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Chapter 1 Introduction

This manual provides instructions on how to use the Canon word processing
system CanoWriter™. It is designed to make you a sophisticated user of the
many keys and functions necessary to create and edit your documents. To that
effect, practice sections are provided in the explanations of 5.1 Create New
Document and 5.2 Edit Old Document to teach you how to effectively use the
cursor control, editing, and function keys. Once you are familiar with their oper-
ations, you will be able to create and edit anything, from simple letters to large
manuals.

Printing of your document is also easy. Just tell the system how you want it
printed, Standard, Merge, or Dual Column (1 or 2 documents). The system will
do the rest.

The Copy, Delete, and Rename document functions make it easy for you to
maintain your documents.

Finally, the Quick Reference chapter provides a more detailed explanation
of each operation.

* CanoWriter is the trademark of Canon Inc.






Chapter 2 System Description

The 256K-byte AS-100 system is required to execute the CanoWriter. The
system consists of a CRT display unit, a keyboard, a disk drive unit and a Canon-
specified printer. The CanoWriter runs under the MS-DOS* operating system.
For details on the system components, refer to their respective instruction
manuals.

* MS-DOS is the trademark of Microsoft Corp.






Chapter 3 Basic Instructions: Getting Ready

3.1

3.2

3.3

3.4

Inserting Floppy Disks

Open the door of the disk drive A.
Fully insert the floppy disk into the drive with the labeled side facing left. Do
not insert the floppy disk at an angle or try to force it into the disk drive as this

may damage the floppy disk.

Close the door of the disk drive.

Power On

Turn on the power switch. The CanoWriter will be loaded automatically.
When the system is loaded, enter the date and time. And then the Main
Menu will be displayed.

Turn on the printer power switch when you need it.

Main Menu: Selecting Activities

Use the cursor control keys (CURSOR-LOCK ON) or space bar to move the
Acceptance Block (M) to the desired activity. Press . The activity
will be either immediately executed or a submenu or a message requesting
input of information necessary to execute the activity will be displayed.

Use | DEL | or |DELETE LINE] to delete any information you may have

input. deletes the character to the left and [DELETE LINE| deletes
all of the information.

Exit and Power Off

Select ““Exit”’ in the Main Menu.
Turn off power when the operating system prompt A > is displayed.
Remove the floppy disk.

Close the disk drive door.
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Chapter 4 Getting to Know the System

4.1

4.2

Concept

Operations are classified into two modes: Create mode and Strike Over
mode. Create mode is set, for example, when you are inputting text for the first
time.

Strike Over mode is set when, for example, you are using the editing keys
such as| COPY |or [INSERT |

You do not have to remember which mode you are in to effectively execute
operations but do keep in mind that some keys are effective in one mode but
not in the other.

Structure

Menus are organized in an inverted tree structure as shown below.

Note that only two levels of menus are shown. You can descend to other levels.







Chapter 5 Using the System

In Chapter 5, you will execute each of the activities displayed on the Main
Menu. Practice sections have been included in the explanations of the first two
activities (Create New Document and Edit Old Document) to teach you how to
use the cursor control, editing, and function keys. It is recommended that these
two sections be read as one unit.

In the practice sections, you will type in sample text to practice using the
cursor control, editing, and function keys. The key or keys that you use in prac-
tice will be shown as the header. The sample text to be input and the key or keys
to be pressed will be underlined. You will also be shown how the screens should
appear when you type in the sample text and press the key(s). And the shaded
portions explain the operation.

For example, if you were practicing how to use |+—|, this would be indicated
as follows:

This is the first line of the screen.

indicates the space bar.

Thiz iz the first line of the scoreen. _

Thi= i=s The first linme of tThe soreen.

In the above example, the cursor should be positioned under the character
“r” of the word ‘‘screen’’. Note that only part of the screen will be shown here.

To make learning of the cursor control, editing, and function keys as easy as
possible, the sample text and keys to be input and the screens will be given on
the center of the page. Additional explanations, which are not required for
practicing, will be given on the right side of the page. Thus, you can quickly
learn how to operate these keys by reading only the left side of the page.




5.1 Create New Document

In this section, you will create a new document file. In the practice section,
you will learn how to use the cursor control keys.

Use the following procedure to create a new document file:
1. Select ““Create New Document’’ in the Main Menu.

2. Input the name of the document to be newly created (for later practice, input
the name TEST.DOC) when the following message is displayed:

Document name to create:

A document file name consists of a root name (up to 8 characters) option-
ally followed by a period (.) and an extension of up to three characters. This is
in accordance with the naming conventions of the operating system. Note
that the extension may be omitted. Also, the document name will be dis-
played in upper case regardless of whether the name was input in lower or
upper case.

Example: TEST .DCC
SAMPLEOL

3. After the document name is input, press| ENTER |.

4. The document index screen, shown in 5.1.1, will be displayed.

5. After all necessary information has been input, press| ENTER | . The infor-
mation will be stored and the work screen will be displayed.

6. If you want to end editing of the document file and return to the Main Menu,

press | CANCEL | . The following message will be displayed:

End of edit’

To end editing, press | ENTER |. The Main Menu will be displayed. If you
change your mind and want to continue editing, press | CANCEL | again.

—10—



5.1.1

Create New Document Index Screen

CREATE MEW DOCUMENMT

Documant. name : TEST.DGC Passuwo

Cperator : Author

Document Kind : EDocument Header Foote

Direction :

Document ID : Commen
Print from page 1 Print thru page : 120
First header page: 1 First footer page: 1
Print start line. : 1 Document end tine: 95
Mo. of orignals 1 Type wheel Mo, : Q
Device : AP SO0 HA-1250 LP
2ort : CoMl coMz Coit3  COMd BLPT1 LPTZ
Paper : RA4-V A4—H B84-H
Pitch : Hl 2 3 4
Format : Unjustified MWJustified With notes
Forms : BContinuous Singte Special
Style : EFinal Draft
Summairy . Print Eomit

Header file name :
Footer file name :

rd @

P

t

Staring as page Mo. 1
Paper length : 66
Footer begins on line: &0
Left margine : 1 4N

Text Special

LPT3 LPT4 Disk

The document index screen shows two types of document index items:

document-related items and print-related items. The document-related items

are enclosed in brackets and will be explained here. The print-related items will

be explained in Section 5.3 Print Document.

Use the cursor control keys to position the cursor to the items where infor-

mation will be input. You may skip any index ite
document name.

The document-related items are as follows:

m, except of course for the

Document name: Displays the specified document name.

Password: A password up to 6 characters long may be specified for the docu-
ment. If specified, the password of the document must be input

whenever the document is to be edited. At that time, asterisks

will be displayed instead of the password.

Document kind: Indicates the kind of document, as follows:

Document: Indicates a text document.
Header: Indicates a header document.
Footer: Indicates a footer document.




Use the space bar, cursor left, or cursor right to position the cursor in front
of the item to be selected.

Operator (up to 20 characters):
Author (up to 20 characters):
Direction (up to 30 characters):
Document ID (up to 7 characters):

These items are used to manage and identify the document file, and can also
be used when printing the document.

Comment (up to 16 characters): This is used to insert comments.

Header file name: This is used to specify the name of the document that will
be used as the header file.
Footer file name: This is used to specify the name of the document that will
be used as the footer file.

Input the following information in the document-related items:

Password: ABC

Operator: Your name
Author: Your name
Direction: Print three copies
Document ID: 123
Comment: See me

—_—12 —



Work Screen

Document A:TEST .DOC Now on Page 1 Line 1 Position 1 FONT

11—

| ]

b-- » [ P 4

Text is typed in and edited on the work screen. The work screen items are as

follows:

Status line

Document: Indicates the name of the document being edited.

Now on ) . .
page: Indicates the number of the page at which the cursor is located.
Line: Indicates the number of the line at which the cursor is located.

Position: Indicates the number of the column at which the cursor is located.

FONT: Indicates the character font. The font can be changed by using the
ALT key in combination with the numeric keys 1, 2, 3, 4and S.
ALT/1..... Standard font
ALT/2 ....Bold
ALT/3 ....Italics
ALT/4 ....Superscript
ALT/S ....Subscript




@

(3)

(4)

Format Line

The format line indicates the vertical spacing, tab positions, and right/left
margin. The format line is only displayed on the screen, it is never printed.

1 : Indicates the type of format line.

1: Indicates that the vertical spacing is set to single. The vertical spacing can
be changed.

P : Indicates that a tab is set at this position.
«: Indicates the right margin.
Indicates the left margin.

Details on changing the format line are given in the explanation on the
FORMAT key ([ F5]).

Editing Area

The editing area consists of 20 lines by 157 columns. the document text is
input and edited in this area. The screen scrolls horizontally to display the docu-
ment text.

Message Display Area

Error messages and messages requiring an answer in order to continue edit-
ing are displayed in this area.

—14 —



5.1.3

Cursor Cotnrol Keys

In this practice section you will learn how to use the following cursor control
keys:

| «—|: Moves the cursor one character position-to the left.

|—|: Moves the cursor one character position to the right.

W / ['_——| : Moves the cursor to the beginning of the previous word.
IIRLI / |:| : Moves the cursor to the beginning of the next word.
['1]: Moves the cursor up one line.

['1]: Moves the cursor down one line.

|_7_|: Moves the cursor to the head of the block of document text.

: Moves the cursor to the end of the block of document text.

: Scrolls the screen down 19 lines.
: Scrolls the screen up 19 lines.

| CTRL |/ [ PgUp | : Scrolls the screen up one page.

[ CTRL |/ | PgDn | : Scrolls the screen down one page.

@ : Displays the line in which the cursor is located on the second line of the
screen.

* /> indicates that the two keys are pressed simultaneously. For example,

[CTRL | /|| means that press | CTRL | first and then press | —| holding
CTRL | pressdown.

Note that | CURSOR LOCKT must be on to enable the cursor control keys.
If it is not, the numerical values indicated on the key caps will be input.
| CURSOR LOCK | can be activated by pressing the | CURSOR LOCK | key.
The Lamp in the key cap will turn on. To deactivate CURSOR LOCK, press the
| CURSOR LOCK | key again. The lamp will turn off.

Now, let’s begin the practice section.

—15—






Press| «—|and hold it down.

The cursor should continzously move
to the left. When the cursor reaches the
beginning of the line, the cursor will
stop and an audible alarm issued. The
audible alarm indicates that the cursor
cannot move to the left any more.

Document Q:TEST . COC on Page 1

Line 1 Bosition 1 FoT

_ This is the first line of the screen.




‘ EE] 3 (eight times)

Docwrent H:TEST H0C Hol: on Page 1 Lina 1 Position § FOMT
- P L e e | e ===y
Thig is tye first line of the screen, - . - . -

Press|— |and hold it down.

The cursor should continuously move
to the right. When the cursor reaclies
the end of the line, the cursor will stop
and an audible alarm issued. The audi-
ble alarm indicates that the cursor
cannot move to the right any more.

—18 —




CTRL/—

Document R:1TEST.DOC How oh Page 1 Line 1 Position 40 FONT

» ¥ > P ——— r > 1

This is the first line of the screen._ -

[cTRL] / []

[CTRL]/ |[—][—] (Hold[ CTRL | down and press |—| three times.)

Document A:TEST.DAC Now onh Page 1 Line 1 Position 76 FCOMNT
11 » » » o 4 » > > > L
This is the first line of the screen. -

| | CTRL | / [:| move the cursor to the
left positioning it at the first character of
each word.

—19—



CTRL/-

| CTRL [/ |—]

CTRL |/[—][—](Hold [ CTRL |down and press |—| two times.

Document A:TEST DO Now o Page 1 Line 1 Position 33 FoIT
L1 » = b »— » =P mmwuep— - » 4
This is the first line of the screen.

[CTRL |/ [—] move the cursor to the
right positioning it at the first character
of each word.

—20 —




First position the cursor to the end of the line.

[ 1
L]

1A

RETURN

SB| This is the seventh line of the screen.

Documerd BETEST .DOC Now on Page 1 Line 7 Position 42 FONT
This is tiw fl;;t lj.l‘:e of ti'—\:screent: . " : ' : -

‘ This is the third line of the screen.d

‘ This ig the fifth line of the screen.¢

) This is the geuverth line of the screen.

-

-
-

A return marker () is displayed each

time is pressed.




Documnent R:TEST.DOC HMou on Page 1 iine & Pozition 1 FONT

4
4

4

L4

e S tetatd B e S e St ¥ 3 > 4
This is the first line of the screen.d S

This ig the third line of the screenh.d
This is the fifth lire of the screen.+

This is the seventh line of the screen.

Press and hold it down.

The cursor should continuously move
up to the first line. When the cursor
reaches the first line, the cursor will
stop and an audible alarm issued. The
audible alarm indicates that the cursor
cannot move up any more.

Document R:TEST.DOC Mow on Page 1 Lire 1 Position 1 FOMNT

€

e e e 4 bP— » » ]
This is the first line of the screen.d

Thig is the third line of the screen.d
This is the fifth line of the screen.d.

This ig the seventh line of the screen.

-2 —




Bocument A:TEST.DOC MNeow on Pages 1 Line 2 Position 1 FIONT
Lle——mp—s—y ’ * pmm e P p—————{
Thig is the first line of the screen.d

4

“ This is the third line of the screen.+$
L]

This is the fifth Line of the screen. <
4

This is the seventh lLine ot the screeh.

Press | | ] and hold it down.

The cursor should continuously move
down to end of the seventh line, when
the cursor reaches the end of the
seventh line, the cursor will stop and an
audible alarm issued. The audible alarm
indicates that the cursor cannot move
down any more.

—23 —




Bocument AITEST.DJC Now on Page 1 Line 7 PFosition 42 FONT
i1 > ’ ¥ » v » ] F

This is the first iine of the screen.<¢

e

This is the third line of the screen.i
L]

This is the fifth Line of the screen.+t

This is the seventh line of the screen.

[7] moves the cursor to the beginning

of the document text.
Cocument 8 TEST O0C Mou ory Page 1 Lire 1 Position 1 EOMT
11 » ’ e p e pm e p—m———

This is the first line of the screen.<
<

This is the tihird line of the screen.d
This is the fifth Lline of the screen.4

This is the seventh Fire of the screen.

—24 —



[1]

Document R:TEST.DAC Now on Page 1 Line 7 Position 42 FONT
11 » » » » » 4
This is the first line of the screen.4¢. - ... ... ....... ... .. ...

rﬂ moves the cursor to the end of the
document text.

—25—




. PgUp

Since | PgUp | scrolls the screen down 19 lines at a time, we need several
lines of text in order to see how | PgUp | operates. Type in anything until you
are on line 30. Use | RETURN | to insert lines. An example is shown below.

Document A:TEST.DAC Mow on Page 1 Line 27 Position 1 FONT
This is the seuenth line of the screen.d- - - .. ... .. o

a s

Type anything here.d

-~

xiwjhgibberishphd -

A A A A A A A A AAL LA

The line indication on the status line at the top of the screen will indicate
when you are on line 30.

| PgUp |
The screen will scroll down 19 lines. Note the changes on the status line.

Since there is no previous screen, an audible alarm will be issued and the

error message ‘‘No previous screen’’ displayed in the message display area. The
error message will disappear when any other key is pressed.

—26 —




PgDn
CTRL/PgUp

scrolls the screen up 19 lines at a time. Note the changes on the
status line.

Since there is no next screen, an audible alarm will be issued and the error
message ‘‘No next screen’’ displayed in the message display area. The error
meesage will disappear when any other key is pressed.

LCTRL | / | PgUp |

Since | CTRL | /| PgUp | display the first line of the previous page on the
first line of the screen, we need at least two pages of text in order to see how
| CTRL | /| PgUp |operate. Use the function key [ F2] (PAGE) to insert a page
break on line six. Position the cursor under the return marker on line six, then
press | F2 | (PAGE).

Do ment G- TEST Do Now oh Page

li——— - » —p P ~p
This is the first lipe of the screen.d

2 1 EOMT

This is the third iine of the screen.d
This is the fifth line of the screen.d

Type anything here.d

xiwjhgibberishphd:

—27 —



The page break is indicated by the page
break marker (M) and a broken line
across the screen. Note that the page
break marker replaces the return
marker.

[ CTRL |/| PgUp |(Hoid[ CTRL | down and press ).

Document A TEST .DOC Mow on Pags 1 Line 1 Position 1 FONT
- e i A it T

This ig thw first line of the screen.d

This ig the third line of the screen.d
This is the fifth line of the screen.d

Tnis is e sevenin Llne ot the screen.d

Tylre anvthing here. d

xiwjhgitberishphe

—28 —




[CTRL| /| PgDn |

[CTRL] /| PgDn |(Hold| CTRL | down and press | PgDn | ).

Document. A:TEST .DOC Now on Page 2 Line 1 Pogition 1 FanT

This 1s the seventh Line of tihhe sciteen.d
¢ e

Tyvpe anything bere.d

PN

xiwjhgibberishph4€

- A S AL LA SA LA s

—29 —




8

mmmE 0O

Document A:TEST - M€ MNowonPage? 1inel Positionl =~ FONT

- Nie e e —-EeCLR Ling OF the Beresn. ¥ T
4

‘ pere . ¢

Type anythin<s

-~

xiwjhgibberi sttt

| h &6 A A A A A AAALSLSLALA

1
|
|

This finishes the explanation of the cursor control keys and the
key. Before going on 10 the next section, practice using these keys until you are
familiar with their ope&¥alions.

When you ready tO#0 on to the next section, end editing of this document
and return to the Main Menu. Use the following procedure to end editing.

1. Press

2. The message “End ofedit?”” will be displayed in the message display area.

3. Press

The created document will be saved to the disk and the Main Menu dis-
played. When the Main Menu is displayed, go to 5.2 Edit Old Document.

- 30 —



5.2

1.

2.

3.

Edit Old Document

In this section, you will call the document file you created in 5.1 Create Old
Document. In the practice section, you will learn how to use the editing keys
and function keys except for [F6]| (MERGE) and [F9| (COMMAND).
MERGE and COMMAND are used during printing. MERGE is explained in
6.3.8. and COMMAND is explained in 6.3.11.

Use the following procedure to call an old document:
Select ‘“°Edit Old Document’ in the Main Menu.

Input the name of the document to be edited when the following message is
displayed:

Document name: XXXXXXXX. XXX

XXXXXXXX. XXX indicates either the name of the first document in the
summary file or the name of the document edited last. The names of the using

[1]and m as shown below:

TEST01.DOC

Document to edit: TEST02.DOC

|T| Displays the name of the previous
document.

m Displays the name of the next docu-
ment.

Note that an audible alarm will be issued if there is no previous or next
document.

You can display the name of the document to be edited with the cursor
control keys, or you can directly type in the name of the document.

After you have input the document name, press | RETURN ] or| ENTEFﬂ. If
you have specified a password for the document, the message ‘‘Input pass-
word’’ will be displayed. Input the correct password and then press
| RETURN | or[ ENTER |. The document index screen will be displayed with
the cursor positioned at ““Print from page.” Note that the cursor cannot be
moved to the preceding document-related items. However, these items can
be revised by selecting Document Index in the Main Menu. This will be ex-
plained in Document Index.

—31 —



4. Press| ENTER | to display the work screen. The first page of the old docu-
ment will be displayed.

5.21 Edit Old Document Index Screen

EDIT OLD DOCUMENT

Document name TEST .bOC Password : Akrdk

Operator Your name Author ¢ Your name

Document Kind BDocument Header Footer

Direction Print three copies

Document ID 123 Comment : See me
Print from page 1 Print thru page : 120 Staring as page Mo. 1
First header page: 1 First footer page: 1 Paper length H 66
Print start line : 1 Document end line: S5 Footer begins on line: 60
No. of orignals 1 Type uheel Mo, 0 Left margins : 1 40
Device : AP S00 R~-1250 P Text Special
Port o CcoMl coMz ComM3 comd  ELPT1 LPT2 LPT3 LPT4 Disk
Paper : BAR4-V R4-H B4-H
Pitch : Bl 2 3 4
Format : Unjustified BJustified With notes
Forms : BContinuous Single Special
Style : WFinal Draft
Summary: Print E0mit

Header file name :
Footer file name :

The information you input for the document-related items when you creat-
ed the document are displayed on the Edit Old Document index screen. Note
that asterisks are displayed for the password. Each of the document-related
items have been explained in 5.1.1 Create New Document Index Screen. See
5.3. Print Document for the print-related items.

—32 —



5.2.2

Work Screen

Document A:TEST.DOC How on Page 3 Line 1 Pogition 1

_ This is the first line of the screen,d
¢

This is the third line of the screen.d
4 R
This is the fifth line of the screen.d

This 15 the seventn Line of the screen. ¢

Type amwthing here. 4

xiwjhgibber ishphd




5.2.3

Editing and Function keys

In this practice section you will learn how to use the editing and function
keys.

The editing keys are:

INSERT | : Inserts text.
DELETE | : Deletes text.

MOVE | : Moves text.

COPY | : Copies text.

The function keys are:

_F1]

F2 | PAGE: Sets page breaks.

INDENT: Indents using the tabs specified on the format line.

F3 | CENTER: Centers text.

F4| RULER CODE: Sets ruler code to indicate the outline of dia-
grams.
F5 | FORMAT: Displays the format line, which can then be modified.

MERGE: Sets merge markers for merge printing.

_F7 ] SEARCH: Searches for specified text in the document file.
REPLACE: Replaces specified text in the document file.
COMMAND: Enables the specification of four commands.

F10 | LAYOUT: Displays a layout of the page being edited as it would
look if it were printed.

E} BLOCK TAB: Sets a block tab marker at the current cursor posi-
tion.

[F12] GOTO PAGE: Displays the beginning of specified page on the
first line of the screen.
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INSERT

MERGE and | F9 | COMMAND will be explained later.
Now, let’s begin the practice section.

Position the cursor under the character ““f*’ of the word ‘‘first”’ in the first sen-
tence on the screen.

Document R:TEST.DGC Mow on Page 1 Line 1 Position 15 FONT

e )

Incert what ?

very

The space bar must be pressed so
that a space will be inserted between
the words ‘“very’’ and ‘“first.”
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Document A:TEST 60C Movt ey Page t Line 1 Position 20 FOMNT

e Svesd S S

v

This is the very first line of the screen.
Thig is the third line of the screen.d
This is the fifth tirne of the screen.d

This 1S Uwe seventh Line of the screen.d

Type anvthing here., ¢

xiwjhgibberishph¢

P N N N N N N
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DELETE

Position the cursor under the character ‘‘v’’ of the word ‘‘very”’ in the first sen-
tence on the screen.

Document. A:TEST.DGC Now on Page 1 Line 1 Position 15 FONT
11 » » > > » ] e g |
Thigs is the very first line of the screen.d
P
This is the third line of the screen.d. .
L T T T T T T T .
This is the fifth line of the screen.d. .
W e
“TThis is the seuenth 1ine of the screen. T TTTToTTooToToooTooeo
€
P
Type anything here. €. - - oo
e
xiwjhgibberishphe - - oo
e
€ e
€ e
2
S
P
‘ ........................................
S
Delete what ?

j

This indicates that the word “‘very’’ is
to be deleted. The cursor is positioned
under the character ‘‘f”’ of the word
““first’’ so that the space between the
words ‘‘very’” and ‘“first” will also be
deleted.
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Document G TEST  DoC Mo on Page 1 Line | Position 15 FOHT
11-———» ~d » P )}
This iz the first Line of the screen.d
L ]
This is the third line of the screen.d
4

This is the fifih Lline of the screen,d

1S 15 e SoUehicdr vafe o7 BNE Seresi. €

Tvpe arwthing hera. 4

xiujhgibberichphd

Pos

ition the cursor under the page break marker. |INSERT | | RETURN |

[ENTER | [ DELETE | [1] [ ENTER]

R N TN

Mocgmant O TEST Y ~ How o Pass ! Lt T Pozit: w, | ST
Lt » - 4 L > » il |
This is the first line of the soresn, ¢
4
Thic is the third line of the screen.
4
This is tiwe fifth Lline of the soieen,d
L]
_ This is the sevsnth lin of the <creen.d
L |
4

Tupe anvihing here. 4
injlgilerishph€

Delete the return marker at the end of the seventh line and everything after it.




MOVE

[7] [mOVE]

Document. G TEST  DOE Mow on Pags 1 Line 1 Position 1 FONT
Il— e p -» »— o
- This is the first lire of the screen.d

[l

w
-~

This ig tiwe third line of the screen.d

Thig i tihe fifth line of tiwe screen.d
L |
This is the seventh tine ot the screen.d

Hove what 2

This indicates that the first line of text is
to be moved.
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Document A:TEST .DOC Noid on Page i Line 1 Pogition 1 FOMT
D e e e S T et ¢
[

This is the third line of the screen.€
4

This is the fifth line of the screeri. ¢
[

This is the seuventh tine of the screen.d

To whepre 2

This indicates that the first line of text is
to be moved to the third line of the
screen.
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Document ¢1:1E5T D07 Wit om Paces 1 Lire o Positicr 1

L |
This
This
This

This

iz
is

is

is

the third line of the screen.d

the

the

first tire of the screen, 4

fifth line of the soreen, 4

the seventh line of the screen. <

Document A:TEST DoKW Hewy oy Paae 1 Line 3 Pogition !

4

-l

This

This i
This i

This i

the
the

the

the

Pl — - — 3 > » C

third Line of the screen.d
first Line of the sarean.d

fifth line of the screen.d

savanth Line of the screon.d
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. COPY

1
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Documant R:TEST .DAC tiow on Page 1 Line 4 Position 1 FOHT
i » ’ b e k -~ 1
+

This is the third line of the screen.d
This is the first line of the screen.4
4

This is the fifth Line of the screen.d
1

This is the seuenth line of the screen.d

To wvheare 7

This indicates that the line of text is to

be copied to the first line.
ENTER
Document A:TEST.OOC tow on Page 1 Limne 2 Position 1 FOMT
11 L4 e » L e N Snentielel il

Thig is the first Line af the screen.d

This ig the third line of tlhe sScreen. ¢
This is the first line of the screen.¢ - - - -

This is Ehe fifth line of the screen.<¢

This is the seventh lLine of the screen.d

To uwhere ?
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CANCEL | to stop the copy operation.

At this point, use | DELETE |to delete the line of text on the fourth line.
Hint: [{][1|[DELETE ][ ! | [ENTER]

and can be used
with the key to move and
copy text from other documents. The
operations are the same as those de-
scribed in the preceding practice sec-
tions. Details on using the

key with |MOVE| and | COPY | are

given in Chapter 6.
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F1 (INDENT)

“F1! ( INDENT )

[7] (Al [F]

Note that an indent marker is displayed
at the tab positions on the format line
and that the character at the cursor posi-
tion when [ F1] is pressed is replaced
by the indent marker. Therefore you
should first insert a space before the
cursor position before pressing [ F1 .

Documenit AITEST DOC Now on Page 1 Lire % Fosition 18 FONT
11— e e Ammindetaieter Tt »
4This is the first line of the screen,d

v
-~

Thig is the third lipe of the screen.
4

This is the fifth lire of the screen.d

This is the seventh iine of tha screen. <
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[] [DELETE] [=] [ENTER]| [—] [DELETE | [—] [ENTER]
INSERT| [sB] [sB] [ENTER

Document HITEST.OOC Mot ot Pacs ] Line | Position 3 FOoMT
L1 P~ b————— P P———— - R > » 3 +
_ This is the first lire of the screen.d
4
This is the third Line of the screen.d
<
This is the fifth line of the screen.d
¢

This is the saventh line of the screen.d
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F2 (PAGE)

F2 | (PAGE)

Docvment O TEST DT Mo o Page 1 Line d Position | FoT
Li-—— = ————p—————_— e~ ——) - »-- [ 4
This is the first tine of the screen. 4
Ll
™is is the third 1ine of the screen, ¢
4
This is the fifth line «f the sSCreen. ¢
4

This is the seventh lire of tIe screen_d

[F2]

Doctment W TEST DO Mow ony Fage 2 Line 1 Position 1 FOHT
ii- » === D e S B i e S ——!

This is the first Line of the aCreen. €
L ]

This is the third line of the screen.d
[ ]
_ This is the TLith Lite Of G screen.< ... LT TTTTTToomommernnnes
4

Thig 13 The seuventh line of the soreen. 4
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SHIFT/F2 (PAGE)

@ is used to insert page breaks to in-
dicate the text that is to be included on
a page when printing.

At this point, use | DELETE | to delete the page break. Then press
[INSERT|, |[RETURN ], and [ ENTER |
screen.

| SHIFT | / [F2]| (PAGE)

SHIFT/F2 is used to set blocks. Blocks are the units in which text is handled
(read into and from memory). When a block becomes filled with text, the
message ‘‘Pbuf full”” will be displayed. To open a new block and continue input-
ting text, press | SHIFT |/ | F2|. See 6.3.3 for details.
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F3 (CENTER)

F3] (CENTER)

[1] [RETURN] [F3]

Cocument (:TEST .OOC Now an Pags 1 Line 9 Position 47 FOMT

™This is
4

Thig is
4

This is
‘

Thizs is
4

the first 1ine of the scresn. d
the third line of the screen.d
the fifth Line of the screen.d

the seventh Line of the screen. 4

The cursor should be positioned at the center of the ninth line and the
centering marker (@) displayed at the beginning of the ninth line.

Centering Centering

This is
£

This is
]

This is
4

This is
<
.

Docisment w3 TEST DOC Hory cay Page b Line 9 Pusition e FrgaT

the first lirne of the screen.d
the third line of the screen. 4
the fifth Line of tihw screen. ¢
the seventh line of the screéen. <

Lentering Centerina
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Text will be input from the left. Press
to stop centering.

[F3] (CENTER) can also be used to
center text already input. Move the
cursor to the beginning of the text to be
centered, use to insert a
space, and then press
(CENTER). The text up to the next
return marker will be centered. A space
must be inserted because the centering
marker takes up one space. See 6.3.4
for details.

Delete the centering marker and Centering Centering.

|

Cocument Q:TEST _DOC ok on Page 1 Lina 9 Pocition 1 FORT
Llmmmne - [ o P [ = p— - N
This is the first line of The screen.d
This is the third line of the screen.d
4
This is the fifth line of the streen. <
4
This is the seventh Llire of the screen.d
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SHIFT/F3 (CENTER)

| SHIFT |/ [F3] (CENTER)

| SHIFT | /| F3 | Right Input

Document A TEST, DOC How oy Pags | Line 9 Pogition 72 FOMT
Li=mmmmp b ’ b T e e
Thig is the first line of the screen.d

4
This is the third line of the screen. ¢
L]

This is the fifth line of the screen.¢ ...
4

Trig is the sewenth lire of the screcn . €
4

Rigrt Input

[RETURN]| 1 |[DELETE]| | | [ ENTER]

Doctment BrTEST DOC tow on Pags 1 Lirvy 9 Position 1 FOoMT
11 P o R — [ B
This is the filrst lire of the screen, d S
4
This is the third line of the screen.t
L
This is the fifth lirne of the soresn.d¢
€
Thig is the seuventh lire of the screen.d
1
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F4 (RULER CODE)

F4 | (RULER CODE)
CLEAR SCREEN| (SET TABLE)

[SHIFT| / | F4

[1] [RETURN]| [DELETE LINE| [DELETE LINE| [F4] x 17 times
|DELETE LINE| [DELETE LINE|

|F4 | |[DELETE LINE| | F4| IDELETE LINE| | F4| | RETURN|
|DELETE LINE| [DELETE LINE]

[F41 x 17 times

|DELETE LINE| [DELETE LINE]
| F4| IDELETE LINE| | F4| IDELETE LINE| | F4| | RETURN |

|DELETE LINE| |DELETE LINE|

I F4| x17 times | RETURN

Document A:TEST.DOC Now on Page 1 Line 15 Position 1 FCONT

This is the first line of the screen. -~ - - ... .. ... ... ..

G
4 + FO
HHH O
+ + FOo
PG

Note that |DELETE LINE| inputs
spaces up to the tab position set on the
format line.




F5 (FORMAT)

| CLEAR SCREEN | (SET TABLE)

Document A:TEST.DOC Now on Page 1 Line 15 Position 1 FCMNT
11 » » 4 4 > » > » 4
This is the first line of the screen.d. - .-

The lines of the diagram can be converted back to RULER CODE by
SHIFT/F4.

Hint: | COPY | is useful for making diagrams.

F51 (FORMAT)
SHIFTI/ | F5

[F5] displays the format line defined in the summary file. |+—| displays the
message “‘which format line (1/2) - --. specify 1 or 2. The message ‘“Vertical
spacing?” will then be displayed. Specify the desired spacing. [ SHIFT| / [ F§
is used to modify the format line immediately above the current cursor position.

Press | CANCEL | to cancel this operation. See 6.3.7 for details.
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F7 (SEARCH)

| F7 | (SEARCH)
ISHIFT| / [ F7 | (GLOBAL SEARCH)

[z] ] [T] (1] F7_

The following message will be displayed.
‘‘Search what?”’

seventh

The word “‘seventh’ on the seventh line of the screen should be indicated.
You now have three choices. You can type in another word, press
to stop searching, or press to continue searching. The message
“‘Search next?”’ is displayed in the message display area to ask you if you want
to continue.

Document A:TEST .DOC Mow o Page 1 Line 7 Pocition 1S FONT

Ll b p— P p—————) - » 3 ¢
This ig the firast line of the screen.d. - .. o

€. e

P Y N N

Search next ?

The message ‘“Not found”’ should be displayed because there is no other oc-
currence of the word ‘‘seventh.”

— 54 —



[7] IsHIFT] 7 [F7
The message ‘‘Search what?”” should be displayed.

line (In response to the message ‘‘Search what?>’) | ENTER
The first occurrence of the word “‘line”” should be indicated.

Document A:TEST.DAC Mow on Page 1 Line 1 Position 21 FONT
11 » » 4 » » » » » 4
This is the first of the screen. ¢ - - - ... .. ...l
This is the third line of the screen.<¢ - ... ... .. ... .. ... ... ...
This is the fifth line of the screen.¢ - - . ... ... ... ... ...,
This is the seventh line of the screen.¢ - - .- ... ... ... ...
€
o
e
€
.

Search next ?

ENTER
The second occurrence of the word ““line” should be indicated. When you

are finished searching, press | CANCEL
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F8 (REPLACE)

F8| (REPLACE)
SHIFT|/ [ F8| (GLOBAL REPLACE)

Position the cursor to the beginning of the word *‘screen’ on the first line.

Diocumannt G TEST 000 How on Page 1 Lire 1 Pozition 39 FOMT
TR b D » - »—- S E————
This is the first line of the

Thics iz the third {ine of tha screéen.d
Thig is the fifth Lline of the screen.d

This iz the severth line of the screen

P N

Replale uhat 7

The message “‘Replace what?’’ should be displayed.
Use |—| to indicate that the word ‘‘screen’” is to be replaced.




Document RITEST.DOC Moad ot Page 1 Lime ) Position 40 FOMT

Replace it with 7

The message ““Replace it with?”’ should be displaved.

display | ENTER

Doeumant ATEST NOC Hests oy Pags 1 Lires | Positicr &0 T

e T e e

This is the first”line of the digplayv.d
‘ This is the third line of the screen.d
‘ This is the fifth line of the screen.4
‘ This is the seventh line of the screen.d
1

N )
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SHIFT/F8
F10 (LAYOUT)

|SHIFT| / [F8]

[SHIFT| / | F8]is used in the same way as except that you can con-
tinue replacement. The system will search for and indicate the word you speci-
fied to be replaced. The message ‘‘Replace it?”’ is displayed to ask you if you

want to replace the word with the one you specified. Press| ENTER | to replace
the word.

F10 | (LAYOUT)

F10
Document, R:TEST.DOC Now on Page 1 Lire 1 Position do FONT
11 » » » > P

This is the first line of the displayd
‘ This is the third line of the screen.d
‘ This is the fifth line of the screen.d
‘ This is the seventh line of the screen. <
1

<
4
4
<
<
~n )': - r:,f‘:,ft'»\, :?f:—»: L THRS" LS

ST L Y S R e

2 7

. »

—_— 3l

When is pressed, a layout of the
page being edited will be displayed on
the right side of the screen.
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ninjninniniE

Document A:TEST .DOC KMow on Page 1 Line 7 Position 4 FONT
[SI |

D displays the part of the layout
where the graphic cursor is located on
the left side of the screen.

CANCEL | (to erase the layout.)

is convenient for displaying the
page as it would look if it were printed.
This allows you to see if any corrections
in indentation, margins, etc. are neces-
sary before printing. In addition, the
layouts of other pages can be displayed
using[ CTRL| /7 [PabDn| [CTRL]/
[ PgUp |, and |F12|.
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F11 (BLOCK TAB)

F11 (BLOCKTAB)
ISHIFT! / F11

Insert a block tab marker (—!) in each of the sections of the diagram that
you made using | F4 |. Then position the cursor to the line preceding the top

line of the diagram.
Document FrTEST . DGC Hog o Pags L Lirex 13 Position 26 FoHT
This is the seventh ling of the screan. d
4
-+ 4 4
¢
4 <
1
ITHSHIFTI/ | F11 |
Dovcomesnt ReTEST  DOC Moy on Pace | Lime 11 Position I8 FOMT
Li—mmop e L ... B ey |

Thig is the first line of the displavd
‘ This is the third line of the screen.¢
) This Is the fifth line of tihwe scresmn.d
‘ Thig is the seventh line of the screen.d
‘

P S

- 60 —




The cursor should move to the first
block tab marker.

1 (the number 1, not [1]). [SHIFT| / [ F11]. 2, ISHIFT| ;| F11]. 3,
[SHIFT| /| F11],and 4

There should be a number in each one of the sections.

Document A:TEST .DOC

Now on Page 1

Line 15 rusiviull 2« FONMT

11 » »

>

<

<

»

Al

2

43

“4a_

» > » 14 1

This is the first line of the displavd

This is the third line of the screen. <
This is the fifth line of the screen.<

This is the seventh Line of the screen. <
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F12 (GOTO PAGE)

[F12](GOTO PAGE)

Use | F2]| (PAGE) to input the page break at 6th line in the text.

[F12.

F12

The following message should be displayed in the message display area:
““Which page?”’

Document, A:TEST.DOC Mow on Page Z Lire 1 Position 1
11 > 4 > p———— » 4 » » ==—d
is is the first

FiIT

is the third line of the screen.<

is the fifth line of the screan.d

+#2

F S N V'S

Which page ?

1 (the number)  ENTER |

The first line of page one should be displayed on the top line of the screen.

[F12]

The first line of page two should be displayed on the top line of the screen.
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5.3 Print Document
Four types of print operations are supported in the CanoWriter.
Standard Print

Prints the edited document as is.

Merge Print

Prints the edited document inserting the merge items defined in a merge file
at the locations specified in the document.

Dual Column Print (1 Document)

Prints the document in two columns as shown in the figure below.

Dual Column Print (2 documents)

Prints two documents in two columns as shown in the figure below.
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5.3.1

Standard Print

1. Select ‘“Standard Print”’ in the PRINT DOCUMENT menu.

2. Specify the name of the document to be printed when the following message

is displayed:

Document name to print

When this message is displayed, the name of the document that was last
printed or the name of the first document in the summary file will also be dis-
played. The name of the document to be printed can be typed in directly or dis-
played by using the cursor control keys. After specifying the name of the docu-

ment to be printed, press | RETURN | or| ENTER | . The following screen will
be displayed:

The items enclosed in the box are used at the time of printing.

PRINT. DOCUMENT

Document name : TEST.DOC Password : *kickiok

Operator : Your name Author 1 Your name

Document Kind : BDocument Header Footer

Direction ¢ Print three copies

Document ID : 123 Comment See me
Print from page 1 Print thru page : 120 Starting as page No. : 1
First header page: 1 First footer page: 1 Paper length : 66
Print start line : 1 Document end line: S5 Footer begins on line: 60
No. of orignals 1 Type wheel No. : 0 Left margins : 1 40
Device : AP SO0 R-1250 P Text Special
Port COM1 coM2 COM3 COoMd  ELPT1 LPT2 LPT3 LPT4 Disk
Paper : BA4-V Aq-H B4-H
Pitch : ml 2 3 q
Format : Unjustified WRJustified With notes
Forms : EContinuous Single Special
Style : WFinal Draft
Summary: Print EOmit
Header file name
Footer file name

Print from page: Specifies the page of the document file from which printing is
to be started.

Print thru page: Specifies the page of the document file at which printing is to
be stopped. Even if a value larger than the actual number of
pages of the document file is specified, printing will stop when
the contents of the document file are printed.

Starting as page No.: Specifies the first page number from which pages are to
be numbered.
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First header page: Specifies the number of the first page on which the header is
to be printed.

First footer page: Specifies the number of the first page on which the footer is to
be printed.

Footer begins on line: Specifies the number of the line on which the footer is to
be printed.

Paper length: Specifies the number of lines printed for each page. Specify the
number of lines printed for one page, which is set for the printer.

Print start line: Specifies the number of the line at which printing is to be start-
ed. This also specifies the number of the start line on which the
header is to be printed.

Print end line: Specifies the number of the line at which printing is to be
stopped.

No. of originals: Specifies the number of documents to be printed.

Type wheel No.: Specifies the type wheel number when the AP500 Electronic
Typewriter is connected.

Specify the following values:

Automatic

6 characters/inch

10 characters/inch (Pica)
12 characters/inch (Elite)
15 characters/inch (Micro)
Proportional Spacing (PS)

AN

Left margins: Specifies the left margins when printing documents in the follow-
ing format:

XXX YYY

XXX specifies the left margin when printing one document. YYY specifies the
left margin of the second document when printing dual documents.

Device: Specifies the type of printer used for printing.

AP 500: Electronic Typewriter AP500

A-1250: Dot Matix Printer A-1250

LP: Centronics Printer

Text: Specify Text when outputting only part of the text of a docu-
ment file as a source file.

Special: Printers other than those supplied by Canon

Port: Specifies the name of the port to which the printer used for printing is con-
nected.



COM1 to COM4: Communication ports (RS232C)

LPT1 to LPT4: Ports for printers with centronics interfaces.

Disk: When Disk is specified, the message ‘‘Filename to output” will be
displayed before printing is started. When the file name is specified,
the text in the document file or an image of the text printed at the
printer will be output to the specified document file.

Paper: Specifies the size of the paper used for printing.

A4-V: Adsize, vertical
A4-H: Ad size, horizontal
B4-V: B4 size, vertical

Pitch: Specifies the pitch size for proportional spacing.

1: 8/120 pitch 3: 12/120 pitch
2: 10/120 pitch 4: 14/120 pitch

Format: Specifies the print format.

Unjustified: The spacing between characters is not adjusted during
printing.

Justified: The spacing between characters is adjusted during printing.

With notes: Commands in the document file are printed enclosed in ex-
clamation marks.

Forms: Specifies the paper type.
Continuous: Continuous forms
Single: Cut sheets
Special: Not supported

Style: Specifies the print style.

Final: Prints the document file as specified.
Draft: Prints the document file with double spacing.

Summary: Specifies whether to also print the summary file.
Print: The summary file is printed at the end of the document file.
Omit: The summary file is not printed.

The cursor left and right keys and the space bar are used to make the selec-
tion.

After the desired selections have been made, press | ENTER | to start print-
ing.

Press | CANCEL | to cancel printing. All items input will become invalid and
the PRINT DOCUMENT MENU will be displayed again.
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5.3.2

5.3.3

4. When the document file is printed, the PRINT DOCUMENT MENU will be

displayed. When | CANCEL | is pressed during printing, printing will be
stopped and the following message displayed:

Error * Aborted —— Strike any key

Merge Print
1. Select “Merge Print” in the PRINT DOCUMENT MENU.

2.  When Merge Print is selected, the following message will be displayed. Speci-
fy the name of the document file to be printed.

Document name to print

After the document file name is specified, press| ENTER [. The following
message will be displayed. Specify the name of the merge document.

Document name to merde

After the document file name is specified, press| ENTER |. The following
message will be displayed. Specify the merge start record number.

Merdge start record Mo,

After the merge start record number is specified, press| ENTER |. The
screen for spacifying the print items will be displayed.

3. The specification method of each item and starting and stopping of printing
are the same as those for 5.3.1 Standard Print.
Details on merge are given in 6.3.8 F6 (MERGE).

Dual Column Print One Document

1. Select ““Dual Column Print (1 document)’’ in the PRINT DOCUMENT
MENU.

2. When Dual Column Print is selected, the following message will be displayed.
Specify the name of the document to be printed.

Document name to erint

After the document name is specified, press| ENTER |. The screen for
specifying the print items will be displayed.

3. The specification method of each item and starting and stopping of printing
are the same as those for 5.3.1 Standard Print.
Be careful of the left margins when printing document files in dual columns.

— 67 —



5.34

Dual Column Print (2 documents)

Select ‘‘Dual Column Print (2 documents)”’ in the PRINT DOCUMENT
MENU.

When Dual Column Print (2 documents) is selected, the following message
will be displayed. Specify the name of the document to be printed on the left.

After the document name is specified, press| ENTER |. The following

message will be displayed. Specify the name of the document to be printed on
the right.

After the document name is specified, press| ENTER |. The screen for
specifying the print items will be displayed.

The specification method for each item and starting and stopping of printing
are the same as those for 5.3.1 Standard Print.

Note that the screen displayed for specifying the print items is effective
only for the document on the left.

Like Dual Column Print (1 document), be careful of the left margins
when printing two documents in columns.
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54 Document Index
54.1 Document List

Document List allows you to locate and display pertinent information on the
document by specifying certain conditions.

If necessary, this summary information on the document file can also be
printed.

1. Select “Document List” in the DOCUMENT INDEX MENU.

2.  When Document List is selected, the following screen for specifying the con-
ditions for locating and displaying the summary information will be displayed.

DOCUMEMT INDEX

By last revised date : After 01,01,83 Before 123199
By last printed date : After D1-/01/83 Before 12-31-99

Selecting
B ALl
O By document name S
0 By author S
0 By operator :
0O By document ID S
O By direction ]
0 By created date : After 01/01/83 Before 12/31-93
a
a

The conditions for locating document files are:

By document name
By author

By operator

By document ID
By direction

By created date

By last revised date
By last printed date

To specify the condition by which the document files will be located and
displayed, use the cursor up and down keys or the space bar to position the
cursor to the condition to be specified. Then press [ RETURN |or [ ENTER |

When either key is pressed, the document files satisfying the specified
condition will be displayed.
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An asterisk may also be used to display several related document files.
For example, specifying TEST * could display such document file names as
TEST.DOC or TEST.MSG.

To cancel, press | CANCEL |. The previous screen will be displayed again.

To display the summary information of a document, position the cursor to
the head of the document file and then press| RETURN | or | ENTER |

If the entire document file cannot be displayed on the screen at the same
time, the screen can be scrolled to display the remaining part of the document
file.

To cancel, press| CANCEL | . The previous screen will be displayed.

When | ENTER | is pressed, the following message requesting input of the
port name will be displayed with the summary information.

Primt summzry 7{(ENTER or CANCEL)
Press| ENTER | to print the summary information. The previous screen will

be displayed by pressing | CANCEL

Port : &BCaM1 CcoMz2  CoM3  Cord LPT1 LPTZ LPT3 LPT4

Use the cursor control keys or space bar to move the cursor to the head of
the port. Then press | RETURN | or | ENTER |

When | RETURN | or [ ENTER | is pressed, the information currently dis
played on the screen will be printed on the printer connected to the specified
port.
When printing is finished, the previous screen will be displayed again.

To cancel, press | CANCEL |. The previous screen will be displayed.

—70 —



54.2 Document List with Sorting

Documents can be located and pertinent information on the documents dis-
played as indicated by the selected sort item.
If necessary, this summary information on the document file can also be

printed.

1. Select “Document List with Sorting”” in the DOCUMENT INDEX MENU.

2.  When Document List with Sorting is selected, the following screen for spe-
cifying the conditions for locating and sorting the pertinent information on
the document will be displayed.

gooooocoOoo0O.

oooooooo

DICUMENT IMDEX

Selecting

All

By document name

By author

By operator

By document ID
By direction

By created date

s &
: After 01-01/33 B=fore 12/31,99

By last revised date : After 01 01,83 Before 12/31,99
By last printed date : After 01-01/83 Before 12-31.33

Sortirg

By document nane

By author

By operator

By document ID
By direction

By created date

By last reviced date
By last printed date

The conditions by which documents can be sorted and displayed are:

By document name
By author

By operator

By document ID
By direction

By created date

By last revised date
By last printed date

Use the cursor control keys or the space bar to position the cursor to the
item to be selected. Then press | RETURN | or | ENTER |.

To cancel, press | CANCEL |. The previous screen will be displayed.
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When | RETURNT or | ENTEm is pressed, the document files satisfying the
specified condition will be displayed as indicated by the selected sort item.
The summary information on a document can be displayed by positioning
the cursor to the head of the document by using the cursor control keys and
then pressing | RETURN |or | ENTER |
This specification method is the same as that explained in 5.4.1.
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5.4.3 Update Document Index

Update Document Index allows you to update items set for a specific docu-
ment.

1. Select ‘“‘Update Document Index”’ in the DOCUMENT INDEX MENU.

2. When Update Document Index is selected, the following message requesting
input of the name of the document to be updated will be displayed.,

Document name

3. Input the name of the document and press| ENTER |. The following screen
showing the index items of the specified document file will be displayed.

UPDHTE DOCUMENT INDEX

Documsrit name @ TEST.DJC Password : #®fseklck

dparator ;Yo name Author : Your name

Oocument Kind : BDocument Header Footer

Direction ¢ Print three copies

Document ID : 123 Comment : See me
Print from page 1 Print thru page : 120 Staring as page No. 1
First header page: 1 First footer page: 1 Paper length H 66
Print start line : 1 Document end line: 55 Footer begings on line: [={n]
M2, of orignals 1 Type wheel Mo. : 0 Left margins : 1 falu]
Device : AP SO0 A-1250 P Text Special
Port : COMl CarMz2 Cam3 COMd  ELPTL LPT2 LPT3 LPT4 Disk
Paper : SA4-V Ad-H B4-H
Pitch : 1 2 3 [4)
Format @ Unjustified WJustified With nctes
Forms : BCortinuous Single Special
Style @ WFinat Draft
Summary:  Print W0mit

Header file name :
Footer file name :

Note that the document name cannot be updated.

When update is finished, press| ENTER |. The previous screen will be dis-
played.

To cancel, press | CANCEL | . All changes made so far will be invalidated
and the previous screen will be displayed.
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544 Print Document List

Print Document List allows you to locate and display document files by spe-
cifying certain conditions and print the document list.

1. Select ‘‘Print Document List” in the DOCUMENT INDEX MENU.
2. When Print Document List is selected, the following message requesting

input of the port to which the printer used for printing is connected will be dis-
played.

Port : BCOML cor2 comM3 Cord LPT1 LPT2 LPT3 LPT4

Use the cursor control keys or the space bar to position the cursor to the
port and then press | RETURN |or [ ENTER |

3. When [RETURN | or | ENTER | is pressed, the following screen will be dis-
played.

DOCUMENT INDEX
Selecting

§ ALl

0 By document name
0 By author

0 By operator

0 By document ID
O By direction HEE

0 By created date : After 010183 Before 12,3139
0 By last revised date : After 01-/01/83 Before 12/31/939
O By last printed date : After 01,0183 Before 12/31/99

¥ ¥ X ¥

Specify the condition as explained in 5.4.1 Document Index.

After the condition is specified, press| ENTER |. The document list of the
specified document file will be printed on the printer connected to the specified
port.

When printing is finished, the previous screen will be displayed.

To cancel printing, press | CANCEL | . Printing will stop and the previous
screen will be displayed.
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545 Print Document List with Sorting

Print Document List with Sorting allows you to locate and sort document
files by specifying certain conditions and print pertinent information on the

document.

1. Select “‘Print Document List with Sorting’’ in the DOCUMENT INDEX

MENU.

2. When Print Document List with Sorting is selected, the following message
requesting input of the port to which the printer used for printing is connected

will be displayed.

Port : BCOM1 corMz  CcoM3 CoMg

LPT1 LPTZ LPT3 LPT4

Use the cursor control keys or the space bar to position the cursor to the

port and then press | RETURN | or [ ENTER |

3. When | RETURN |or | ENTER | is pressed, the following screen for specify-
ing the condition for locating, sorting, and finally printing the document file

will be displayed.

Selecting

By document name
By author
By cperator
document ID

By direction

By created date

By last revised date
O By last printed date

ooooooom.m
@
X

Sorting

document name
author

operator

document ID
direction
created date

last revised date
last printedq date

oogoooooo
owomomm
@‘?‘(%‘(‘(‘(‘(

DOCUMENT INDEX

3
: X

R

: After
¢ After
: Atter

~ 01-01/83 Before 12/31/99
~ 01/01-83 Before 12,3199
~ 01/01/83 Before 12,3199

Specify the condition as explained in 5.4.1 Document List with Sorting.

When the condition is specified, the document list of the specified document
file will be printed on the printer connected to the specified port.

When printing is finished, th previous screen will be displayed.

To cancel printing, press . Printing will stop and the previous

screen will be displayed.
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5.5

Change Current Drive

Select this activity to specify the drive that will be used during operations.

When Change current drive is selected, the following message is displayed.

[ |

then be displayed after “‘current drive="", and all subsequent operations will be

done using that drive. Note that Drive A is always selected when the system is
first turned on.
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5.6

5.6.1

Summary Maintenance

Summary files are used to store information on document files. This infor-
mation is used to maintain the document files and at least one summary file is
recorded on the floppy disk on which the document files are stored.

Create Summary File

Create Summary File allows you to create a new summary file for a docu-
ment file.

Select ‘‘Create Summary File’” in the SUMMARY MAINTENANCE
MENU. If a summary file already exists for the document file, the following
message will be displayed to ask whether the summary file should be deleted.

Summary file already exiziz
Delete OK 7 (ENTER or CANCEL)

Press| ENTER |to delete the summary file.

Press | CANCEL | to stop this operation and return to the previous screen.

When | ENTER | is pressed, the following screen, which shows the format
line and items defined when the document file was created, will be displayed.

STANDARRD MENU

Column : 3

Print from page 1 Print thru page : 120 Staring as page No. 1
First header page: 1 First footer page: 1 Paper length H 66
Print start line : 1 Document end line: 55 Footer begins on line: 60
Mo. of orignals 1 Type wheel No. : 0 Left margins : 1 40
Device : AP 500 BA-1250 LP Text Special
Port 1 CoMl CcaMz CcoM3 COMg  ELPTL LPT2Z LPT3 LPT4 Disk

Paper : ER4-V Ad-H Bd~-H

Pitch : Bl 2 3 q

Format : Unjustified WRBJustified With notes

Forms : RContinuous Single Special

Style : BFinal Draft

Summary: Print A0mit

Header file name :
Footer file name :
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A new format line can be created as explained in 6.3.7 F5S (FORMAT).
When | ENTER |[is pressed, the following message will be displayed.

Format Line OK 7 (ENMTER or CAMNCEL)

When is pressed again, the newly created format line will be
set. The other summary items can now be changed.

When is pressed, the format line can be created again.

The items in the summary file can be changed as explained in 5.3.1
Standard Print.

When is pressed, summary file creation ends and the previous
screen will be displayed.

When | CANCEL | is pressed, the items changed so far will be invalidat-
ed and the previous screen will be displayed.
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5.6.2

Update Standard Menu

Update Standard Menu allows you to update the format line and items
stored in the summary file for each of the documents.

1. Select ‘‘Update Standard Menu” in the SUMMARY MAINTENANCE

MENU.

2. When Update Standard Menu is selected, the following screen for updating
the format line and document file items will be displayed.

Column : 3
11 > -

STAMDARD MEMU

Footer file mame :

Print from page 1 Print thru page 120
First header page: 1 First footer page: 1
Print start line : 1 Document end line: S5
Ho. of orignals 1 Type wheel No. 0
Device : AP S00 BA-1250 LP

Port caMl COM2 COM3 COMd  BLPT1 LPT2
Paper : BR4-V Ad-H B4-H

Pitch : M 2 3 g

Format : Unjustified WJustified With rotes
Forms : EContinucus Single Special
Style . BFinal Draft

Summary : Print EOmit

Header file nane :

Staring as page Mo. 1

Paper length : &6

Footer begins on line: en

Left margirs : 1 f3n]
Text Special
LFT3 LPT4 Disk

Specify the format line and document file items as explained in 5.6.1 Create

Summary File.
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5.7 Other Functions
571 Copy Document

Copy Document allows you to copy a document file to another document
file.

1. Select “Copy Document’ in the OTHER FUNCTIONS MENU.

2. When Copy Document is selected, the following message requesting input of
the name of the source document will be displayed. To cancel, press

HOource document nams

Specify the name of the document to be used as the source document.
And then press| ENTER |. The previous screen will be displayed.

3.  When the source document name is specified, the following message request-
ing input of the name of the target document will be displayed.

lfardet ducument nane

Specify the name of the document to be used as the target document.
If the target document already exists, the following message asking whether
the document should be deleted will be displayed.

Document alreadvy existz. Delete OK 7 (ENTER or CANCELD

Press | ENTER | to copy the contents of the source document to the target
document. The previous contents of the target document will be deleted.

To cancel, press | CANCEL |, The previous screen will be displayed.

4. When copying is finished, the following message will be displayed.

Document copied XXXYX to YYYY Sirike any &

T

XXXX indicates the name of the document specified as the source document.
YYYY indicates the name of the document used as the target document.
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5.7.2. Delete Document

Delete Document allows you to delete specific document files.

1. Select ““‘Delete Document’’ in the OTHER FUNCTIONS MENU.

2. When Delete Document is selected, the following message requesting input
of the name of the document to be deleted will be displayed. Input the name

of the document and press | ENTER

Document name to delete

To cancel this operation, press| CANCEL | . The previous screen will be dis-
played.

3. When the document to be deleted is specified, the following message asking
if it is really OK to delete the document will be displayed.

Delete DK 7 (EMTER or CANCEL)

Press| ENTER | to delete the document. The following message indicating
that the document has been deleted will be displayed.

Document YXXY¥ deleted —— Strike any kew

XXXX indicates the name of the deleted document. When any key is struck,
the previous screen will be displayed.
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5.7.3

5.8

1.

Rename Document

Rename Document allows you to rename documents.

Select “‘Rename Document’’ in the OTHER FUNCTIONS MENU.
When Rename Document is selected, the following message requesting input
of the name of the document to be renamed will be displayed.
Old document name
Specify the old document name. Press | ENTER |. To cancel, press

CANCEL | . The previous screen will be displayed.

When the old document name is specified, the following message requesting
input of the new name will be displayed.

Mew document name
Specify the new name for the document. Press| ENTER |. To cancel, press

CANCEL | . The previous screen will be displayed.

When the document has been renamed, the following message will be dis-
played.

Document renamed XXXX to YYYY —— Sirike any kevy.
XXXX indicates the name of the old document. YYYY indicates the name of
the new document. When any Key is struck, the previous screen will be dis-
played.

Exit

Select this activity to exit to the operating system when you are ready to quit
operations. When selected, the operating system command prompt (A >) will
will displayed. To call the word processing program again, input “CWRITER”

and press | ENTER
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Chapter 6 Quick Reference

6.1

6.1.1.

6.1.2

Cursor Control Keys

Individual cursor control keys

Key:[T],[1].[=] ,and [=] (CURSOR-LOCK ON)

Function: Moves the cursor one character position at a time.

|T] Moves the cursor up one line. Pressing this key when the cursor is on
the top line of the screen scrolls the screen down one line.

[ 1] Moves the cursor down one line. Pressing this key when the cursor is on
the bottom line of the screen scrolls the screen up one line.

| —| Moves the cursor one character position to the left. Pressing this key
when the cursor is at the beginning of the line moves the cursor to the end of
the previous line.

| —| Moves the cursor one character position to the right. Pressing this key
when the cursor is at the end of the line moves the cursor to the beginning of
the next line. Also, pressing this key when the cursor is positioned on the ex-
treme right of the screen scrolls the screen horizontally and any characters after
the 80th column will be displayed.

Cursor control keys with CTRL

Key: with [—] and [—] (CURSOR-LOCK ON)

Function: Moves the cursor in units of words.

CTRL|/[—] : Moves the cursor to the beginning of the next word.
Pressing this key when the cursor is at the end of the line
moves the cursor to the beginning of the word on the
next line.

CTRL |/ ,:| : Moves the cursor to the beginning of the previous word.
Pressing this key when the cursor is at the beginning of
the line moves the cursor to the beginning of the word
on the previous line.



6.1.3

6.14

6.1.5

6.1.6

PgDn and PgUp

Key:[ PgUp |and[ PgDn | (CURSOR-LOCK ON)

Function: Scrolls the screen 19 lines at a time.

PgUp |: Scrolls the screen down 19 lines at a time, displaying the previous
screen.

: Scrolls the screen up 19 lines at a time, displaying the next screen.

Note that if there is no next or previous screen when| PgUp |or[ PgDn |1s
pressed, an audible alarm will be issued and the message ‘“No next screen” or
“No previous screen” displayed. The message will disappear when any other
key is pressed.

PgDn and PgUp with CTRL

Key:[ PgUp |and[ PgDn | with [ CTRL | (CURSOR-LOCK ON)

Function: Scrolls the screen a page at a time.

| CTRL |/[ PgUp |: Scrolls the screen up one page, displaying the head of the
next page on the top line of the screen.

| CTRL | /[ PgDn |: Scrolls the screen down one page, displaying the head of
the previous page on the top line of the screen.

Note that if there is no next or previous page when | CTRL | /| PgDn |or
[ CTRL |/[ PgUp |are pressed, an audible alarm will be issued and the message
““No next page’’ or ‘“No previous page” displayed. The message will disappear
when any other key is pressed.

[7] and [1]

Key: [7] and [1] (CURSOR-LOCK ON)

Function: Moves the cursor to the head or end of the block of document text in
which the cursor is located.

|—7_] : Moves the cursor to the head of the block of document text.
m : Moves the cursor to the end of the block of document text.

(5]
Key: [5] (CURSOR-LOCK ON)

Function: Positions the line in which the cursor is located to the second line of
the screen and redisplays the screen.
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6.1.7

6.1.8

6.1.9

6.1.10

Tab

Key:
Function: Sets tab codes at the positions determined by the tabs specified on the

format line. In addition, the cursor can be moved to the set tab posi-
tions using the cursor control keys.

DEL and SHIFT/DELETE

Key: Use to delete one character when in Create mode.
Use [SHIFT| /| DELETE |when in Strike over mode.

Function: deletes the character before the cursor. | SHIFT |/
DELETE |deletes the character at the cursor position.

SHIFT/INSERT

Key: | SHIFT | / [INSERT]

Function: Inserts one space at the cursor position. This is effective only in Strike
over mode.

DELETE LINE

Key: |DELETE LINE]

Function: Inserts spaces up to the tab specified on the format line. This is effec-
tive only in Create mode.
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6.2

6.2.1

6.2.2

Editing Keys

INSERT

Key: |INSERT

Function: Inserts text, as follows:

Move the cursor to the position where the text is to be inserted.

Press |INSERT | . The text after the current cursor position will disappear.

New text can now be inserted. Note that when [INSERT| is pressed, the
color of the text before the cursor position changes and that part of the text
after the cursor position is displayed in the message area.

When the text to be inserted is entered, press| ENTER |.

To stop the insert operation, press | CANCEL | . When the ‘‘Cancel of
insert?’’ message is displayed, press| ENTER |to stop the insert operation.

To continue the insert operation, press any key other than| ENTER

DELETE

Key: | DELETE

Function: Deletes text, as follows:

Move the cursor to the head of the text to be deleted, and press| DELETE
The following message will be displayed in the message area:

Delete what 7

Move the cursor to indicate the text to be deleted. The color of the text will
change. The delete specification can be cancelled by moving the cursor back-
ward.

When the text to be deleted is specified, press| ENTER |. The text will then
be deleted.

To stop the delete operation, press | CANCEL | .
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6.2.3 MOVE

Key:

Function: Moves text in the document file being edited, as follows:

1. Move the cursor to the head of the text to be moved and press | MOVE
The following message will be displayed in the message area:

Mowe what 7

2. Move the cursor and specify the text to be moved. The color of the specified
text will change.
When the text is specified, press . The text to be moved will disap-
pear and the following message will be displayed in the message area:

T2 Where 7

3. Move the cursor to the position where the text is to be moved, and press
ENTER |. The specified text will then be inserted from the cursor position.

4. To stop the move operation, press | CANCEL

6.24 SHIFT/MOVE

Key: [ SHIFT | / [MOVE]

Function: Read the contents of source files written in ASCII characters.

1. Move the cursor to the position where the contents of the source file are to be
inserted, and press| SHIFT | /[MOVE]|. The following message will be dis-
played.

Filename -

2. Input the name of the source file. Press | ENTER | .

3. After specifying the source file name, the contents of the source file will be
input from the cursor position.

4. To stop the read operation, press | CANCEL

In addition, by specifying the name of the communication port (COM1: to
COM4:) to which the AP500 Electronic Typewriter is connected as the file
name, documents can be edited from the keyboard of the AP500. For details
on the key operations, see the Appendix.




6.2.5 COPY

Key:

Function: Copies specified text to other parts of the same document file, as fol-
lows:

1. Move the cursor to the head of the text to be copied and press | COPY
2. “‘Copy what?” will be displayed in the message area.

3. Move the cursor to indicate the text to be copied. The color of the specified
text will change to indicate that it is to be copied. Moving the cursor backward
will cancel the specification.

The following keys can be used to move the cursor (CURSOR-LOCK ON):
[1],[1], =], [~1[PaUp|,[Pgbn],[CTRL]/[PaUp |, [CTRL ]/

[PaUp ] (8] [1]. [7] and

After specifying the text to be copied, press| ENTER |.

4. ““To where?” will be displayed in the message area. After moving the cursor
to the position where the specified text is to be copied, press | ENTER |. The
specified text will then be copied.

5. The text can be copied repeatedly by pressing | ENTER | . To stop copying,

press | CANCEL | .
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6.2.6 SHIFT/COPY

Key: |SHIFT| /| COPY |

Function: Copies text from other document files, as follows:

1. When [SHIFT]| /| COPY |is pressed, the following message will be displayed
in the message area:

Document name =

2. Input the name of the document file containing the text to be copied.

3. The document file being edited will disappear from the screen and the speci-
fied document file will be displayed. In addition, the following message will
be displayed in the message area:

Copw from where ?

4. Move the cursor to the head of the text to be copied and press| ENTER
The following message will be displayed:

r
e

e what 7

5. Move the cursor to specify the text to be copied. The specification method is
the same as that in 6.2.5 COPY. When the text is specified, press| ENTER

6. The original document file will be displayed again. In addition, the following
message will be displayed in the message area:

To Where

7. After moving the cursor to the position where the text is to be copied, press
ENTER |. The specified text will be inserted from the cursor position.

8. To stop the copy operation, press | CANCEL
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6.3

6.3.1

6.3.2

6.3.3

Function Keys
F1 (INDENT)

Key: [ F1] (INDENT)

Function: F1 indents using the tabs specified on the format line. When |i|_ is
pressed, the indent symbol (—) is displayed and the text up to the
next return marker is affected. When there are several indent mark-
ers on one line, the rightmost one is effective. The indent settings

can be deleted using | DEL | or [SHIFT| /| DELETE |

F2 (PAGE)

Key: | F2 | (PAGE)

Function: I__FE is used to indicate the end of a page, which consists of a maxi-
mum of 252 lines. When EZI is pressed, the page end symbol (W)
is displayed and the page break is indicated by a dotted line. The page
end symbol can be deleted using | DEL | or [SHIFT| /| DELETE |

SHIFT/F2

Key: |SHIFT| / [ F2

Function: Blocks are set when pages are set. One block consists of a maximum
of 1000 lines, and is the unit in which document files are read into

memory during editing.
PAGE1
BLOCK! |[——————————— O
PAGE?2 0
PAGE3
BLOCK2 |[———————————

When the message “‘Pbuf full” is displayed, press | SHIFT| / | F2 | to create the
new block.

Block settings can be released as follows:

1. Move the cursor to the end of the block.

2. Press| DELETE
3. Press| PgDn |
4, Pressl ENTER|

The block setting will be deleted.
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6.3.4

6.3.5

F3 (CENTER)

Key: [F3] (CENTER)

Function: E is used to center text. Text already input can also be centered.
In Create mode

1. Position the cursor to the head of the line on which the text is to be centered.
2. Press |__F£] .

3. The centering marker (#) will be displayed and the cursor positioned to the
center of the line.

4. Characters will be input from the cursor position to the left. Press | RETURN
to terminate centering.

In Strike Over mode
1. Position the cursor to the head of the text that is to be centered.

2. When | F3 | is pressed, the centering marker will be displayed and the text up
to the next return marker will be centered.

Note that a space must be inserted in front of the text that is to be centered
before pressing | F3 | because the centering marker takes up one space.
The centering marker can be deleted using | DEL | or [SHIFT| / [DELETE|

SHIFT/F3

Key: [SHIFT| /| F3

Function: Inputs text from the right margin. The text already input moves to
the left.

In Create mode

1. When |SHIFﬂ / | F3|is pressed, the Right Input marker («) is displayed
at the current cursor position.

2. Characters are input from the cursor position to the left until | RETURN | 1s
pressed.
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6.3.6

In Strike Over mode

1. Move the cursor to the head of the text to be input by Right Input.

2. When {SHIFT| / [ F3] s pressed, the text before the return marker («—) is
moved to the right end of the line.

Since the Right Input marker (~) is displayed at the cursor position, use

INSERT | to insert a space before pressing [SHIFT| / [F3].

Right Input can be canceled by deleting the Right Input marker (—) using
DEL

F4 (RULER CODE)

Key: | F4| (RULER CODE)
CLEAR SCREEN| (SET TABLE)
[SHIFT| / I F4

Function: Diagrams are made as follows:

1. Make an outline of the diagram with the ruler codes (+) displayed when
F4 | is pressed.

2. Insert spaces within the outline so that items can be input later.
UDELETE LlNE] is convenient for inserting spaces at this time.

3. Press [CLEAR SCREEN| after making the outline. The ruler codes will
change to lines.

4. Press |SHIFT| / ‘ F4 | to convert the lines back into diagram markers. The
diagram can then be edited again.

Since the ruler codes are handled as characters, all character editing functions
are effective.
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6.3.7

a)

F5 (FORMAT)
Format Line Creation

Key: [ F5] (FORMAT)

Function: Displays the format line defined in the summary file on the current
cursor line so that a new format line can be set. Note that two format
lines cannot be created consecutively.

The format line defines the following items:
Type: Specifies the type of editing.

L ; The word wrap function and the function for automati-
cally adjusting spaces between words are effective.

1L ; The word wrap function is effective. However, the func-
tion for automatically adjusting spaces between words is
not effective.

‘Word wrap function: When a word extends over a line, the word
is automatically displayed from the begin-
ning of the second line.

Spacing function: Spaces between words are automatically adjust-
ed so that the end of the document will be posi-
tioned to the right margin.

Line pitch: Specifies the amount the paper is advanced between lines, which

depends on the printer.
AP 500/A-1250 LP

0 | Prints without advancing Prints without advancing
1 |{1Line 1 Line

H | 1/2Line 1 Line
W | 3/2 Line 2 Lines

2 | 2Lines 2 Lines

3 | 3Lines 3 Lines

Left margin: Specifies the left margin. The left margin marker (—) is dis-
played at the specified position.

Tab position: Specifies the tab position. The tab marker (B ) is displayed at
the specified position.

Right margin: Specifies the right margin. The right margin marker () is dis-
played at the specified position.

These items are specified as follows:
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Specifying Type and Line pitch

1. When the cursor is moved to the left one character position, the following
message will be displayed:

Which format Lline (1/2) —-

2. Input the type of format line. Press| ENTER | . The following message will
then be displayed:

Vertical =pacing 7 -—-

3. Input the line pitch. Press| ENTER

Specifying the left and right margins and tab positions.

1. Specify each item by moving the cursor to the item and pressing the indicated
key.

Left margin: Move the cursor to the position where the left margin is to be
set, and press | F1]. When | F1] is pressed, the left margin
marker (—) will be displayed. To cancel the left margin, move
the cursor to the left margin position and press the space bar.

Tab position: Move the cursor to the position where the tab is to be set and
press the tab key. The tab marker (») will be displayed. To
cancel the tab setting, move the cursor to the tab position and
press the space bar.

Right margin: Move the cursor to the position where the right margin is to

be set, and press | RETURN | . The right margin marker («)

will be displayed. To cancel the right margin, move the cursor
to the right margin position and press the space bar.

2. Press l ENTER | to end format line creation. In addition, | CANCEL. | or

| DELETE | can be used to stop format line creation at any time before press-

ing | ENTER
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b)

Format Line Modification

Key: [SHIFT| / | F5

Function: Moves the cursor from the current position to immediately above
the format line, so that the format line can be modified.

However, if is pressed during modification, the processing ends
nullifying all modifications made so far.

If is pressed during modification, the format line being modified
will be nullified.

Note that the format line defined at the head of the document cannot be
deleted.
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6.3.8 F6 (MERGE)

Key: (MERGE)

Function: Merge is used when printing. Items defined in one document file can
be inserted at user-specified places in another document. Note that
document files used as header or footer files cannot be merged.

Document files containing defined items that will be merged in another
document file are called merge files. Merge files are created in the same way as
document files. Select Document under Document kind when creating a merge
file.

How to create document files and merge files will be described here. See
5.3.2 for details on merge printing.

—96 —



Creating a document file

When creating a document file, use the to indicate where the items
defined in the merge file are to be inserted.

When the is pressed, a merge marker ({) will be displayed to indicate
the marge location. Items defined in the merge file are inserted in order at these
merge locations at merge printing.

The [SHIFT| / | F6 | are used to input “‘Don’t Merge” markers (§). Don’t
merge can be used to skip items in a merge file at merge printing. When printing,
the column of the don’t merge marker will be omitted on printout.

As shown in the figure, a printout has been created from a document file in
which “Merge’’ (F6) and ‘““Don’t Merge’’ (SHIFT/F6) markers have been
specified, and a merge file.

Note that if there is no item in the merge file to be inserted at the specified
location in the document file, the column of the merge marker will be omitted
in printing.
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Creating a merge file

Use the| F6 | to indicate the items that are to be inserted into the document
file. Insert a ‘“‘Merge”’ marker immediately after the item to be merged.

At merge printing, the item will be inserted in the location specified in the
document file.

When [SHIFT| / |F6] is pressed, a “Don’t Merge” marker will be dis-
played at the current cursor position. When two or more original printing is
specified, the ‘““Don’t Merge’’ marker is used to indicate that the following
merge records are used for the next original printing of the document.

Without Don’t Merge Marker

- P1} P2} P3t
P4] P51 P61
Document File \l/ Merge File
Original 1 Original 2
Printout
. b
With Don’t Merge Marker -Don’t Merge Marker
— P1{ P2t P3}
P4} P51 P6]
P1- —P3-
p2- —P4-
-P5
Original 1 Original 2
Printout
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6.3.9 F7 (SEARCH)

Key: | F7 |and |SHIFT| / | F7

Function: Searches for the specified text in the document file.

When E—I is pressed, the specified text is searched for from the current
cursor position.

When fSHIFTI / | F7 | is pressed, the specified text is searched for from the
head of the document file. This is called global search.

Text is searched for as follows:

1. When | F7 | or [SHIFT| /[ F7]is pressed, the following message will be dis-
played in the message area:

Search what 7

2. After specifying the text to be searched for, press | ENTER

When the text to be searched for is specified in lower case, both lower and
upper case characters will be searched for. When characters are input in upper
case, only upper case characters will be searched for.

For example, abc searches for ABC, Abc, or abc, and ABC searches only for
ABC.

3. When the specified text cannot be found, the message ‘‘Not found” will be
displayed and searching will be terminated.

4, Search next 7
Press[ ENTER | to continue searching. Press | [
Note that other editing functions can be specified. When another editing func-

tion is specified, searching will be interrupted and the indicated operation ex-
ecuted.
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6.3.10

a)

b)

[1].[1]. [=]. [~].[PgDn

F8 (REPLACE)

Replacing text within a specified range

Key: (REPLACE)

Function: Replaces text within a specified range. Text can be replaced as follows:

1. Move the cursor to the head of the text to be replaced.

[ ]

3. Move the cursor to specify the text to be replaced. The color of the specified
character string will change. The cursor can be moved back to cancel the spe-
cification.

The following keys can be used to specify the range.
,[PgUp |, (5], and [1] (CURSOR-LOCK

ON)

4. When the text to be replaced is specified, press| ENTER |. The specified text
will be deleted.

In addition, part of the text after the specified replacement range will be dis-
played in the message area with the following message:

Feplace it with

5. Specify the text to be inserted. Then press| ENTER |. Since Insert mode is
set at this time, text longer than the specified replacement range can be input.

6. To cancel replacement, press | CANCEL |. All replacements made so far will
be nullified. When the ‘‘Cancel of replace?’’ message is displayed, press

ENTER | to cancel replacement. To continue, press any key other than

Global Replace

Key: |SHIFT| / [F8|

Function: Searches for the specified text from the current cursor position to the
end of the document file, and replaces the specified text.

1. When [SHIFT| / [ F8] is pressed. the following message will be displayed
in the message area:

Replace what 7
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2. Input the character string to be replaced. After inputting the character string,
press. The following message will be displayed. When the character
string to be replaced is input in lower case, both upper and lower case charac-
ters will be searched for. When characters are input in upper case, only upper
case characters will be searched for. For example, abc searches for ABC, Abc,
aBc, abC or abc, and ABC searches only for ABC.

Replace it with 7

Specify the text to be inserted, then press| ENTER [. When | ENTER

pressed, the text will be searched for. Since Insert mode is set at this time,
text longer than the text to be replaced can be specified.

4. When the specified text is found, the color of the text is changed, and the fol-
lowing message is displayed. If the specified text cannot be found, the ‘““Not
Found’’ message is displayed and replacement is stopped.

Feplace it

5. Select whether the text is replaced or not. To replace the text, press
The text will then be replaced and the occurrence of the next text
will be searched for.

If you do not want to replace the text, press E_l . The next occurrence of
the text will then be searched for.

To replace all of the specified text from the current position to the end of the
document file, press rSHIFII / | F8|. The number of replacements will be
displayed in the message as follows:

Replace count

Note that other editing functions can be specified. When another editing func-
tion is specified, replacement will be interrupted and the indicated operation
executed.

6. To cancel replacement, press | CANCEL |.
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6.3.11

(a)

b)

c)

F9 (COMMAND)

Key: [ F9| (COMMAND)

Function: When | F9 | is pressed, the following message will be displayed:

Whick command

The following four commands can be specified:

S:  Sets stop codes
N: Inputs comments
—: Autoscore

—: Hyphenation

Setting stop codes

When S is specified, a stop code (®) is input at the current cursor position.
Stop codes are used to temporarily stop printing of document files. Printing will
stop when the stop code is detected during printing. When printing stops, the
following message will be displayed in the message area:

Stop code iz detected. Strike any kew to reztart

Printing can be restarted by striking any key.
The stop code can be canceled by using :

Inputting comments

When N is specified, the comment marker ( ® ) will be displayed at the
head of the line. When the comment is input, press . All text be-
tween the comment marker and the first return marker () will be treated as a
comment and displayed on the screen.

However, comments are not considered as part of the document file.

Autoscore

When autoscore is specified, ““Autoscore’ will be displayed in the message
area, and all input characters will be underscored.

Underscores can be input in Strike Over mode by pressing the underline
key. Underscores can be deleted by moving the cursor to the character position
and pressing the under line (_) key.
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d)

Hyphenation

While inputting text from the current cursor position, the word displayed
from the head of the next line by the Word Wrap function can be displayed at
the right end of the current line with or without a hyphen by specifying the
delimitation of the word.

pic-

picture e ture

When hyphenation is specified, the following message will be displayed in
the message area:

Zone lendth

Specify the number of character positions that will be used for hyphenation.
Three or more character positions can be specified. When the character positions
are specified, all text that exceeds the right margin and satisfies the specified
zone length will be hyphenated automatically.

When the value for the zone length is specified, the cursor moves to the po-
sition where the text will be hyphenated. In addition, the color of the text which
can be displayed on the previous line will change. At this time the “Insert
hyphen?”’ message will be displayed.

During hyphenation, only the following keys are effective:

|—| | —] : Moves the cursor to specify where the text is to be hyphenated.

?ﬁ—R—I : Hyhpenates the text.
ISEEl : Moves the text to the previous line.

F7 | or [ SPACE | : Skips hyphenation of the text.
MI : Cancels hyphenation.

When hyphenation is completed, the ‘‘Hyphenation end’’ message will be
displayed in the message area.

If hyphenation is executed again after being executed once, all previously set
hyphens will be cleared.
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6.3.12

6.3.13

F10 (LAYOUT)

Key: [ F10 | (LAYOUT)

Function: Displays a layout of the page being edited as it would look if it were
printed.

If headers and footers are defined for the document file being edited, the
lines on which the headers and footers will be printed are lowlighted.

The graphic cursor (+4) flashes on the layout, and can be moved by the follow-
ing keys (CURSOR-LOCK ON):

|—1—| : Moves the graphic cursor diagonally down to the left.

[T] :Moves the graphic cursor down.

@ : Moves the graphic cursor diagonally down to the right.
: Moves the graphic cursor to the left.

: Moves the graphic cursor to the right.

: Moves the graphic cursor diagonally up to the left.

: Moves the graphic cursor up.

E : Moves the graphic cursor diagonally up to the right.

When @ (CURSOR-LOCK ON) is pressed, the part where the graphic
cursor is positioned on the layout is displayed on the left side of the screen.

In addition, the layouts of other pages can be displayed by using /
[PgDn | [CTRL | /[PgUp |,and[F12]

Press | CANCEL | to erase the layout.

F11 (BLOCK TAB)

Key: [ F11|(BLOCK TAB)

Function: When | F11 | is pressed, the block tab marker (—1 ) is set at the cur-
rent cursor position.

[ SHIFT| / | F11 |can be used to move the cursor to any block tab position
in the current block after the current cursor position.
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6.3.14 F12 (GOTO PAGE)

Key: [F12](GOTO PAGE)

Function: When E is pressed, the following message will be displayed in
the message area:

Which pade

Input the page number you want to go to and then press | ENTER | . The
page will be displayed on the screen.
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6.4

6.4.1

6.4.2

6.4.3

Other Keys

ESC: Help

Key: | ESC|

Function: Help messages can be displayed to explain the current operation. The
necessary information on the current operation will be displayed by
pressing

ALT: Changing the font

Key:@/m ,[2] , r3], [4], I-5|,0r [o]

Function: Changes the font of characters displayed on the screen. The following
keys are used to change the font. The specified font is displayed on
the right end of the status line.

| ALT /[1]: Roman

ALT /[2]: Bold
[ALT /[3]:  Italics
E/ @ : Superscript
[ALTI/ :  Subscript

[ALT]/[0]:  Changes the font of the character at the cursor position to
the font indicated on the status line.

However, the manner in which a particular font is printed depends on the
type of printer. For example, on the AP-500 Electronic Typewriter, italics are
printed in the usual font, although boldface, superscript, and subscript are sup-
ported. The A-1200 underlines italicized text but prints superscript and subscript
as normal text.

SHIFT/TAB: Decimal tab

Key: [SHIFT| / | TAB

Function: Sets decimal tabs in accordance with the tab positions set on the
format line. When [SHIFT| / | TAB |is pressed, the decimal tab
marker (L) will be displayed. When the decimal tab is set, characters
are input from the right to the left until a decimal point is input.

Decimal tab allows values containing decimal points to be easily aligned at
the tab position.

Use to delete decimal tabs.

Example: -123.46 L123.56
L22.2 L1.576

— 106 —



Chapter 7 Header and Footer Files
When creating a document file, header or footer can be selected for the
document kind to indicate that the document is to be used as a header or footer.
These header and footer document files can be printed with the document
file by specifying the names of the header and footer in the document index of
the document file to be printed.

71 Using Header and Footer Files for Pagination

By specifying a number symbol (#) in the document files used as the header
and footer files, pages can be automatically numbered at the time of printing.

Example:

—15—

Footer file Printout
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Appendix 1 Control from the Keyboard of the Typewriter

When the Canon Electronic Typewriter AP500 is connected to the AS-100 as

the printer for the CanoWriter, you can operate the CanoWriter through the
keyboard of the typewriter.

The operations for using this function are follows:

Press |SHIFT| / [MOVE |

Enter COM1:, COM2:, COM3:, or COM4: and press| ENTER
Set the keyboard selecter of the typewriter to II.

E- SRS R S

Now the entry from the keyboard on the typewriter is sent to the AS-100 to
operate the CanoWriter.

Editing functions are performed by combinations of defined two keys sequen-
tial typing.

The relationships of key operation between the AS-100’s keyboard and the type-
writer are follows:
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Typewriter

AS-100’s Kcyboara

First Second
§ 1-0 F1~10
- Fi1
= Fi12
C(c) COPY
M (m) MOVE
D (d) DELETE
1) INSERT
Tab SHIFT/TAB
P (p) CTRL/PgDn
S (s) PgDn
L DELETE LINE
T() HOME
B (b) 1 (CURSOR-LOCK ON)
H (h) 5 (CURSOR-LOCK ON)
R(r) CLEAR SCREEN
§ ENTER
1 1~-0 SHIFT/F1~SHIFT/F10
- SHIFT/F11
= SHIFT/F12
C(c) SHIFT/COPY
D (d) SHIFT/DELETE
1 () SHIFT/INSERT
P (p) CTRL/PgUp
S (s) PgUp
il CANCEL
= 1-5 ALT/1~ALT/S
= ESC
INDENT A ALT/0
U !
N !
J —
H —
K CTRL/—
G CTRL/—
INDENT V4 Control is returned to
AS-100’s keyboard
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