of up to three dif- 

ferent items at the top of each page (Obj. 14-8) .... 2.2... 5c eee eee ee ee ees 

Apple Writer automatically places footnotes at the bottom of the page on 

which they are entered (Obj. 14-3) .... 2... 2... sec e eee e cee eee eee eee eee ees 

When using Apple Writer, you should enter a footnote immediately follow- 

ing its reference in the text (Obj. 14-3) ~. 2.5... sencn ce sew e ccc c acs ews ee anes 

Either the Print/Program Commands menu or text-embedded commands 

may be used for printing a top-line entry (Obj. 14-3) ....... 2.6.6... eee eee 

Indenting the left margin 10 spaces will properly format a long quotation 
COD PADRES sroses aie ors ncn. aria meee b wsen-s Aiken Secs Se eae Sites eg aaa 

If the right margin of a report has been set at 90, it is moved to 85 for a 
long: quotation (Obj? 15-1) oS 220 AE Re Se es 

Changes in the left and right margins may be given as absolute numbers or 
as relative numbers (Obj. 15-2). . 5 cxss Gon sake cw kn ck oa este xh eee 

The command .LJ is used to change the left margin during printing (Obj. 

L822); hes Tuk wate dn ets ws sees SRNR ER Lee Oe Gm ree Bek ee Sree ae SI ene OE 

If the right margin is currently set at 90, the commands .RM85 and .RM+5 

will “have the same: effect: (Obj= 16-2) 2c.5 Ge0n seek ak aw cae See 

You must press RETURN before and after entering a text-embedded print 
command (Obj: 45-2) 5. es. eee Res RC een ae et eC COR 

The .BZ command can be used to print a diskette notation on each page 
(G) 6) fis Hct: | pen ie oe eure Ae Rea as eR AT ry a a te 

The closing lines of a block style letter begin at the left margin (Obj. 16-1) 

Open punctuation means there is no punctuation after the salutation or af- 
ter ‘the.complimentary: close (Obj.116-2) £28) 2a Ree eee 

TM should be set to 0 if the letterhead paper is positioned in the printer at 
the point where the date is to be printed (Obj. 16-3) ..................008. 

LI should be set to 1 for single spacing when printing a letter (Obj. 16-3) 

SP is set to 1 when using continuous-form paper (Obj. 16-3) 

PM should be set for RJ when printing a letter (Obj. 16-3) 

SAO) SO Ue: Gab SL e ere 

ee ey 

In a modified block style letter, the dateline, complimentary close, typed 
name, and typed title begin at the left margin (Obj. 17-1) ................ 

Business letters may be printed at either 10 CPI or 12 CPI (Obj. 17-1) ... 

To determine the starting position on the screen for the dateline of a modi- 
fied block style letter, divide the line length in half (Obj. 17-1) ........... 

POS: on the Data Line should be used to determine where the tab should be 
set for the starting position of the dateline, complimentary close, typed 
name, and typed title (Obj. 17-4) oo 058: oO) SC Bho 2 0 0 Bie see 6 eee 8 OOS (G10 b 667k 6:6 UO Orb Oe 610 67ELe 

4h 

T 

T 



37, 

38. 

39. 

AQ, 

Al. 

42. 

43. 

44, 

45. 

A6. 

AT. 

48. 

49, 

50. 

Lesson 20 m Theory Test 2 

In the horizontal style of a second-page heading, all the information is 
PaceC ror Onestitien Opi mish eee Mek Tok oy weida Sep ov deen ¥in.deu nel 

If single-sheet letterhead paper is used to print a letter, the SP print for- 
mat value is set to 0 (Obj. 17-4) 

Between a secondary heading or main heading and the body of a table, 
loa er acdOU le SpACeM I) Malmel) oct. nos co tanat obs esse odo caves dumecees 

eee eC eee OHH EE HEHEHE HEHE EEE EEE EEE EEE HEHE 

The left margin of a table is determined by the longest line in each column 
LO) aie ne Ot, Mota rahe eine Ne ete e ated. ot COMME yg ce CEU es ated ee ele 

Before entering a table, /Z/ should be entered (Obj. 18-2) ............4.4-. 

To center table headings, .RJ should be entered immediately before the 
NeaGin gy se OD Yel Coc noe ae eee it tcc cotati belganes AGS oe dreice > Sie serials 

To determine the TAB: number in computing the left margin setting, space 
forward once for each character or space of the longest line in each column 
CO) Diels )ae scree ee eee tet nha enue! 13a, s eee 70 ies Gigs a eee 

To determine the left margin setting for the body of a table, subtract the 
TAB: number from the .RM setting and divide by 2 (Obj. 18-3) .......... 

If a table has a secondary heading, you should use a line interval of 2 be- 
tween the secondary heading and the column headings (Obj. 19-1)........ 

When entering a table, dollar amounts in columns are entered aligned at 
thesdecimnalspolnt' (Onis ba) mera t, feo verr cube ober cnet pease ue eae 

When entering dollar amounts in a table, it is not necessary to enter the 
doOlatestaneber ore each-amount (Oj. 19-2) sa.aie is) es vader even anes fab iect 

If the body of a table is to be entered with a line interval of 0, the .LJ com- 
MAT visenOleNeCCeSSATYsWODaLUrall« sces-ee ie Ae oe lk esha 2 eke Lec Ane hae 

If the total line is longer than the number that precedes it, a separate line 
space must be used before entering the total line (Obj. 19-2).............. 

A source line is separated from the body of the table with a line interval of 
TCO RPO 3 etree here ae Ret, ae no Mesiie G Ue cbB acts bales PAa ae we Fadiob Mend 

43. 

44, 

45, 

46. 

47. 

48. 

49. 

50. 
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21. Skill Test 2 

In this lesson you will produce a letter and a report from unar- 
ranged copy. Be sure to correct your errors. 

1. Enter the following letter in block style with open punc- 
tuation. Use a 60-space line. Save it with the file name 
LESSON 21 LETTER (your name). 

May 1, 19-- Dr. Alice Vale 389 Regal Way 

Rochester, NY 14621-1239 Dear Dr. Vale 

As you requested, we have completed a survey 

of available medical office property in 

metropolitan Rochester. The enclosed report 

Welleveive you the full detarls of our 

findings. (P) As=you would suspect, the 

properties closer to the better hospitals tend 

to have more space and carry higher asking 

prices. Those in more remote locations tend 

to be smaller and less expensive. (P) As 

was discussed earlier, we are ready to enter 

negotiations for you on any property. We also 

Tooke torward lo Managing the- thits-for you 

once a- building has been purchased. Sincerely 

PreannonehandalvaBroker -ct;GzZi Enclosure 

2. Enter the following report in correct format. The table 
appearing in the report should be single-spaced and prop- 
erly centered. The footnote should be entered so that it 
appears at the bottom of the page when the report is 

printed. Use a bottom-line entry to place a diskette nota- 
tion of REPORTS/ VALE 0501-—-— at the bottom of each 
page. Save the report with the file name LESSON 21 

REPORT (your name). 
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SURVEY OF AVAILABLE MEDICAL OFFICE PROPERTY 

COMPILED FOR DR. ALICE VALE 

MAY? Ite Looe 

(P) As of thistdate, five medicalMotrrce 

complexes are on the market. They range in 

size from two suites to twelve, sHevewanesene 

available units, ranked from most expensive to 

least expensive: 

Location Hospital Suites” sAskinesPrsee 

Forest sCourt Willowbrook te 37, 2007, 000 

40 Arrowood Drive Willowbrook 5 990 ,000 

1243 Peach Southside 4 720,000 

96 Rock Springs Wyley General 3 360,000 

132 Beech Street Wyley General Z S35 008 

(P) The Forest Court property is contemporary 

in‘ architectural style and features soaring 

atriums and plenty of glass. One of the first 

medical buildings to make use of solar 

heating, it is really spectacular. Ihe 

tenants here are nationally known specialists 

in ‘their areas. The complex 1s cone cucucmro 

Willowbrook Medical Center, with a skywalk 

connecting the two complexes. Arrowood is 

approximately one mile from Willowbrook and 

features Williamsburg-style architecture. It 

is somewhat older than Forest Court. (P) The 

only complex available near Southside Hospital 

isthe Peach faci bity, Tt asgol contenpouan, 

design with stone facades as its outstanding 

architectural féature.” Lt as tour blocks» from 

Southside... (P) «lwo, facilities waresmavaal apie 

near the almost rural Wyley General Hospital. 

The complex on Rock Springs features 

Williamsburg-style architecture and is four 
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years Old, ites one-mile=from the hospital 

but has very convenient access with no stop 

Sens, No Cratric ’sienalis and’ almost no 

Erarelempetween. eneresanartne Nospi tals, ihe 

Decche roc ty. cOntainine son ly tworsmals!! 

suites; can» best be. described architecturally 
1 as "commercial steel," having very little 

character of-any kind. —1t is only one mile 

Evomethe hospital, "but access is aindered by 

the circuitous nature of the streets anda 

railroad crossing with no underpass or 

overpass. (P) All the properties are presently 

in good condition and fully rented except for 

Forest Couxt;7 which has one vacancy. This is 

the first vacancy in the complex since it was 

completed six years ago. Negotiations are now 

under way between the present owner and a 

prospective tenant. (P) Present rental rates 

ie Merino ea ppedlatO DenSatiotacroryaroOr 

your objectives, though the Beech location 

is marginally so. We are now in the process 

of preparing a detailed financial comparison 

LOG OUt sn ( E)pelLiemArrOWOOd slOCatLOlse smene 

OpuleC tO le dest Ga CHOOENOCEBtUnT Shas we oUlLEEDy, 

a contractor, Global Electronic security, 

iicCwmarainctatiescurrenc owner OF Lhe 

pumboaines KNX <Properctiess Ltd.)) that) issongtne 

Calendamealor tCrtalmshoruly.. OUL Opinions 

GEhapmEnESuSULL. wi ble ber setiled pinuaiway, noe 

derogatory to your welfare if you should 

decide on that property. However, we would 

suggest awaiting its outcome (since that 

should be no more than a few weeks) before 

eilcenimpeiiLOsascontract., -(P) Full details 
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on the facilities at each location are 

included in the attachments to this summary 

report... Any other desiredmintormationswreu 

be obtained as quickly as possible for you. 

3. Print the letter and the report. 



Apes Merging Documents 

OBJECTIVES: 

1. Describe the process of merging documents. 

2. Describe three applications of merging documents. 

3. Give the procedure for merging Apple Writer files. 

One of the valuable features of a word processor is its ability 
to merge two or more documents. Merging of documents is useful in 
many applications. 

DEFINITION OF MERGING 

Merging is the process of putting together one or more text 
files to create a new document. First, one text file is loaded into the 

computer’s memory. Then, without erasing the first document, a 
second file is loaded. Since the loading of a file for merging does not 
erase the text already in memory, the contents of the files become 
merged; that is, they are put together. 

If you wish to save the merged text, the usual save command 
may be used. If the merged text is considered to be temporary, you 
may print it without saving it to diskette. 

APPLICATIONS OF MERGED FILES 

There are many uses for merged files. Some of them are 
described in the following examples. 

Merging a Table into a Report 

Suppose a table giving the names of typesetting consultants 
has been prepared. At a later time the table is needed as part of a 
report. The table can simply be merged from its current diskette file 

into the report rather than reentered. 

Merging a Table into a Letter 

A school may keep a list of all its extracurricular activities 
and faculty sponsors. Later the school sends a letter to students 
inviting them to become involved in activities. The list of activities 
and sponsors can be merged into the letter of invitation. 
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Merging the Same Information into Several 

Documents 

In the sale of a house a legal description of the house and its 

land may be required in several different legal documents. This 

description, which includes the exact location and size of the prop- 

erty, may be rather lengthy. If it is entered once and saved to disk- 

ette, it can then be merged into all the required legal forms without 

rekeying. 

USING APPLE WRITER TO MERGE DOCUMENTS 

Apple Writer’s load command is used to merge one document 
into another. This is possible because the load command does not 
erase the contents of the computer’s memory when it reads a file off 

the diskette. 
The first step in merging is to have some text in the com- 

puter’s memory. This text may be loaded from diskette or it may be 
entered from the keyboard. There must be an additional text file on 
diskette; this additional file will be merged with the text already in 
memory. If text from one document is to be placed in the middle of 
the other document, the “surrounding” document must be in mem- 
ory first. Then the second document is loaded into its proper 
position. 

As an example, suppose you have a list of dealers’ names and 
addresses stored on diskette under the name DEALERS INDIANA 
SOUTH BEND. The contents of this file might be similar to the one 
shown in Figure 22.1. In response to a customer’s inquiry, you want 
to send a letter containing the names and addresses of the dealers. 
Refer again to Figure 22.1 to see such a letter as it might be entered 
from the keyboard. Once the letter is in the computer’s memory, the 
file of dealers’ names and addresses may be merged with it. If 
desired, additional text may be keyed in after the merge. 

Here are the steps for merging documents with Apple Writer, 
using Figure 22.1 as an example: 

1. Enter the letter as you normally enter any new text. 

2. Move the cursor to the point at which you want the 
names and addresses from the diskette to be inserted. 

3. Use the /L] command to load the file named DEALERS 

INDIANA SOUTH BEND into memory. The text from 
the file is inserted into the letter at the point where the 
cursor is positioned. 

4. Save the merged document on diskette. Then a copy can 
be printed for mailing to Mr. Csinisek. 
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Figure 22.1 

Letter in computer’s memory: 

April 21, 19-- 

Mr. Samuel Csinisek 

9873 Eighth Avenue 
South Bend, IN 46682-2729 

Dear Mr. Csinisek 

We are sorry you have had problems with the 

Wyatt Model 8 you purchased in Florida. 

Normally any repair work under warranty must be 

performed by the selling dealer. However, 

since you have moved, we are authorizing the 

work to be done by a dealer in South Bend. 

Just take the unit, along with this letter, to 

any of the following dealers: 

If you should have any further difficulty, 

please let us know. 

Sincerely 

WYATT INDUSTRIES, LTD. 

Miss Helen R. Franks, Manager 

Warranty Claims Department 

sriWwis 

File on diskette may be merged (combined) with letter in memory: 

SAMFSON SFECIALTIES 

32 Browns Mill Road 

South Bend, IN 46682-2663 

JONES & ASSOCIATES 

REDS. hoe 92 

South Bend, IN 46683-0192 

R/M ENTERFRISES 

2987 Freedom Court 

South Bend, IN 46687-4829 

illustration of Merging Operation 
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LESSON 22 EXERCISE Name 

10. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Only one file at a time may be loaded into the computer’s memory (Obj. 1) 

Merging allows the creation of a new document from two or more existing 

COCUIMENTS (Oo me Wieemeey wearin Carleen Iomey Me ene chasse Cy eat nis cee 

Merged text may be printed after its creation, but it may not be saved on 
aisket cen (Oli ml) e emeee ets ce. ons Rep Ne ee aiated cat ake nm ee 

To merge two documents, they must both be saved on diskette (Obj. 1) .. 

There are few practical applications for merging two or more documents 
(G1 ipa ccs ara anen rs hes ca th Ce Oe et aly Ln SNE 

Apple Writer provides a special command for merging one document with 

AMOUMETR OO [so ) core teen x Os cre ce oo Aa Die cone ie et ee eee 

At least one of the two documents to be merged by Apple Writer must be 
SLOLECRONGGISKeLLON Oca) ne eee ant ok. Wc tac Ue ais Pee rarest tener a totoeee 

Before merging a document from diskette into the one in memory, the cur- 
sor should be positioned at the end of the document (Obj. 8).............. 

A document from diskette may be placed at any desired point in the docu- 
MeTIUMMInt NEaCOMIDIFLer.SInemoryy; (Ot) ne ceae tne ee ee Seen eine 

Once a document has been created by merging, no additional text may be 
enteredstromatherkey board (ODies) set corty fate cae. eee ae einer es gee 

MATCHING 

Assume that the three files listed in Column A are included on a 

diskette. Each of them is to be merged with a file from Column B (also 

contained on diskette) to create a new document. In the first Answers 

column, write the letter of the file from Column A that would create a use- 

ful document when merged with the file from Column B. In the second 

Answers column, write the number or letter of the file that should be 

loaded first in order to perform the merge. (Obj. 2) 

Column A Column B 

A. DOCUMENT FOR SALE OF 1. EXTRACURRICULAR 
HOME A CATV ITT ES cb LE iynertaa 

B. FACULTY SPONSORS 2. TABLE OF TYPESETTING 

C. TYPESETTING REPORT 3. LEGAL DESCRIPTION OF 
PT OTA LAY ates tenen aw ae wie ers 

Date 

Answers 

Le Tee 

PEALE 4 

T F 

T F 

On eee 

6: eee 

(fees ke i 

Si ree, 

aad bee * 

10 he eee 

Answers 
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COMPUTER EXERCISE 

In this Computer Exercise, you will create and save a table. 
Then you will merge the table into an already-existing report. Fol- 
low the steps below: 

1. Enter the following table and save it on diskette. Use the 
name CONSULTANTS to save the file. 

Myrtice Abrams 939-1194 

Bryant Randleman 784-9245 

Charles Tibbs SyG Nos Sitors) 

Howard Robb 292-0367 

2. Erase the computer’s memory with the /N/ command. 
Then load the typesetting report that you finished in 
Lesson 15. 

3. On the second page of the report, delete the paragraph 
that begins “Once the translation ...”. Be sure to keep 
the footnote that precedes the paragraph. 

4. At the point where you deleted the paragraph in Step 3, 
insert the following short paragraph. Remember to press 
RETURN at the end of the paragraph. 

Feel free to call one of the following 

GCousultants for more- information: They -are 

all experts. 

5. Make sure the cursor is still positioned on the line follow- 
ing the new paragraph. Then use the /L/ command to 
load the file named CONSULTANTS. 

Save the merged report on diskette. 

Before printing, remember to load the Print/Program 
Value File named REPORT FORMAT and make any 
necessary changes in the values. Then print a copy of the 
report. 
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OBJECTIVES: 

1. Define the finding and replacing of text. 

2. Describe the procedure for finding and replacing text 

using Apple Writer. 

3. Use Apple Writer to produce form letters with custom- 

ized names and addresses by using the find and re- 

place function. 

In previous lessons you learned about many of the powerful 
functions of a word processor. None of them, however, contribute 

more to the usefulness of the system than the find and replace 
function. 

DEFINITION OF FINDING AND REPLACING 

Finding and replacing is really two operations. First, a partic- 
ular word, phrase, or sentence is located in the text. Then it is 

replaced with a new word, phrase, or sentence. If desired, the pro- 
cess can be repeated for all occurrences of the same part of text. 
This makes many editing jobs much easier. Replacement of text 
may be automatic, in which all occurrences of the original text are 
changed. Alternately, the replacement may be selective, in which 
the operator decides whether to change the text at each possible 
point of replacement. 

As an example, suppose an author has just completed a novel 
featuring a character named Esmerelda. After completing the work, 
the author decides that the character should be renamed Lisa Sue. 
By using a simple command, all occurrences of Esmerelda in the 
text can be changed to Lisa Sue. 

Likewise, replacement capability is useful to professionals 
such as attorneys. Many routine forms that must be completed are 
easier to do by saving the basic text, then using the find and replace 
function to put in the names, addresses, and so forth, of the individ- 
uals involved. 

In the sales business, personalized sales letters may be pro- 
duced easily. The letter is entered and saved, then individual names, 
addresses, and other information are entered by using the find and 
replace function. 

If desired, the find function can be used without the replace 
function. This makes it easy to move the cursor to a particular point 
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in the text, for example, or to move rapidly through the text a para- 
graph at a time. 

USING FIND AND REPLACE WITH APPLE 
WRITER 

There are quite a few variations to the find and replace func- 
tion of Apple Writer. These variations, which add to the capability 
of the function, will be discussed after the basic function. 

Basic Find and Replace 

The find and replace function is chosen by entering /F7, which 
stands for find. The next step is to enter the text to be found and 
the text with which to replace it. A simple command at the end of 
the text may be used to specify automatic replacement. Otherwise 
the operator will be prompted each time the text is found. The fol- 
lowing paragraphs describe the procedures for using the Apple 
Writer find and replace function. 

When a find command is given, the search proceeds in the 
direction pointed by the direction arrow. (Remember that the arrow 
is on the Data Line at the top of the screen.) If necessary, use /D/ to 
change the direction of the arrow. Do this before entering the find 
command. If you want the entire document to be searched, use /B/ 

or [E] to be sure the cursor is at either the beginning or end of the 
text before entering the find command. 

Suppose you want to change the spelling of Smythe to Smith 
everywhere it occurs in your text. Make sure the direction arrow is 
pointing to the right and the cursor is at the beginning of the text. 
(This would work just as well with the direction arrow pointing to 
the left and the cursor at the end of the text.) Then enter /F7 to 

start the find and replace operation. The prompt /F/IND: appears at 
the bottom of the screen. Enter the required information so that the 
line appears as follows: [/F/IND:/Smythe/Smith/A. The slashes are 
known as delimiters; that is, they show where the different parts of 
text begin and end. Note that the text to be found comes first, fol- 
lowed by the text to be used as a replacement. The A at the end 
(which stands for automatic and may be entered in either uppercase 
or lowercase) tells Apple Writer to replace the text everywhere it 
occurs without prompting the operator. 

If the A at the end of the line is left off, the operator is 
requested to confirm each change before it is made. The request 
appears at the bottom of the screen in the following form: 
[F]JIND:RETURN= Proceed / Y= Replace. By striking the Y key, 
the operator tells Apple Writer to make the replacement. If 
RETURN is pressed, Apple Writer does not make the replacement, 
but finds the next occurrence of the text. The find and replace func- 
tion is cancelled once any other key is struck. If you want to restart 
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a search that has been cancelled, you may enter /F7 followed by the 

equals sign (=) in response to the prompt. 

Find Without Replace 

If you just want to find text without replacing it, you may do 

so with Apple Writer. This is an easy way to get to a particular 

place in the text without going through everything before it. Just 

enter the /F7 command as discussed in the previous section, but do 

not enter replacement text. For example, to find the heading Sec- 

tion III, you enter /F/ind:/Section III/. The cursor stops at the 

desired text. 

Special Delimiters 

By now you may have wondered what to do if you want to 
find the words January/February and replace them with March/ 
April. Since in this example a slash is part of the desired text, you 
cannot use the slash as the delimiter. To get around such difficulties, 
Apple Writer provides some special delimiters such as the number 
sign (+). You should use these special delimiters only when neces- 
sary. Always use the slash whenever possible. See Figure 23.1 for a 
list of the special delimiters. 

Wild Cards 

A wild ecard is a variation of find and replace which may be 
used to find text about which you are a little uncertain. For exam- 
ple, suppose that you know a document refers to several phone num- 

bers and you want to check the numbers for accuracy. Since you 
entered all the numbers in the same format, you could use the fol- 

Apple Writer to find any three characters followed by a hyphen, fol- 
lowed by any three more characters, followed by another hyphen, 
followed by any four more characters. Note that the standard slash 
delimiter cannot be used with wild cards. The less than (<) symbol 
was chosen instead. (Several others are possible; see Figure 23.1.) 

The preceding example of a wild card assumed text of a fixed 
length. Sometimes the exact length of the wild card is unknown. In 
such a case, use an equals sign (=) instead of the question marks. 
For example, suppose you can remember that a document refers to 
the day of the week on which an event will be held, but you do not 
remember which day it is. Since all days of the week end with day, 
you could use the following command: /FJind:< =day<. The space 
in front of the equals sign indicates that there will be at least one 
space before the variable length of the characters in front of day. 
This variation of find and replace also works if the text you tell the 
computer to find is not a complete word. For example, you could 
search for all words that end with ment or ly. The characters used to 
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designate fixed-length and variable-length wild cards vary depend- 
ing on the delimiter chosen. See Figure 23.1 for the full list of 
characters. 

Finding RETURN Characters 

Sometimes you may want to find the places where you pressed 
RETURN. For example, you might want to search for RETURN 
characters as a quick way of scanning through text a paragraph at a 
time. Apple Writer provides several substitute characters that may 
be entered to search for a RETURN. This is necessary because if 
you really press RETURN, Apple Writer assumes you are finished 
entering the text. The character you should enter in place of 
RETURN depends on the delimiter you are using. For example, if 
you are using the number sign as the delimiter, you search for a 
RETURN by entering: /Fjind:# %#. 

CHARACTER TO USE 

Any-Length Fixed-Length RETURN 
Delimiter Wisld= Card WildeGard 

Figure 23.1 Possible Delimiters and Their Special Symbols 
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TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

The find and replace feature of a word processor allows words or phrases to 
Deschangedstoouner:words orphrases (ODje1) <oaca.. ee aes ee 

The finding and replacing of text may be done only if the operator manual- 
ly controls the computer keys during the find and replace process (Obj. 1) 

If automatic replacement is selected, all occurrences of the specified text 
will be found, and replacement will take place after verification of each oc- 
CULFCNICERO VALE Operator OO] ewe eenaues ik aaah te ie rae n eee arene 

In selective replacement, the operator is given the opportunity to approve 
Olecancemen CIMprOpOsed Chane e (OI) nman a entertain eee 

Automatic find and replace could be appropriately used to correct the spell- 
ing of a word that had been consistently misspelled (Obj. 1) .............. 

The making of legal forms is greatly simplified by using the find and re- 
Pliacemmenturccord: wOrdi processor. (OD). L)emesas-teueee see ee ree 

The find function cannot be used apart from the replace function (Obj. 2) 

With Apple Writer, text is found and replaced by entering /R/, which 
SbAMUSHEOMe LOO ACE TOD ie) coe cetera wi ticoale baie esate cadet nek ne eS eee 

The find function can find only whole words; it cannot be used to locate all 
OECUELOMCCSIOMMClETtOrexaimple (OD) 2) mec mans + -icse ats eee ete er 

The text that is to be found and the text to which it should be changed are 
Separatccnpvace miter characters (Opin. )te. a we tee ee eee 

The slash mark (/) is always used with Apple Writer to separate the text to 
be found and the text to use as a replacement (Obj. 2).................... 

The word all is placed at the end of the find and replace command to tell 
Apple Writer to replace all occurrences automatically (Obj. 2)............ 

A wild card may be used to find text for which you may not know all the 
Glee CUCL SHO Mea) mim tele hire torre Oe oS a woes eR oat fos oleae eve Pesaro tne ocr 

By searching for RETURN characters, you can easily skip over entire 
HoLagwaplistorte x Us OD) 2) dae onic 2 eso nnm ewe en eae eee ae ee meee 

FIND AND REPLACE COMMANDS 

For each of the following problems, write on the line the command 

that should be given to Apple Writer. (Obj. 2) 

Date 

Answers 

jy de 

T F 

T F 

ibe an 

oN ® 

dig ae 

ihey ae 

fhe Jt 

Taek 

Toa 

Tek: 

Tek 

Abe 

de 

Find all occurrences of the word Kathie and automatically replace them with Kathy. 

[FJIND: 
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2. Change occurrences of 1983 to 1984, but only after operator confirmation. 

[FJIND: 

3. Skip over a paragraph by finding the next RETURN character. Use the ampersand (&) as 

the delimiter. 

[FJIND: 

4. Find the first occurrence of Section IJ, but do not change it. 

[FJIND: 

5. A computer software company has several products whose names begin with the prefix 
ULTI-. In a document describing these products the operator mistakenly capitalized only the 

first letter of the prefix. Change all occurrences of Ulti- to ULTI-, regardless of the word of 

which it is a part. Use the number sign (#) as the delimiter. 

[FJIND: 

6. Find all occurrences of stock numbers that consist of two digits, a hyphen, and four more 

digits. For example, 34-9782 might be one such number. Use the exclamation point as the 
delimiter. 

[FJIND: 
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COMPUTER EXERCISE 

In this Computer Exercise, you will enter a form letter. Then 
you will customize it by inserting individual names, addresses, and 
other information. 

AM Enter the form letter on page 172. Enter the words pre- 
ceded and followed by ampersands (&) exactly as you see 
them. As soon as you finish entering the letter, save it on 
diskette. 

Print a form letter to be sent to each of the persons listed 
below. Use the find and replace function to change the 
words preceded and followed by ampersands to the infor- 
mation below. Change &sal& to an appropriate saluta- 
tion. Change the information for each customer and 
print the letter. Then proceed to the next customer. 

(Note: Be sure you enter the ampersands as part of the 
text to be found.) 

Bryan L. Mann, 3987 Cypress Street, Muskegon, 

MI 49440-1321 

power drill 

ReDeccanCMmbiyson.. » 04 Box-496/3). Richmond, VA 

Poe 2 e201. 

chain, saw 

Chad Mason, 932 Flat Creek Club Drive, 

Evansville, IN 47711-2932 

chain saw 
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&date& 

&name& 

&addrl& 

&addr2& 

Dear &sal& 

Onexof the most important parts of our 

continuing product development process is the 

information received from our customers. 

Won't you take a moment to complete the items 

below?.. By.giving us your \opinionsoneene 

&product& you purchased from us, you will help 

us to provide better-service ior sous 

customers. 

The product suits my needs perfectly. 

The product is satisfactory bucwwoulampe 

DetLene ie: 

The product has let me down in the 

following manner: 

Thank you, &sal&, for your help. Whenever we 

can be of service, please let us know. 

Sincerely 

Pamela Russell, Manager 

Product Development 



2A. Assembling a Document 

OBJECTIVES: 

1. Define document assembly. 

2. Describe the process for assembling a document. 

3. Assemble a document using Apple Writer. 

There are many situations in which a business must send let- 
ters or prepare documents. Many of these documents have similar 
parts. In such cases, the assembly of documents by computer can 
save time and effort. 

DEFINITION AND PURPOSE OF DOCUMENT 
ASSEMBLY 

Assembling a document is the process of merging various 
presaved paragraphs into a finished document. The purpose of docu- 
ment assembly can best be shown by the examples in the following 
paragraphs. 

A real estate company manages a number of apartment build- 
ings which have several different kinds of leases. Pets are allowed in 
some buildings, but not in others. For those buildings in which pets 
are allowed, tenants who have a pet agree to pay a security deposit 
for the pet. Some of the buildings include the payment of utilities in 
the cost of the rent; others do not. By presaving paragraphs dealing 
with each of these variations, you can merge the appropriate 
paragraphs into each apartment lease as it is prepared. 

When a student is suspended from school, the principal must 
write a letter to the student’s parents. The letter must cite precisely 
the Board of Education rule violated by the student. For some sus- 
pensions, the student may not be on campus for any reason, such as 
attendance at football games. For other suspensions, attendance at 
school functions is allowed. The appropriate paragraphs for each sit- 
uation can be loaded from the diskette and merged to make a fin- 
ished letter. 

An attorney prepares wills for many clients. To do so, selec- 
tions are made from a large number of stock paragraphs. The cho- 
sen paragraphs are merged into finished documents that are 
tailored to the exact wishes of the clients. 
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THE ASSEMBLY PROCESS 

The assembly of documents is simply a merging process. 

Remember from Lesson 22 that several documents may be loaded so 

that they are in the computer’s memory at the same time, thus 

forming a new, larger document. To assemble a document, the 

merging process is simply repeated several times. Consider again 

the school suspension example from the previous section. Suppose 

that all suspensions are for either one, three, or five days. Therefore, 

you might have three different opening paragraphs for a suspension 

letter, based on the number of days of suspension. If there are 20 

school board rules that can be violated, you might have 20 different 
paragraphs quoting and explaining these rules. You also need a par- 
agraph to be used when the student may attend school functions and 
one for use when school functions may not be attended. Each of 
these paragraphs is entered with Apple Writer and saved sepa- 

rately. The files on diskette might be the following: 

ONE DAY 
THREE DAY 
FIVE DAY 
RULE 1 
RULE 2 through RULE 20 
ACTIVITIES 
NO ACTIVITIES 

If a student is to be suspended for three days for violating 
Rule 8 and may not attend school activities, you load the following 
files one after another: 

THREE DAY 
RULE 8 
NO ACTIVITIES 

As you load each file, remember to make sure the cursor is at 
the position where you want the paragraph added. For example, 
after loading the first paragraph, make sure the cursor is at the end 
of the text and that you press RETURN before loading the second 
paragraph. 

Once the required paragraphs are assembled, any desired cus- 
tomization may be done. For example, you need to enter the parents’ 
names and their address on the suspension letter, as well as the stu- 
dent’s name. You might also have an individually written paragraph 
to add. When the letter is complete in the computer’s memory, you 
save it to diskette and print it. 

Figure 24.1 shows a completed letter that might be used by a 
computer software firm in responding to a request for information. 
Note the parts that are assembled from files on the disk and those 
that are entered on the keyboard. 
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May 22, 19-- 

Mes. M. H. Lane 

8 Riverwood Court 

BOULder, CO 80505-3707 

Entered from the keyboard. 

Dear Mrs. Lane 

Thanks for inquiring about our real estate property 

management software. Our Real Estate Management package is Disleoontaihe 

ideally suited for your requirements. Giving you total paragraph for 

analysis capability as well as routine billing and each product 

accounting, this package enjoys a reputation as the best in line. 

the business. 

From disk. 

To use the programs on your SCW computer system, you will From disk. 

need a minimum of 128K memory and two double-density, Disk contains 
double-sided floppy disk drives. Any 8O-column printer can paragraph for 

be used. A graphics printer, however, allows the programs to\ ¢ach popular 
produce much nicer looking reports. COM eer 

Once you see these programs in operation, we feel sure you 

will agree they give exceptional performance for a very From disk. 

modest price. Just see one of the following dealers in your] Disk contains 
area for a demonstration: names of 

dealers by 

Jones/Wright Business Systems Frofessional Software geographic 
2987 Hill Avenue 100 Sycamore Street yd’ 

Boulder, CO-e0sol-STis Denver, CO 80201-6714 

Again, thanks for your interest. We look forward to adding 

your name to our list of satisfied users. 

Sincerely Standard 
closing lines 

from disk. 

Jonathan Vanderslice 

Marketing Manager 

Figure 24.1 Assembled Letter 
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TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your Choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

1. When a document is assembled, the user merges various standard 
Pakagta puss Lomanionm Ove OO). .) cesar, tre 0. ena em, agement jeu fb F 

2. Document assembly makes it possible to produce personalized documents 
LEOMESEAD CALC AACS OD] a tesa meee tome ria tee erie te cee CN oe ee gs yee be At 

3. Since a will must be written especially for each individual, assembly with a 
OLE DLOCESSO la SenOUMDOSSIDION OD). 1) erate 221g eee eit eee ee 3h Ab F 

4. Different parts of text may be loaded from the disk and combined in memo- 
EymLOnCreatera ne wrUOcuiment: (Ob Isi2) eaamcaen at et eee Peed eset ee 42 Te 

5. When a document is assembled from files on the disk, no text may be en- 
PEL COSLLOMme Mere yDOALGE Om) a)s a0 See eee sine ete te ener, Sar eas eee gee hae ol 

6. In assembling a document, no changes may be made in text loaded from the 
CUES Fee) 3) se 2) retraces ner ec RE ta ce, tava ee eee eee Coie be i th 

The assembly of documents is a merging process (Obj. 2) ...............4. Te “oe 

Once a document is assembled in memory, it may be saved to disk and 
nein ved LW loi -82) ewes: Ae ee oo. ee re eR PRON, arc eee ee eae Smee F 

COMPLETION 

Assume that you are employed to prepare apartment rental leases 

for a large apartment management company. Your duty is to produce 

leases that are suited to the requirements of each apartment building and 

tenant. You do this by assembling each lease from previously saved 

parts. These parts can then be modified as necessary. The lease parts 

are given at the end of this section. As was done in Lesson 23, variable 

items in each part are indicated by a word between ampersands (&). The 

beginning and ending parts should be included in all leases. Other parts 

should be chosen when appropriate. For each of the following situations, 

write on the answer lines the file names of the parts that should be 

included in the lease. Be sure you write them in order from first to last as 

they should appear in the finished document. (Obj. 2) 

1. Steven Maxey is to rent Apartment B-3 at 983 Eighth Place in Philadelphia, Pennsylvania 
for a period of one year beginning March 1, 19— at a monthly rent of $475.00. He has a cat. 
His rent includes utilities. 

2. Fred and Samantha Wright are to rent Apartment 7 at 10 First Place in Philadelphia, Penn- 
sylvania, starting on November 1, 19—. They have no pets, and will pay $625.00 per month 

including utilities. 

VG 
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3. William Wilbert is to pay $400 per month for a one-bedroom apartment at 307-D Shannon 

Chase, in Hempstead, New York. William is to pay for utilities himself. He will move in on 

July 1, 19—. His dog, Albert, will live with him. 

The following paragraphs contain the lease parts that are available 

for assembly. 

File Name: LEASE BEGIN 

APARTMENT LEASE 

This lease agreement is made between AV APARTMENTS, 
LTD., hereinafter known as the landlord, and &tenant&, hereinafter 

known as tenant. 
Landlord agrees to lease to tenant for a period of one year the 

apartment known as &address&. Tenancy is to begin on &dated&. 
Tenant agrees to pay rent of &rent& per month, payable in advance. 
Tenant agrees to use the property as a personal residence only. No 
business may be conducted from the premises. Tenant agrees to pay 
first and last month’s rent prior to occupying the premises. 

File Name: PET 

Tenant agrees to pay a security deposit of $400.00 prior to 
occupancy. A domesticated dog or cat weighing no more than 20 
pounds may be kept on the premises as a pet so long as pet does not 
become a nuisance. Upon complaint by two or more neighbors, any 
such pet must be removed. Tenant agrees to be responsible for all 
deterioration or destruction of the premises caused by negligence or 
misuse. The amount of security deposit shall not limit the amount of 
tenant’s liability. 

File Name: NO PET 

Tenant agrees to pay a security deposit of $200.00 prior to 
occupancy and agrees that no animals of any kind will be kept on 
the premises. Tenant agrees to be responsible for all deterioration or 
destruction of the premises caused by negligence or misuse. The 
amount of security deposit shall not limit the amount of tenant’s 
liability. 

File Name: UTILITIES 

The monthly rent includes electricity, water, and gas. Tenant 
agrees to install and use no appliances other than normal household 
appliances unless express arrangements can be made in advance 
with landlord. 
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File Name: NO UTILITIES 

The cost of utilities is not included in the monthly rent. Ten- 
ant shall establish own account with supplier of each utility. 

File Name: LEASE END 

This lease will be renewed automatically unless written notice 
of termination is given by either party at least 30 days before the 
end of the lease period. Landlord may change the amount of 
monthly rent for a renewal term by giving written notice at least 30 
days before the end of the current lease period. 

In case of breach of this agreement by tenant, tenant agrees 
to pay all legal expenses incurred by landlord in protecting land- 
lord’s rights under this agreement. All provisions of this agreement 
are to be governed by the laws of the state in which the premises are 
located. 

Tenant Date 

Landlord Date 
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COMPUTER EXERCISE 

In this Computer Exercise, you will use the lease parts and sit- | 

uations given in the preceding Completion exercise. 

1. Enter and save each of the lease parts as a separate file | 

on disk. 

2. Assemble and print leases for each of the three situa- | 
tions. Follow these steps for each lease: 

a. Erase any text that may be in the computer’s memo- | 
ry. 

b. Load the LEASE BEGIN file from disk. Make sure 
the cursor is at the end of the file and press RE- 

TURN. 

ce. Load all other files to be included in the lease. 

3. Use the find and replace function to find the variable 
items (those enclosed in ampersands) and change them to 
the appropriate data. Refer to Lesson 23 if necessary to 
review the steps for finding and replacing. 

4. Make any other necessary changes so that the wording 
of each lease matches the stated terms of the situation. 

Save each assembled document to disk. 

Print each assembled document. 



PASS Pp roducing a Memorandum 

OBJECTIVES: 

1. Describe the format of a memorandum. 

2. Explain how a glossary may be used to simplify the en- 

try of commonly used words and phrases. 

3. Tell how to use a glossary, and enter and print a mem- 

orandum. 

Memorandums are written communications that are usually 
used between persons working in the same business. A memoran- 
dum’s form is simpler than the form of a letter. Therefore, memo- 
randums are easier to produce. 

FORMAT OF A MEMORANDUM 

Memorandums may be printed on either plain paper or 

preprinted forms. The format is almost the same on both kinds of 
paper. The following paragraphs describe the format of a 

memorandum. 

Order of Parts 

A typical memorandum has a four-line heading. The heading 
gives the name of the recipient, the name of the writer, the date, 

and the subject. If a preprinted form is being used, the words TO., 
FROM:, DATE:, and SUBJECT: appear on the form as shown in 
Figure 25.1. If you are using plain paper, you arrange the headings 
in the same way. 

INTEROFFICE COMMUNICATION 

Gye Macy inaMaXtiey ———————__ inn, INGeMt o spaces 

PROM: Helene 6.) —— = InGen tes spaces 

DATE: March 20s) ihe ———________ | _— Indent.3 spaces 

SUBJECT: April 1 Bid Opening <—— Left Margin 

Figure 25.1 Headings of a Memorandum 
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After the headings, the body or message of the memorandum 

is printed. Standard letter format is used for the body. Usually | 

paragraphs are not indented. The diskette notation is entered below | 

the body. For an example of a completed memorandum, see Figure | 

29.2. 

INTEROFFICE COMMUNICATION 

TO: Marvin Maxey 

FROM: Helen Bunch 

DATE...  aNiaArCht 2... sea 

SUBJECT: April 1 Bid Opening 

Please plan to attend the April 1 bid opening on the 

of our new Raleigh facility. Please meet Frank Moon 

the Board Conference Room at 1:30 p.m. 

We are expecting bids from at least three companies, 

Artford Construction Company, Abeles and Associates, 

construction 

and me in 

most likely 

and RCF 

Limited. Flease have your files on these three companies with 

you for the opening. 

AT ae ean lta 

Figure 25.2 Interoffice Memorandum 

Margins 

The top margin of a memorandum should be 1 1/2 inches. If 
the standard of 6 lines per inch is used, this gives a top margin of 9 
lines. Side margins should be 1 inch. If the memorandum is printed 
at 10 CPI, the left margin setting is 10 and the right margin is 75. If 
the memorandum is printed at 12 CPI, the settings are 12 and 90. 

Spacing 

The headings of a memorandum are double-spaced. Between 
the headings and the body, there is a triple space. The paragraphs of 
the body are single-spaced, with a double space between paragraphs. 
There is a double space between the end of the body and the diskette 
notation. 
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USING A GLOSSARY 

Apple Writer allows you to create a glossary to simplify the 
entry of commonly used words and phrases. To do this, you assign 
words and phrases to various keys. Then, by entering /G/ (for glos- 

sary) followed by the assigned key, the entire word or phrase is 
inserted in the document. Suppose, for example, that Helen Bunch 
writes a lot of memorandums. So that you do not have to type her 
name repeatedly, you decide to set up a glossary entry. You assign 
Ms. Bunch’s name to the b key. Then whenever you enter /G/b, her 

name is inserted into the text at the cursor. 

Setting Up a Glossary 

Kach word or phrase you enter into a glossary is called a defi- 
nition. Each definition is assigned to a key on the keyboard. Any key 
except the question mark key (?) and asterisk key (*) may be 
assigned a definition. Uppercase and lowercase letters are consid- 
ered to be separate keys. Therefore, you could assign one definition 
to A and another to a. A glossary may be set up on a temporary or 
permanent basis. 

SETTING UP A TEMPORARY GLOSSARY. Glossary defi- 
nitions created during entry of text are temporary. That is, when 
the computer is turned off they will be lost. To set up a temporary 
definition, enter /G/. The prompt /G/lossary(?= Define/* = Purge): 

appears on the screen. Key a question mark, but do not press 
RETURN. Another prompt, Enter new definition:, appears. Now 
strike the key to which the definition will be assigned, and follow it 
immediately with the definition itself. Still using the example of 
Helen Bunch’s name, you would key bHelen Bunch. Then press 
RETURN. To enter another definition, you repeat the entire pro- 
cess. To delete all glossary definitions from the computer’s memory, 
enter /G/* (the glossary purge command). 

SETTING UP A PERMANENT GLOSSARY. Many times it 
is preferable to have a glossary that can be loaded from disk any 
time it is needed. This solves the problem of losing definitions when 
the computer is turned off. To set up a permanent glossary, you 
enter the definitions just as you would any text file. First, clear the 
computer’s memory with the /N/ command. (Make sure you have 
saved any important text before doing this.) Then enter the keys 
and definitions. It is wise to use a key that has a relationship to the 
definition. For example, you might enter the following: 

bHelen Bunch 
rreguonal managers 
RRancho Grande Estates 
After the glossary definitions are entered, simply save the file 

just as you would any text file by using the /S/ command. Make up a 
file name that is easy to remember. It may be reasonable to set up a 
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separate glossary file for each writer or for each subject area about 

which documents are produced. Including the word GLOSSARY in | 
the file name will make it easy to remember what is contained in the 
file. | 

Before you can use the glossary file, you must load it into the | 
computer’s memory. Do this by entering /Q/ for the Additional | 
Functions Menu. Then enter Option 5 (Load [G/lossary File). When 
prompted, enter the glossary’s file name. You can then use the | 
glossary. 

Glossary Limitations 

There are some limitations that must be observed in setting 
up a glossary. As already mentioned, definitions may not be 
assigned to the question mark key and asterisk key. The total length 
of all keys and definitions in one glossary cannot exceed 2,048 char- 
acters. In a temporary glossary, no individual definition can exceed 
128 characters. In a permanent glossary, an individual definition can 
be up to 2,048 characters long. If this is the case, however, there can 

only be one definition because it takes all the available space. 
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SSR em Wee ae 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Memorandums are usually used for correspondence between persons in dif- 
PETEN PDUSINESSCS sO) ) etl) ereete te ee ane een tk cee ee ee ghd te 

Because memorandums have varying formats, they are always printed on 
jAVEENE GY OL OY) Ml (2 6a Rit B eae ole Orc eck Saree fs Mean Bala poles A Pala 

As with a letter, the date is the first item to be printed on a memorandum 
(CORO TBY, anges Beer aed ariel ei en RO ac Ras Meenas hear ae eae er 

The heading of a memorandum contains the name of the addressee, the 

name of the writer, the date, and the subject (Obj. 1)..................... 

The top margin of a memorandum is 2 inches (Obj. 1) ..................5- 

Thesleft maroingot-a memorandum 1s leinchi(Obj.1) saan. .5 sss eee 

The right margin of a memorandum is 1 1/2 inches (Obj. 1) .............. 

The body of a memorandum is single-spaced except between the 
PALacraplnss( Oy sel) mews ak ne ecw oe on ee ee ee ee 

Apple Writer’s glossary feature automatically sets the margins for the 
HLOpemMemoranauinealormat:(ODj.c2) sees se oe eee ee eee 

Glossary entries may be either temporary or permanent (Obj. 2).......... 

The use of a glossary can reduce the time required for the entry of many 
GOCUMMeNtsK (ODIs ame eis cere hetaaty Ce Paces beam ental re aetna charts ene gues 

A glossary item is selected for entry into text by entering /G/ followed by 
the key to which the item has been assigned (Obj. 2) ...............2-205- 

Only one glossary can exist on the disk at any time; that is, when you save 
a new glossary, the-old-one is replaced (Obj.. 2) .......2..5.0.2226260000+e0> 

Ao lossary-detinition may be-any length (Obj22) «..5....0:.+.-.2-.2e see es 

Date 

13. 

14. 

aes ae tee 

Answers 

T F 

ik F 

iL F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 
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COMPLETION 

Assume that you want to create a permanent medical glossary that 

contains the following definitions: 

Key Definition 

cardiovascular system io) 

arterial deposits 

target pulse rate 

M. E. McBrayer, M.D. 

coronary thrombosis qv tea tree 

Ss cerebrovascular accident 

On the lines below, write everything you will key to enter this glos- 

sary and save it on the disk. Use a file name of HEART GLOSSARY to 

save the glossary. (Obj. 2) 



Lesson 25 m Producing a Memorandum 187 

COMPUTER EXERCISE 

In this Computer Exercise, you will enter and save a glossary. 
You will then use it to prepare a memorandum. 

1. Enter the medical glossary from the preceding Comple- 
tion section. Save it on diskette under the name HEART 

GLOSSARY. 

Clear the computer’s memory by using the /N/ command. 

Load the glossary that you entered in Step 1. (This glos- 
sary for learning purposes is rather short. Most actual 
glossaries would be longer.) 

4. Enter, save, and print the following memorandum. The 
letters in parentheses are the glossary keys to use. This is 
done to help you remember to use the glossary instead of 
keying the entire term. Remember to use the correct 
memorandum format. 

LOA tink lankswPROM= CD) MDATE: “May 25,19 —— 

SUBJECT :+ Lunch Bunch Tatk- CParagraph) Thanks 

for inviting me to address the hospital's 

Lunch Bunch Bonus for Business People on 

ities davers une: 27 sat 2.30 pim~ L gladly 

accept your invitation. (Paragraph) The 

tentative name of my talk is "Eat and Run for 

wows Hearty I will discuss the (c} ain 

general and its role in good health. Much 

emphasis will be placed on the lessening of 

alemrio crore Cu) cand Cs)r 1h \(a)aresreduced 

Chrough war pLroper program. -L will outline the 

steps to developing a good recreation program, 

including the setting and use of a (p) as the 

pest guide to the proper amount of exercise. 

(Paragraph)If you have any further 

suggestions on the topic, please let me know. 
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OBJECTIVES: 

1. Describe Word Processing Language. 

2. Explain how to enter and save an address file. 

3. Explain how to enter and save a Word Processing Lan- 

guage program. 

4. Describe the procedure for running a Word Process- 

ing Language program. 

You have learned about many important features of Apple 
Writer that make it a powerful word processor. One of the most 
important functions of any word processor, however, is the ability to 
create a file of information that can be used over and over. Such a 
file can be a list of frequently used names and addresses. Or it can 
be a form letter on file that is mailed to all the names and addresses 
in an address file. 

WHAT IS WPL? 

WPL, which stands for Word Processing Language, is a fea- 
ture of Apple Writer that enables you to use automated word pro- 
cessing. WPL programs can be written to perform text editing and 
printing commands automatically. Because WPL is a type of com- 
puter programming language, it is beyond the scope of this text to 
explain how to write a WPL program. However, if after completing 
Lessons 26-29 you desire additional information about WPL, you can 
consult the WPL section of your Apple Writer manual. You will find 
that you are already familiar with many of the commands in the 
language because it uses control characters that were introduced 
earlier in this text. 

CREATING AN ADDRESS FILE 

Creating an address file is an easy process. After loading 
Apple Writer and clearing memory, simply enter each name and 
address that you want on file. Press RETURN after each line as 
shown in Figure 26.1. Key the less than ( < ) symbol and greater 
than ( > ) symbol immediately before each name and leave no space 
between the two symbols. Note also that there is no space following 
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the > symbol, and there is no blank line between the city address 
and next name. 

189 

“>Mr. Kenneth M. Ellak 

4288 Lago Circle 

Lakeland, FL 32801-1217 

“>Mr. Alfred Camps 

7445 Stevens Creek Boulevard 

NeLDOURNIG. Fl 227 00-ol0s 

“*Miss Mary M. Malcolm 

Pi Seo teat Lit) ae At. a7) 

Naples, FL 32940-5422 

Figure 26.1 Name and Address File 

Before entering the names and addresses in the address file, 
you should determine some order in which to enter the information. 
You may choose alphabetic order using last names or numeric order 
using zip codes. This makes locating names and addresses in a large 
address file much easier. 

Once you have entered all the names and addresses, you can 
save the file with an appropriate file name. 

USING A WPL FILE 

After you have created the address file, each of the names in 
the file must be assigned a number in consecutive order. You could 
have done this while entering the information. However, an easier 
way, especially if there are many names in the file, is to use the 
WPL program shown in Figure 26.2. 

15 wy, 

ESxXeu 
NY 
L filename,D1 

LOOF PLS 775 (X) 27 

FGO FOUND 
PGO QUIT 

FOUND PSX +1 
PGO LOOP 

QUIT S filename,D1 

Figure 26.2 WPL NUMBER Program 



190 Introduction to Apple Writer Word Processing 

When the program in Figure 26.2 is entered and saved, it can 

be run to automatically assign numbers consecutively to all of the 

names. Numbering of the names is required in order for another 

WPL program (discussed in Lesson 28) to use the names and 
addresses in producing form letters. When you enter the program in 
Figure 26.2, take care to enter it exactly as it appears, including 

spaces. You may enter the program in either uppercase or lowercase 
letters. Replace the word FILENAME in the third and last lines 

with the name that you used to save the address file. Enter the 
words LOOP, FOUND, and QUIT at the left margin. Indent the 

other lines. 
After the program has been entered and saved, it should be 

run. To run a WPL file, enter /P/. In response to the [P/rint/Pro- 

gram: prompt, enter DO NUMBER,D1 (assuming that the 
NUMBER program and address file are both loaded in Drive 1). As 
the program runs, you can watch the numbering process on the 
screen. 
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10. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your Choice in the Answers column by circling T for a true statement or F 

for a false statement. 

WPL is a type of computer programming language (Obj. 1) .............. 

When an address file is entered, the < and > symbols are required immedi- 
ately before the first line of the address (Obj. 2) ..............0ceccececees 

You enter a space between the < and > symbols (Obj. 2)................ 

RETURN should be pressed after the person’s name, the street address, 
ANC MUMEECLEVEATOLESS 1 OD) 2) sent aa eee a ce ete oe tee ete he eee 

A blank line should be left after each address; that is, you press RETURN 

twicesd ttereach. city, address. (Ob}s2)ec wren: See tee cae ee eee wea ier eer 

An address file should be created in a certain order to help in locating ad- 
drescessinetheastile (ODT A)a", mocks csetes te tee eee es eae eee 

A file containing names and addresses is saved using the [Slave function 
HOOD If eo) nee corre ren coerce 55S GA aracae sage arp eral Seo ATI Ta CER See ss a 

In an address file that will be used to produce form letters, a number must 
Hesassionedetoreache nanie (Obj22) sc. 25.1 cetera set eee te leeutas ener 

To assign a number to each name in an address file, you can use a WPL 
program or you can enter the number while creating the address file 
COD Tie) rere te rea Gen slater Bees arc Sth ss ssetheis Cie Meets Cle eee em ner 

To run a WPL program, enter /P/ followed by the word DO and the name 
Gat ats Wied Op gavearenezheotw ol CO] ihe Wegener ke aetionnic tecediuon a doar cunck 

Date 

Answers 

Doe 

/ eo 

De aE 

) ee 

T F 

d be rad 0 

fhe} 

T F 

ae 

T F 
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COMPUTER EXERCISE 

To complete this Computer Exercise, load Apple Writer and 
clear memory. Then follow the steps below: 

ul Enter the names and addresses in Figure 26.1. Create 
two additional names and addresses and enter them also. 
Remember to arrange the addresses in alphabetic or zip 
code order. 

Save the address file. 

Clear memory. Then enter the WPL program in Figure 
26.2. Remember to replace the word FILENAME in the 
third and last lines with the name you assigned to the 
file in Step 2. 

Save the WPL file using NUMBER as the file name. 

Run the WPL file by entering /P/. In response to the 
[P]rint/Program: prompt, enter DO NUMBER,D1 (as- 

suming the file is on a diskette in Drive 1). Observe on 

the screen the numbers being added between the < and 
> symbols. 

After the WPL program is finished, clear memory. Load 
and print the address file. 
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OBJECTIVES: 

1. Explain how a mailing label is used. 

2. Describe N-up mailing labels. 

3. Explain how to enter and save a WPL mailing label 

program. 

4. Explain the procedure for printing a set of mailing la- 

bels. 

In Lesson 26 you learned how to enter and save an address 
file. After an address file has been created, it can be used repeatedly 
for printing continuous-form mailing labels. Mailing labels save 
much time when large volumes of written correspondence are to be 
mailed. 

TYPES OF MAILING LABELS 

When mailing labels are printed using either word processing 
or data processing equipment, continuous-form mailing labels are 
used that are similar to the ones illustrated in Figure 27.1. Note that 
the backing has the tractor-feed holes along the left and right edges 
of the paper that are necessary for guiding the labels through the 
printer in the same way as the continuous-form paper you have been 
using. After the labels have been printed, they are removed manu- 
ally from the backing paper and applied to the envelopes. 

Mailing Label Sizes 

Mailing labels are available in a variety of sizes. The dimen- 
sions most typically used are 4 1/2 inches by 15/16 inches. This size 
allows room for five horizontal lines to be printed on each label. A 
typical business address uses one line each for the person’s name, 
title, company, and street address, and one line for the city, state, 
and zip code. Labels used for personal correspondence require room 
for only three-line addresses since titles and company names are 
usually not included. 
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Mrs. Evelyn Flyte 

Management Consultant 

Business Advisors Inc. 

435 Newtown Road 

Tallahassee, FL 32212-5605 

Mr. Jeffrey McAuliffe 

Manager 

Die eee OC ante RU eins end 

14 North Bend Road 

Saginaw, MI 48601-1288 

Me. Ruth O* Keefe 

Pragsi dant 

New Concepts Ince. 

Li27 Neptune Drive 

Chicago, It 66607-5487 

Miss Rachel Fierce 

Buyer 

Home Arts & Crafts Inc. 

So127 Binghamton Road 

Louisville, EY 40206-34647 

Continuous-Form Mailing Labels 
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N-Up Mailing Labels 

Mailing labels can be purchased in one continuous strip, or 
they can be purchased with two, three, or four labels placed horizon- 
tally as in Figure 27.2. Mailing labels are also referred to as N-up 
labels. The N refers to the number of labels placed horizontally that 
are available for printing. For example, the labels in Figure 27.2 are 
called 4-up labels since there are four labels placed horizontally. 

The reason for purchasing 2-, 3-, or 4-up labels is to obtain a 
faster printing speed. Most printers can print 1,000 labels, for exam- 
ple, faster using 4-up labels than 1-up labels since the print head 
moves faster horizontally than the tractor feed can move the labels 
up. In this lesson you will work with 1-up labels. 
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aR 

BN MS My 
(a =~ ie 

River Industries Inc. River Industries Inc. River Industries Inc. River Industries Inc. @ 

737 Dargate Road 737 Dargate Road 737 Dargate Road 737 Dargate Road Ps 

Jackson, MS 39209-3443 Jackson, MS 39209-3443 Jackson, MS 39209-3443 Jackson, MS 39209-3443 

L 

Figure 27.2 4-Up Continuous-Form Mailing Labels 

PRINTING MAILING LABELS 

A WPL program will be used later in the Computer Exercise 
to print the mailing labels from the address file you created in Les- 
son 26. The program is listed in Figure 27.8. Once this program has 
been entered and saved, it can be run to print labels from any file of 
addresses. The file name of the address file you created in Lesson 26 
should be entered on the fifth line instead of the word FILENAME. 
The D1 after the file name assumes that you will be using Drive 1. 
Save the program using the name LABELS. Before running the 
program you must determine how many lines will be needed for 
each address and select the appropriate size of continuous-form 
mailing labels. 

START PSX 1 

LOOP NY 
L filename, d1/< (X)>/</N 
PGO FOUND 
PGO QUIT 

FOUND PNP 
FSX +1 
PGO LOOP 

QUIT PIN Done at address #(X) (press RETURN) 

Figure 27.3. WPL LABELS Program eee Oe 

The Print/ Program Commands menu is used to determine the 
print format for the mailing labels. To do this, display the Print/ 
Program Commands menu and enter the following trial settings: 
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00 

2 
Wh th th cooorna 

A left margin (LM) of 5 leaves enough space for the print 
head to start printing on the label and not on the backing. The right 
margin (RM) can be set at any value as long as enough space is pro- 
vided for the longest line of each address to print on a label. The top 
margin (TM) is set to 0 so that at least one blank line is left between 

the bottom of one label and the top of the next. The bottom margin 
(BM) should always be set to 0 for printing labels. A line interval 
(LI) of 0 is used since addresses are generally printed with no blank 
lines. Single page (SP) is set to 0 since you are using continuous- 

form mailing labels. Note: The use of these settings may cause your 
labels to be printed with a one-space indention on the first line of 
the address. This cannot be avoided. 

Before loading the continuous-form mailing labels into the 
printer, you should enter the settings given above and print a trial 

run on regular paper. To do this, check to see that there is paper in 

the printer and then enter DO LABELS in response to the [P/rint/ 

Program: prompt. This assumes that the LABELS program and 

your address file are both saved on the same diskette and that the 
diskette is loaded in Drive 1. 

Stop the printer by striking the ESC key after five or six 
labels have been printed. Remove the paper from the printer and lay 
it over the mailing labels by aligning the tractor-feed holes. By hold- 
ing both pieces of paper up to the light you should be able to deter- 
mine if your print values need to be corrected. Usually only the left 
margin and the top margin need to be corrected. Either increase or 
decrease the left margin setting to obtain the proper margins on the 
labels. Increase the top margin setting if more blank lines need to be 
left between labels. Because mailing labels are expensive, print as 
many trial runs as necessary before loading the mailing labels into 
the printer and printing the final run. After the correct format set- 
tings have been entered, save them in a Print/Program Value File 

as LABELS. 

ARSE 
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LESSON 27 EXERCISE Name 

10. 

HOF 

12. 

13. 

14. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Mailing labels help to save time when large volumes of correspondence are 
LOsDeLMaled COD ise mente te e.* sire wiettee sce Serr NUe Ree ae Van er nae: 

Mailing labels printed using word processing equipment are usually on con- 
CINUOUS= Ob Mad per (OD ael aero Aerotnn ae kee he ete Me eee, von 

A typical business address contains four lines (Obj. 1).................005. 

Mailing labels may be preprinted with return addresses (Obj. 1).......... 

The N in N-up mailing labels refers to the number of mailing labels placed 
Wetiica lve GD ]ioc) Semtevae aeee tes cre meee nected T Crees Aetna ee teats caer ne 

A printer can generally print addresses faster if the labels are 1-up instead 
OleS=U DOO) ar terete | Oar ie sts aa ee en ane © 2 e Ce ere 

The WPL program to print mailing labels includes the file name of your 
address file and the number of the disk drive in which the address file is 

Gao Vexe Li (Oey paces) bean rare are ey Semon wa ete Se Ae EON Crom amc at Ae ce Mere 

Any size mailing label can be used for printing an address (Obj. 4)....... 

The Print/Program Commands menu is used to set the format values for 
DMINUIN PMMA IN ADEs (OD 4)orveke cacues cok ne eae aks bec cee ees etennere 

The bottom margin (BM) should always be set to 1 when printing mailing 
Labelsa(Ob ea )s fe rece ete coe athe Sere he comes Mtn me ene 

The DO command is used in response to the /P/rint/ Program: prompt (Obj. 4). 

A trial printing of the address file using regular paper should be completed 
before inserting continuous-form mailing labels in the printer (Obj. 4) ... 

After a trial printing of an address file, usually the right margin (RM) and 
thestop marein.(iM) must be adjusted (Obj, 4). 225 ..2. ee eee eeen ecto ee 

A Print/Program Value File should be saved on diskette for mailing labels 
CG) Dijana eter Aire rons fOr Ts ee Pur eee eee Maton s Ce ne Meets Teen eee 

Date 

Answers 

T F 

T F 

At F 

T F 

4h F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 

T F 
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COMPUTER EXERCISE 

To complete this Computer Exercise, you will need to load 
Apple Writer and display the Data Line. You will also need the 
diskette containing your address file from Lesson 26. Follow the 
steps below as you use the computer: 

ay 

2. 

Load Apple Writer and display the Data Line. 

Enter the WPL program in Figure 27.3. Instead of the 
word FILENAME on the fifth line, enter the name of 
the address file you created in Lesson 26. Enter D1 if you 
will be using the diskette in Drive 1. Otherwise enter D2 
if the diskette is loaded in Drive 2. 

Save the WPL program using the file name LABELS. 

Change the Print/Program values to the following set- 
tings: 

LM =5 
RM = 100 
TM = 0 
BM = 0 
LI =0 
SP =0 

Enter /P/. In response to the [/P/rint/Program: prompt, 

enter DO LABELS. Stop the printer by striking the ESC 
key after five or six labels have been printed. 

Compare the alignment of the addresses with the mail- 
ing labels. Correct your format values, if necessary, and 
print as many trial runs as are required to obtain the 
proper margins. Remember that the first line of each ad- 

dress may be indented. 

When the format values are correct, remove the continu- 

ous-form paper and insert the mailing labels. Adjust the 
vertical placement of the mailing labels so that the print 
head is at the top of the first label to be printed. 

Print the labels using the DO command again. 

Save the print format values in a Print/Program Value 
File. Use LABELS as the file name. 

201 
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OBJECTIVES: 

1. Explain how a word processing form letter is used. 

2. Explain how a form letter address file is created. 

3. Explain how to enter and save a WPL form letter pro- 

gram. 

4. Explain the procedure for printing form letters. 

One of the most powerful features of a word processing sys- 
tem is the ability to produce form letters. A form letter is a type of 
letter sent to many people that contains the same information 
except for the name and address and certain other information spe- 
cific to the addressee. For example, the order processing depart- 
ments in many businesses send form letters to customers 
acknowledging receipt of orders. The form letter in Figure 28.1 is an 
example of such a letter. 

ENTERING FORM LETTERS 

Before entering a form letter, you must determine which 
parts of the letter are variable, such as the letter address, title, and 

addressee’s last name. Markers are entered in the letter where vari- 

able information is to be inserted. In Figure 28.1 the markers are 
(ADDRESS) for the letter address, (TITLE) for the addressee’s 

title (such as Mr., Ms., or Dr.), and (LNAME) for the addressee’s 

last name. These markers are used by the WPL program to deter- 
mine where information from the address file is to be inserted. 
Markers can be spelled in any way and can be either lowercase or 
uppercase. However, they must be spelled the same way in the WPL 
program. 

FORM LETTER ADDRESS FILE 

After the form letter has been entered and saved, the address 
file must be created, or an existing address file can be used. An 
address file that is to be used with form letters requires special con- 
sideration because each addressee’s name must be entered in such a 
way that the computer can determine which part of the name is the 
title, which part is the first name, the middle initial, and the last 
name. The WPL program you will use in this lesson requires format- 
ting the address file as shown in Figure 28.2. 
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JUNeEw Zo, Lo — 

(ADDRESS) 

Dear (TITLE) (LNAME) 

Thank you for your recent 

processed and sent to our 
You can expect to receive 

next thirty days. If you 

shipment during this time, 

order. It has been 
shipping department. 

shipment within the 
do not receive 

please notify us 
immediately. 

Enclosed is our latest catalog. We think you 
will find that we have the best merchandise at 

the best prices. Your patronage is always 

appreciated. 

Sincerely 

Jon S. Covington, Manager 
Order Processing 

jm: OP152 

Enclosure 

» FF 

Figure 28.1 Form Letter 

<>Mr. @FETimeMeM. @L@Carey 
Director, Administrative Services 

Workforce, Inc. 

5S Corporation Lane 

Washington, DC 20009-6633 
<>Mrs. @F@Or a@Me@w. @L@Godwin 
Director, Purchasing Department 
Southeastern Printing Supplies 
3889 Neptune Drive 
Independence, MO 64055-7121 
<>Mr. @F@Mar k@MG@M. @L@Matthews 
Office Manager 
Yellow Sun Manufacturing, Inc. 

489 Sansome 

Arlington, VA 22202-2378 

Figure 28.2 Address File 
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Each name in the address file is entered with the less than 

( < ) and greater than ( > ) symbols on the first line as you learned 

in Lesson 26. After the title punctuation mark, you must enter the 

@ symbol, the capital letter F, and another @ symbol. Then enter 

the person’s first name. Immediately after the first name, enter 

(@M@. Then enter the person’s middle initial. Enter @L@ immedi- 

ately after the period after the person’s middle initial. Then enter 

the person’s last name. The codes tell the computer how to deter- 

mine the parts of the person’s name. Observe that there are no 

blank spaces in the name line. 

The NUMBER file you created in Lesson 26 is then run to 

assign numbers consecutively to all of the addresses. You must do 

this before you attempt to print the form letters. 

WPL FORM LETTER PROGRAM 

The WPL program to produce form letters is presented in Fig- 
ure 28.3. When the program is run, it takes the first address from 
the address file and merges it with the form letter where the 
(ADDRESS) marker is located. It then removes the title from the 

name line and inserts it at the (T7TLE) marker, and removes the 

person’s last name and inserts it at the (LNAME) marker. Then the 
computer prints the letter. Observe in Figure 28.1 that a form feed 
(.F'F) must always be entered at the end of a form letter so the 

paper will advance before the next letter is printed. 
This program can also be used to print a person’s first name in 

the salutation. To do this, you remove the markers (TITLE) and 

(LNAME) from the form letter and insert (FNAME) after Dear. 

In the Computer Exercise, when you enter the WPL program 
in Figure 28.3 you must enter the name of your address file wher- 
ever ADDRESS FILE NAME appears. You must also enter the 
name of your letter file where LETTER FILE NAME appears. 
Proofread carefully to make sure that the WPL program is entered 
as it appears. Save the WPL program with the file name of 
AUTOLETTER. 

Before printing the form letters, enter /P] and ? to set the for- 

mat values. If you are using single-sheet paper, SP must be set to 1. 
Then in response to the /P/rint/Program: prompt, enter DO 
AUTOLETTER and press RETURN. Each address appears briefly 
on the screen. The form letter replaces the address on the screen and 
the address is merged into the letter. The (TITLE) and (LNAME) 
markers are then replaced. The letter prints and a form feed occurs. 
The computer then selects the next address from the address file 
and repeats the process until all of the addresses have been used. 
The screen then displays Done at address #5 (press RETURN). 
Press RETURN, and the Data Line reappears. 
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START Boxe! 
LOOF NY 

L address file name,D1/<(X) >/</ 
B 
S WORKFILE,D1 
NY 
L letter file name,Di 
B 
F/ (ADDRESS) // 
Y? 

lL address file name,D1/< (X)>/</N 
PGO FOUND 
PGO QUIT 

FOUND PF INSERT TITLE FROM address file name,D1 INTO FORM LETTER 
PLS WORKFILE,D1/>/l@/N=$A 
B 
F/(TITLE) /$A/A 
PF INSERT FIRST NAME 
PLS WORKFILE, D1/@F@/6/N=¢A 
B 
F/ (FNAME) /$A/A 
P INSERT LAST NAME 
PLS WORKFILE, D1<@L@< ><N=$A 
B 
F/ (LNAME) /$A/A 
P DELETE MARKERS IN FORM LETTER 
B 
F/@F@/ /A 
B 
F/@Me/ /A 
B 
F/@L@/ /A 

QUIT PIN Done at address #(x) (press RETURN) 

Figure 28.3 WPL AUTOLETTER Program 
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LESSON 28 EXERCISE Name 

10. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. - 

A form letter is designed to be sent to only one person (Obj. 1)........... 

When a form letter is created, it usually contains a date, a specific person’s 
Namerandsadaress, andi thersalitation(Objal)e.sice wesccccc sae see oat 

The WPL program looks for markers to determine where the letter address 
andesalutationsare to.0er placed: Objail)ms ess eee eset ce eee 

Markers used in a form letter file must be spelled exactly the same in the 
WP program ( OD]ss1) ice tee oes Renee ake ay Abe aioe @ eet aren ure 

An address file requires special formatting for the computer to determine a 
person’s title, first name, middle initial, and last name (Obj. 2) ........... 

When an address file is created to be used with a form letter, there should 

bemo plank spaces-insthe name line (Objs2)s.n02-< 1 ee eee eee mie 

The code @L@ marks the beginning of the addressee’s first name (Obj. 2) 

The AUTOLETTER file in Figure 28.3 should be entered exactly as it ap- 
Dears OCD e3) wet cc sere a arta core St Rae eee OST tive ean ae etree 

If single-sheet paper is to be used in producing form letters, the format 
Valens masnouidperce tyto-O OD] 4))..5 ase eee oe rick ee ee eee ee 

You can use the AUTOLETTER program in Figure 28.3 to produce form 
letters that use a person’s first name by deleting (LNAME) from the form 
letbereandereplacing itewith (HVA) (Oba) sae cea ea ee ia 

Date 

Answers 

thee at 

4 hee aS 

die it 

Eek 

T F 

T UE 

Tak 

Tivegek 

TT AK 

hig Seed 
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COMPUTER EXERCISE 

To complete this Computer Exercise, you will need to load 
Apple Writer and clear memory. Then follow the steps below as you 
use the computer: 

iE 

10. 

Enter the form letter presented in Figure 28.1. Remem- 
ber to enter a form feed (.F'F) on a separate line immedi- 
ately after Enclosure. 

Save the letter using an appropriate file name. 

Clear memory. Enter the WPL program presented in 
Figure 28.3. Replace ADDRESS FILE NAME with the 
name of the address file you created in Lesson 26. Re- 
place LETTER FILE NAME with the name of the file 

you assigned in Step 2 above. Take care to enter the rest 

of the the WPL program exactly as it appears. 

Save the WPL program as AUTOLETTER. 

Clear memory. Load the address file you created in Les- 
son 26. 

Delete the blank space and insert @F@ before the first 
name. Delete the blank space and insert @M@ immedi- 
ately before the initial or middle name. Delete the blank 
space and insert @L@ immediately before the last name. 
Repeat this procedure for each name in your address file. 

Add two names and addresses to the file. Remember to 
include the name formatting codes that you inserted in 
Step 6 above. 

Save the new version of the address file using /S/ =. 

Set appropriate print format values (remember to set SP 
to 1 if single-sheet paper is to be used). Press RETURN 
to return to the text screen. 

Insert paper into the printer and enter /P/. In response to 
the [PJrint/Program: prompt, enter DO AUTOLET- 
TER. 

209 
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OBJECTIVES: 

1. Explain how a personalized form letter is used. 

2. Explain how to enter and save a personalized form let- 

Lets 

3. Explain the procedure for using a WPL program to 

print a personalized form letter. 

In Lesson 26 you created an address file to be used for print- 
ing mailing labels and for merging with form letters. Usually an 
address file is created only if it is to be used repeatedly, such as a 
customer file or your own personal address file. Businesses, how- 
ever, frequently receive inquiries that require a personalized form 
letter in response. In cases like these, address files would probably 
not be created. 

ENTERING A PERSONALIZED FORM LETTER 

A form letter and a WPL program can be created to enter per- 
sonalized information from the keyboard rather than retrieving it 
from a file on the diskette. A form letter that is used to respond to 
an inquiry is presented in Figure 29.1. 

As in Lesson 28, markers are entered in the form letter where 

variable information is to be entered. The current date will be 
entered at (DATE), the addressee’s title (such as Ms., Mr., or Dr.) 

and full name will be entered at (NAME), the addressee’s company 

title at (TITLE), the company name at (COMPANY), the street 

address at (STREET) and the city, state, and zip code at (CSZ). For 

the (SALUTATION) marker, you can enter either the addressee’s 
first name, nickname, or title and last name, whichever is appropri- 
ate. Observe that the (SALUTATION) marker is also included in 
the first paragraph. This personalizes the letter and makes it more 
friendly. 

A form feed (.FF) is placed at the end of the letter. This 
causes the printer to eject the letter after it has been printed. You 
can create almost any form letter you desire based on this model as 
long as you put the markers into the program exactly as they are 
spelled in the letter. If you wish to make the form letter a personal 
letter, omit the job title and company name. The WPL program pre- 
sented in Figure 29.2 can be used without modification. 
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(DATE > 

(NAME ) 

Chis E 

(COMPANY > 

(STREET) 

(CSZ) 

Dear (SALUTATION): 

Thank you for your letter asking for 

information about our software products. I am 

enclosing our catalog which lists each 

product, a description, and the price. 

(SALUTATION), we believe that you will find we 

have the software product you are looking for, 

whether it is for home, school, or business. 

Ordering information and an order form are on 

page 67. Or you may use our toll-free number, 

1-800-555-9120, if you wish faster service. 

Sincerely, 

Trudy W. Blake 

Customer Service Department 

jmiCS245 

Enclosure 

.FF 

Figure 29.1 Personalized Form Letter 

WPL FORM LETTER PROGRAM 

The WPL program to create a customized form letter is pre- 
sented in Figure 29.2. This program should be entered exactly as it 
appears except that in the fifth line you replace LETTER FILE 
NAME with the file name you assigned to the letter. The D1 after 
the file name assumes that the letter file is loaded in Drive 1. Save 
this form letter program with a file name of RESPONSE. 
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8 SS EE eee 

START PSX 0 

LOOF NY 
FND 

Boke 2 
Ee letter file name,D1 

FIN ENTER CURRENT DATE: =%A 

F/ (DATE) /$A/A 
FIN ENTER FULL NAME: =A 

F/ (NAME) /$A/A 

FIN ENTER FERSON’S TITLE: =$A 

F/ (TITLE) /$A/A 

PIN ENTER COMF'ANY NAME: =%A 
F/ (COMPANY) /#A/A 
FIN ENTER STREET ADDRESS: =$A 

F/ (STREET) /$A/A 

FIN ENTER CITY, STATE, ZIF:=%A 

F/(CSZ)/#A/A 

PIN ENTER SALUTATION: =%A 

F/ (SALUTATION) /$A/A 
od a 

PIN PREPARE PRINTERS THEN PRESS RETURN 
Ey Ds 
PNF 

NY 

FIN CONTINUE?! =$A 
FCS/%A/Y/ 

PE0.LO0R 

FCS/%A/y/ 

PGO LOOP 

QUIT FYD 

NY 

PIN (X) LETTERS PRINTED (press RETURN) 
QT 

Figure 29.2 WPL Form Letter Program 

RUNNING THE WPL RESPONSE PROGRAM 

To run the RESPONSE program, enter /P]. In response to the 
[P]rint/ Program: prompt, enter DO RESPONSE. Memory is erased 
and questions appear on your screen one at a time. Enter the 
required information as it is requested. If you make an error while 
keying the information but before pressing RETURN, you can use 
the backspace key to correct the mistake. If you discover you have 
keyed incorrect information after you have pressed RETURN, you 
must strike the ESC key to exit from the WPL program. To restart 
the program, enter [/P] and DO RESPONSE again. 



Lesson 29 m Producing a Customized Document Using WPL 

The screen displays CONTINUE? after each letter is printed. 
If you wish to continue, enter either y or Y (for yes). The series of 
questions will be repeated and the next letter will be printed. When 
you respond with either » or N (for no) to the CONTINUE? ques- 
tion, the screen displays X LETTERS PRINTED (PRESS 
RETURN). (X is replaced with the number of letters that were 
printed.) After pressing RETURN, you will be ready to begin your 
next job. 

There are other types of documents that can be created using 
this method. Examples are apartment leases, invoices, memoran- 
dums, and contracts. Whenever a document is to be used repeatedly 
with only minor changes, a WPL program can be created to print 
the document. 

213 
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LESSON 29 EXERCISE Name Cattle 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. 

Answers 

1. The basic content of personalized form letters is always different from one 
TSWUCT Me OPENE RO XLe( OD NaRiyt teen ent chee chs ee eS Oey, OOS Ante need 1 TE 

A personalized form letter usually contains a date marker (Obj. 1) ....... 2. Leeks 

The same marker may be used only once in a form letter (Obj. 2) ........ Boer bem i 

A form feed (. FF) should be entered as the first line in a form letter (Obj. 
7A Vs Be SPAS 35 apg MS CLES CeO TT OE EPS A SR Ea ra EGS oh 4.1 a 

5. If an address file is not used in a WPL program, variable information must 
beventercostrom themceypboard.(Objs 3). <5 see ee ce oa aren eee 5, le eek 

6. If you make an error after pressing RETURN in responding to a WPL 
question, you use the backspace key to correct the error (Obj. 8) ......... 6: «Ts ok 

A WPL program can be interrupted by striking the ESC key (Obj. 3).... tt, ee 

Generally any kind of repetitive document is suitable for use with a WPL 
program if it requires variable information to be entered (Obj. 3) ........ rated hs 

215 



olny Me ae 

; ; 7 iter teat v0, ae 

xt - 
File a 
cae 

of 
‘ han 

iy 5 ; + Teh ela By 

_ : . ER | | atiaga 

as 
_ 

: : : i a , 

— ee ; wt wi ey Lay hel : 
= ar , - aa ce ‘~. 

aon naAtain 
j 

~~ = 

¥ = 

= : 

i 

te) | an 

SS 

— 

= —— 
Sa —— 

= 

— == 

te 

—- 

~S 

—— — 

=> 

is 

= 

\ as 

: 
oe! 

= a 

ied f Pe 7 
Se 0 sat Ss 



Lesson 29 m Producing a Customized Document Using WPL 

COMPUTER EXERCISE 

To complete this Computer Exercise, you will need to load 
Apple Writer and clear memory. Follow the steps below as you com- 
plete this exercise: 

de Enter the letter from Figure 29.1. Remember to include a 
form feed (.F'F) at the end of the letter. 

Save the letter with an appropriate file name. 

Clear memory and enter the WPL program in Figure 
29.2. In the fifth line replace LETTER FILE NAME 
with the file name you assigned in Step 2. If the letter 
file is to be loaded in Drive 2, change Di to D2 after the 
file name. 

Save the WPL program using the file name RE- 
SPONSE. 

Prepare the printer and select appropriate format codes. 
If you are using single-sheet paper, SP should be set to 1. 

Clear memory and enter /P/. In response to the /PJrint/ 

Program: prompt, enter DO RESPONSE. Use the infor- 
mation given below to respond to the prompts as they ap- 
pear on the screen. Enter a current date for each letter. 

Ms. Elizabeth P. Czernowski 

President 

DataCorp, Inc. 
4899 Mercury Avenue 
Falls Church, VA 22042-3332 

Mr. Robert Gold 
Director, Product Development 
Nova Software Company 
4 Cedar Wood Road 
Syracuse, NY 13204-7175 

Mr. Lawrence G. Hooker 

Corporate Controller 
Allied Manufacturing, Inc. 
1224 Deacon Drive 

Cleveland, OH 44125-3125 

Mrs. Linda Vandenberg 
Director, Financial Reports Division 
Ramirez, Callihan, and Smith Consultants 

844 Peachtree 

Saginaw, MI 48603-8636 
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NAME 

30. Theory Test 3 

lat: 

12. 

In this Lesson you will test your knowledge of the concepts and 

procedures you have learned in Lessons 22 through 29. 

TRUE/FALSE 

Each of the following statements is either true or false. Indicate 

your choice in the Answers column by circling T for a true statement or F 

for a false statement. NOTE: The objective number in parentheses follow- 

ing each question refers to the lesson number and corresponding objec- 

tive number. For example, Obj. 22-1 indicates that the question was 

discussed in Lesson 22 and refers to the first objective in that lesson. 

Merging allows the creation of a new document from two or more existing 

MOCMIMOTES C(O R ace b Mentct sar ecw ess setts on fo cia = london aus oe aren a teen es 

To merge two documents, they must both be saved on diskette (Obj. 22-1) 

Apple Writer provides a special command for merging one document with 
EU ACL eae) eens ra a Seta hbase Or cte etin steel dines tera ene ace eae 

A document from diskette may be placed at any desired point in the docu- 
Men talnathercomputer suMemory (WOD]..2c-0) esac occ ee ee ee eee 

At least one of the two documents to be merged by Apple Writer must be 
SLOPEC EOL CIS KEULEL (OD ]c22-3)\ eye at a retorts Ae Mute steak 4 3 teenie dace oer ee tere 

Once a document has been created by merging, no additional text may be 
envercontromatnesxevboardn QD)1 22-5) a... aso rs ere ree 

The find and replace feature of a word processor allows words or phrases to 
be changed to other words or phrases (Obj.-238-1).-.. 2.2... 2002 ee een ee 

If automatic replacement is selected, all occurrences of the specified text 
will be found, and replacement will take place after verification of each oc- 
CULT CUCCEDVELNeCOpel ator OD] cool)s< spurte ett a eaecne see un eal me 

Automatic find and replace could be appropriately used to correct the spell- 
ing of a word that had been consistently misspelled (Obj. 23-1) ........... 

The find function cannot be used apart from the replace function 
(NER, REPAN yee DOSEN. tis egeaa ene se SB ee eh Pe eae it Og 2 aR A PR GOLE O NE NT 

The slash mark (/) is always used with Apple Writer to separate the text to 
be found and the text to use as a replacement (Obj. 28-2)................. 

A wild card character may be used to find text for which you may not know 
SNE MEDAL ACL ELS tec) ein 8 cP Abd oes 56 oo Had sou'es Kaa anaiiasalenyt 

DATE 

Answers 

To 2k 

T F 

Tt, “ak 

4 kee ed 

4 Be 

4 ae 2) 

foal 

fla 

T F 

T2238 

T F 

je 
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13. 

14, 

15. 

16. 

Life 

18. 

19: 

20. 

zie 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

ol. 

o2. 

33. 

34. 

Introduction to Apple Writer Word Processing 

By searching for RETURN characters, you can easily skip over entire 

paragraphs of text (Obj. 23-2). ............0 cscs ere secs eccr enter eeeeree 

When a document is assembled, the user merges various standard 

paragraphs from memory (Obj. 24-1)............--0e eee e cece eee c eee eceeene 

Since a will must be written especially for each individual, assembly with a 

word processor is not possible (Obj. 24-1) .......... ee eee e eee eee eee teens 

Different parts of text may be loaded from the disk and combined in memo- 

ry to create a new document (Obj. 24-2) .......... ee cece eee cece cee ees 

When a document is assembled from files on the disk, no text may be en- 

tered from the keyboard) (Obj: 24-2).20. ooo ces scniee es oe anetn ee reeee 

The assembly of documents is a merging process (Obj. 24-2) ............-. 

Once a document is assembled in memory, it may be saved to disk and 
printed (ObjS 24-2) oc. a .nscae ccc pete oreo erat sueke aemete rec eae eee eee 

Memorandums are usually used for correspondence between persons in dif- 
ferent businesses: (Obj. 25-1):25 cae dek Se: eee es eee 

As with a letter, the date is the first item to be printed on a memorandum 
(ODS 25-1) 5 eta oan aka ah baci etn Bee eae et rae ae 

The heading of a memorandum contains the name of the addressee, the 
name of the writer, the date, and the subject (Obj. 25-1).................. 

The top margin of a memorandum is 2 inches (Obj. 25-1) ................. 

Thelett;: margin ot-a memorandums finch (Obj, 25-1). eee 

Apple Writer’s glossary feature automatically sets the margins for the 
proper memorandum format (Obyjs 25-2) 2 eaee ase ec ee 

A glossary item is selected for entry into text by entering /G/ followed by 
the key to which the item has been assigned (Obj. 25-2) ...............05. 

In entering an address file in WPL, the < and > symbols are required im- 
mediately before the first line of the address (Obj. 26-2) .................. 

RETURN should be pressed after the person’s name, the street address, 

andthe, city-address:(Objs 26-2)" 225.2. oc es as tases oe ee ee 

A file containing names and addresses is saved using the [Slave function 
(OD) 26-2) or Me es ag hae 6 yn coco viernes ne ee ee 

In an address file that will be used to produce form letters, a number must 
be assigned to each name (Obj. 26-2) oe ee ecerec eee eee eee oe eee rere reer e eee eee sone 

To assign a number to each name in an address file, you can use a WPL 
program or you can enter the number while creating the address file (Obj. 
26-2) 

To run a WPL program, enter /P/] followed by the word DO and the name 
of the WPL program file (Obj. 26-4) 

Mailing labels printed using word processing equipment are usually on con- 
tinuous-form paper (Obj. 27-1) 

© 0.6 10 (0 6.0)'C '0)0/\0) 0) 0) 0.0 (6, 60> (6).6 0 16.0 0, 0:0) .0 0.6 '0..0 6 0 00 0 0:0 0:0 6) 610) 6 © 00, (01 614) 6 0, 01,6) 1 0.101s one, 6) 6 Slevelelenetelenvie 

ad 

er er) 

A typical business address contains four lines (Obj. 27-1) eevee eee eee eee orev e 
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49. 

50. 

Lesson 30 m Theory Test 3 

The N in N-up mailing labels refers to the number of mailing labels placed 

ATE WORN UO) Of, 2A) sneer ry AA er ete ee 

Any size mailing label can be used for printing an address (Obj. 27-4).... 

The Print/Program Commands menu is used to set the format values for 
EMMI Canam gal aocls (OD{s20-4 nee: crests olen be eg Re tic or wok a aera 

A trial printing of the address file using regular paper should be completed 
before inserting continuous-form mailing labels in the printer (Obj. 27-4) 

When a form letter is created, it usually contains a date, a specific person’s 
name and address, and the salutation (Obj. 28-1) .......... 0... eee eee eee 

Markers used in a form letter file must be spelled exactly the same in the 
Matidiecdl bp jeyiraveaiet2 Ge 100) ORAS Mh We tae aoe bc ere Sane ana arte enn err Lose Fn apt Ea ete 

An address file requires special formatting for the computer to determine a 
person’s title, first name, middle initial, and last name (Obj. 28-2) ........ 

When an address file is created to be used with a form letter, there should 

be no blank spaces in the name line (Obj. 28-2).............. 2c cece eee eees 

The code @L@ marks the beginning of the addressee’s first name 
(OO PA Nn eh, NA OR Nap nee ee Oi eam ee Ph SMe et a aad RS 

If single-sheet paper is to be used in producing form letters, the format 
WAeno shoul debe: Seunlo. On OD 20-4 ne eccne oe aa fens cee Baten tee 

The basic content of personalized form letters is always different from one 
letterstOubhemle xt ODIs. 20-1 ) casters soe ates aoe «cede me ay to mee Semen eee 

A personalized form letter usually contains a date marker (Obj. 29-1) .... 

A form feed (.F'F) should be entered as the first line in a form letter (Obj. 

AS VIA nh ae Dh A Re ERE eae Re RA a an ae Pee ee Saar, AME! Rare eR cra, 

If you make an error after pressing RETURN in responding to a WPL 

question, you use the backspace key to correct the error (Obj. 29-3) ...... 

A WPL program can be interrupted by striking the ESC key (Obj. 29-3) 

Generally any kind of repetitive document is suitable for use with a WPL 
program if it requires variable information to be entered (Obj. 29-3) ..... 
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Glossary 

[B]: control character that moves the cursor to the beginning of the 

file and sets the arrow on the Data Line to > 

Backup copy: copy of files on diskette 

Buffer: temporary storage space on diskette reserved for text 

Character: any letter, number, symbol, or space that can be keyed 
on the keyboard 

Computer program: group of instructions to the computer, often 

prerecorded on a diskette 

Control character: letter that is struck while holding down the 
CTRL key 

Cursor: flashing rectangle on the screen that moves as text is 
entered, always showing the position at which the next character 
entered will be displayed. 

[D]: control character that changes the direction of the arrow on the 

Data Line 

Data Line: a status line displayed at the top of the screen that 
shows constantly updated information about the text 

Delimiter: a character used to separate print items from each other 

Diskette: a device similar in appearance to a stereo record on which 
text is magnetically recorded; also referred to as a disk or a 
floppy disk. 

Diskette catalog: list of files stored on a diskette 

Document: information on paper 

[FE]: control character that moves the cursor to the end of the file 

and sets the arrow on the Data Line to < 

Edit: change text 

Embedded print commands: print commands that are placed in the 
LOX 

[F]: control character used with Apple Writer’s find and replace 
function 

223 



224 Glossary 

File: text for a document stored on diskette 

[G]: control character used with Apple Writer’s glossary function 

Heading: title of a report that tells what the report is about 

[I]: control character that moves the cursor to the tab positions set 

by using [T] 

Initialization: a process that prepares the diskette to accept files 

[K]: control character used to make a series of capital letters 

[L]: control character used to load a file from diskette 

Line interval: the number of blank lines between lines of print 

Loading: process of reading text from a diskette and placing it into 

the computer’s memory 

Lock: protect a file on diskette so that it cannot be erased or perma- 
nently changed 

Menu: list of functions the word processor can do 

Merging: process of putting together one or more text files to cre- 
ate a new document 

[N]: control character used to erase memory 

[O]: control character used to view the DOS Commands menu 

[P]?: control character used to view the Print/Program Commands 
menu 

Powering down: turning off the different pieces of computer 
equipment 

Powering up: turning on the different pieces of computer 
equipment 

Prompt: message from a computer program telling the user what to 
do next. 

[Q]: control character used to view the Additional Functions Menu 

[R]: control character used to change from text-entry to replace 
mode 

Report: a document that presents information in paragraph form 

[S]: control character used to save a file on diskette 

Save: copy a file from the computer’s memory onto a diskette 

Scrolling: a feature of Apple Writer by which text moves up the 
screen as it is entered and disappears, but remains in memory 

Superscript: number raised slightly above the line that is used to 
indicate a footnote 

[T]: control character used to set and clear tab stops 



Glossary 225 

Text: groups of words 

[W]: control character used to delete or insert a word 

WPL: Word Processing Language—a feature of Apple Writer in 
which programs can be written to perform text-editing and print- 
ing commands automatically 

Write-protect tab: small piece of special adhesive paper that pre- 
vents destruction of files on diskette 

[X]: control character used to delete or insert a paragraph 

[Z]: control character used to turn word wrap on or off 
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