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7W YA . . . for choosing the Whisperwriter, Brother's Ink-jet Word
Processor, which is designed fo deliver years of refiable operation. Please read this

manual carefully and keep it in a safe place for future reference.

FCC NOTICE

This equipment has been tested and found to comply with the limits for a Class
B digital device, pursuant tc Part 15 of the FCC Rules. These limits are designed
to provide reasonable protection against harmful interference in a residential
installation. This equipment generates, uses, and can radiate radio frequency
energy and, if not installed and used in accordance with the instructions, may
cause harmful interference to radio communications. However, there is no
guarantee that interference will not occur in a particular installation. If this
equipment does cause harmful interference to radio or television reception, which
can be determined by turning the equipment off and on, the user is encouraged
to try to correct the interference by one or more of the following measures:

* Reorient or relocate the receiving antenna.

* Increase the separation between the equipment and receiver.

* Connect the equipment into an outlet on a circuit different from that to
which the receiver is connected.

* Consult the dealer or an experienced radio/TV technician for help.

Changes or modifications not expressly approved by Brother Industries, Lid.
could void the user’s authority to operate the equipment.

DOC NOTICE

This digital apparatus does not exceed the Class B limits for radio noise emissions
from digital apparatus set outin the radio interference regulations of the Canadian
Department of Communications.

Le présent appareil numérique n'émet pas de bruits radioélectiques dépassantles
limiles applicables aux appareils numeriques de la classe B prescriles dans le
réglement sur le brouillage radioélectrique édicté par le ministére des Communi-
cations du Canada.

COPYRIGHT AND TRADEMARK NOTICE

1. INTERNATIONAL CORRECTSPELL™ English spelling correction system
©1991 by InfoSoft International, Inc. Adapted from word lists supplied by
Houghton Mifflin Company. Based upon The American Heritage Dictionary,
Roget's If Electronic Thesaurus © 1985 InfoSoft International, Inc. Based
upon Roget's {I: The New Thesaurus published by Houghton Mifflin Com-
pany. Reproduction or disassembly of embodied algorithms or database
prohibited. All rights reserved.

2. MS-DOS is a registered trademark of Microsoft Corporation.

3. IBM and PC-DOS are trademarks of International Business Machines, Inc.

4, Lotus®and 1-2-3° are registered trademarks of Lotus Development Corpo-
ration.

5. Whisper Writer is a trademark of Brother International Corporation.

6. Clip Art Images in this product are licensed from Media Graphics Interna-
tional and are protected by U.S. and worldwide copyright laws.

7. CompuServe®is a registered trademark of Compuserve Incorporated.

8. © 1995 by Brother International Corporation. All rights reserved.

All other brand and product narmes are trademarks or registered tradermarks of

their respective companies.
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1 Getting Started

This chapter provides general information about the Whisperwriter and its software.
The topics covered are:

*Parts

*Precautions

*Set Up

*Feeding Paper

*Optional Cut Sheet Feeder
*Ink-jet Cartridge
*Diskettes

sKeyboard

*Operation Overview

*Supplemental Programs

The remaining chapters describe each of the applications available on the
Whisperwriter. The Appendix provides clip art samples, technical data,
troubleshooting, and a glossary.

How to Use This Manual

Notes are located in the left hand column. They provide facts that will help you use

Information in this cofumn your Whisperwriter more efficiently. An example note is located to the left of this
describes helpful hints, paragra ph

restrictions, and ways to
avold diffioultics. Please pay close attention to the following sample CAUTION and WARNING
notices in this manual. They will alert you to potential damage to your

Whisperwriter or danger to yourself. The following examples show you what the
CAUTION and WARNING notices look like.

CAUTION

Failure to pay attention to caution notices can result in
damage to the equipment or loss of valuable data in the
memory or on the diskette.

WARNING

Warn.ings are for your safety. Failure to pay attention to
warning information can be dangerous to you and others.
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Parts of Your Whisperwriter

Main Unit

Monitor Connector Communication Connector
(Models 7550] & WP-7550] PLUS)

Paper Support

DC Plug Connector

Power Switch

Top Cover

Paper Adjustment Lever

Platen Knob

Disk Drive
LED light

Keyboard
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Monitor

Contrast Controller

Brightness Controller

Power Switch

Power Light

Monitor Stand

Signal Cable

Power Cord

Optional Modem (Models WP-7550J, WP-7550J PLUS)

Modem

Data Cable

Modem Telephone Cord

Modem Telephone Cord

\

3

Modem AC Adaptor & Cord
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Precautions
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WARNING:

Elecftrical shock hazard. Do not try to take apart or repair this
equipment yourself. Service should be performed by
authorized Brother service personnel only. In case of
malfunction, overheating, or other problems, immediately
disconnect the electrical plug to reduce the risk of fire.
Contact you nearest authorized Brother Service Center.

CAUTION:

* Do not pull on the power cord or the signal cable. To disconnect it, always
grasp the plug itself.
* Avoid direct exposure of the equipment to sunlight and other sources of

heat, excessive moisturc or dust.

* If you spill any liquid onto the equipment, immediately unplug the system
and consult your Brother Service Center.

* Do not use sprays in the vicinity of the Whisperwriter. Aerosols are
extremely harmful to the disk drive.

* Unplug the equipment during a thunderstorm.
* Do not place hea‘v’y ObjeCtS on the keybo:lrd.
* Keep the back and sides clear of obstructions to prevent overheating.

* Use only a soft, dry cloth to clean the equipment (do not use chemicals,
solvents or detergents).

* To avoid electrical interference, do not place the Whisperwriter close to a
radio receiver or television. If the Whisperwriter is close to a television set,
the disk drive may not work properly. For the same reason, avoid placing
the monitor too close to the Whisperwriter.

* If you switch the Whisperwriter off, wait at least 10 seconds before
switching it on again. Failure to wait 10 seconds may disrupt the start-up
sequence, resulting in faulty operation and possible hardware damage.

* Do not turn the Whisperwriter off while printing.

+ Check under the top cover that the ink-jet cartridge (under the top cover)
has moved back to its right-most position before you turn the power off. If
you notice that the cartridge has not moved to its right-most position, turn
the power on again. The cartridge should now be correctly positioned and
you can turn the power off.

* Never try to manually move the ink-jet cartridge from side to side.



Set Up

WARNING:

Do not plug your Whisperwriter or monitor into an electrical
outlet until you have completely assembled it.

4

Attaching the Monitor Stand
Before making electrical connections, attach the monitor stand to the monitor:
1. Carefully set the monitor on its side as shown below.

2. Align the hooks on the monitor stand with the matching slots in the base of
the monitor.

3. Slide the monitor stand toward the front of the monitor until the stand
clicks into the locked position.

4, Set the monitor on its stand.

You can now tilt and rotate the monitor.

U Y Ul
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Connecting the Equipment

CAUTION:

Before plugging the Whisperwriter or monitor into an electrical
outlet, connect the monitor and the modem to the
Whisperwriter.

Connecting the monitor

ISy,

S <7

= ——
S

1. Push the monitor signal cable connector into the monitor connector. The
meonitor connector is located on the left side of the Whisperwriter.

2. Tighten the monitor signal cable connector's screws into the monitor
connector to secure the monitor signal cable.

Connecting the optional modem (Models WP-7550J and WP-7550J PLUS)
1. Push the modem data cable into the communication connector.

2. Tighten the modem data cable connector's screws into the communication
COILICCLOL

3. Insert the modem telephone cord into the auxiliary socket of a telephone or
into a telephone outlet.

1. Connect the DC jack into the DC plug connector.

2. Plug the monitor power cord and the AC adaptor power cord into an
electrical outlet.

3. Press the green power button to turn on the monitor. If the power light does
not glOW, Check the power Cord.

4, Press the power switch on the left-rear side of the Whisperwriter to turn it
on. If the system does not respond, check the power cord.

5. Adjust the screen brightness and contrast with the control knobs on the
front of the monitor until the characters on the screen are easy to read. Jf

. ’ L . * "
You can reverse the display any key bas not been pressed for five minutes, the screen will change to a "screen

from white to black and black to saver" to protect the screen. 1o return to the previous screen, press SHIFT or
white by pressing the CODE + CODE.
SHIFT + R.
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Feeding Paper

You have three ways to feed paper for printing:
* manually, one sheet at a time from the paper support on the back of the
Whisperwriter (See below)

* manually, one sheet at a time from the front paper tray of the optional cut sheet
feeeder (See page 12)

* automatically, up to 30 sheets from the back paper tray with the optional cut
sheet feeder (See page 10)

Manual Paper Feeding with the Paper Support (no cut sheet feeder)

CAUTION

Do not use the platen knob to insert paper. For proper paper
insertion, you must use the P INS key.

1. Turn on the Whisperwriter and open the paper support.

\

=

2. Center a sheet of paper in the insertion slot using the marks on the paper
support. If paper width is less than 10.55 inches (letter-size and A-4), align
the paper with mark A. If paper is wider, use mark B.

B A
b v —
P INS 3. Press P INS to automatically advance the paper to the printing position.
PBREAK When you press P INS for the first time after switching the Whisperwriter
on, this message will appear:
8 pp Make sure

The ON selection tels the . /'\/this says OFF.
Whisperwriter that you have a CUT SHEET FEEDER; OF-F
cut sheet feeder instafled and WARNING:
that you would like fo use it for Setting the CUT SHEET FEEDER 10 ON will cause the *P DOWN®
feeding paper. OFF tells the funetion to e invalic

WhjSprWf”ef that eitheryou Press SPACE (o change sefting and oress RETURN
do not have a cut sheet feeder .
installed, or that you are using
manual paper feeding with the 4. Press the SPACEBAR to sclect OFF ; then press RETURN.
cut sheet feeder.
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5. If paper appears crooked, press P INS again. Release the paper by pushing
down on the paper adjustment lever. Slide the top of the paper slightly to
align the top and bottom edges. Then raise the paper adjustment lever. Press
CODE + P DOWN until the paper is just starting to enter roller bar.

Paper adjustment lever

To change printing position,
hold down CODE and press P
UP or P DOWN.

6. If paper is still not aligned properly, press and hold CODE + P UP to take
the paper completely out. Then reinsert the paper where you want it.

Optional CF-710 Cut Sheet Feeder

This section will help you install s CE.710 cut sheet feeder is available for your Whisperwriter. The cut sheet feeder

zgg;f?;’;Zfer into the cut allows you to load up to 30 sheets of 20lb. paper for automatic feeding.

Installing the Optional Cut Sheet Feeder

1. Turn off the Whisperwriter main unit and monitor. Turn the main unit
around so that the back of the machine is facing you.

2. Flip open the paper support on the back of the machine and slightly bend it
in the center until one of the plastic pins on either end is free.

ON/OFF
switch
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3. Carefully pull the free end of the paper support out of the word processor
and then the other. Lift the paper support off of the back.

4. Insert the wire paper holders into the holes on the cut sheet feeder.

5. Push down on the release button and hold it down while you gentlyposition
the two tabs over their slots on the back of the Whisperwriter. Let go of the
release button

Release button

Tabs

6. Slide tabs into slots until you hear or feel a click.

Slots

7. Test the fic of the cut sheet feeder by geady pulling the cut sheet feeder
away from the unit. Jt should remain Sirmly attached.
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Automatic Paper Feeding (with cut sheet feeder)

1. Push down on the tabs on both sides of the paper tray to move the paper

Paper Release Lever Positions

K

DOWN

Paper will Paper
not feed. | will feed.
Paper recommendations:

high quality bond, 16-24 ib.

Paper will not feed properly if
there is too much in the tray.
Do not exceed the 30 sheet
lmit.

Avoid using glossy or slick
paper in the paper tray

because it can cause paper
jams.
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telease lever into the UP position. (See figure at left.)

Paper release
lever in UP
ii'i 7/ position

. Turn the Whisperwriter on and wait for the Main Menu screen to appear.

. Pick up no more than 30 sheets of 20 Ib. letter or A4-size paper.

Fan the paper before loading it.

. Load the paper into the paper tray.

Align the paper with the left tab and slide the right tab over it until it
almost touches the edge of the paper.




To manually insert single sheets
of paper, see next page.

8. Pull down on the release lever (on the right side of the paper feeder) to hold
paper tightly against the rollers.

9. When you are ready to print:

» For Word Processing, Spreadsheet, and Addressbook, choose CUT
SHEET FEEDER: ON in the Print dialog box when you are ready to
print.

* In the Typewriter application, before typing, press MENU and select
Feeder. Press C to bring up the cut sheet feeder dialog box. Using the
SPACEBAR, choose ON. Press RETURN. Before typing, press P INS to

insert paper.

Paper will feed automatically.

Precautions when Using the Cut Sheet Feeder

Please note the following cautions when using your Whisperwriter and Cut Sheet
Feeder.

s Before turning on the Whisperwriter, make sure that the paper release lever is in
the up position. If not, press the tabs on the tray until the release lever is in the
up position. This prevents the cut sheet feeder from feeding paper before the

Whisperawriter is ready to recoive #t.

o If the cut sheet feeder is removed and reinstalled while the Whisperwriter is on,
you will need to feed a “reset” page before printing again. Press P INS, wait,
and then CODE + P UP until one blank sheet is fed completely through the cut
sheet feeder. Now it is ready for normal operation.

* With CUT SHEET FEEDER set to ON, do not reverse an inserted sheet of
paper more than 3/8" (9.5 mm) with the platen knob. (P DOWN will not work
with CUT SHEET FEEDER set to ON in a dialog box). If you reverse the
paper more than that, the automatic cut sheet feeder may feed a second sheet of
paper while the first sheet of paper is still in the Whisperwriter.

Getting Started 11



Manual Paper Feeding (with cut sheet feeder)

CAUTION

Do not use the platen knob to insert paper. For proper paper
insertion, you must use the P INS key.

1. Push the paper tray tabs down until the paper release lever is in the UP
position. (See Step #1, page 10.)

2. Remove paper from the cut sheet feeder.

3. Place a sheet of paper in front of the front paper support on the cut sheet
feeder. Slide the paper against the paper guide on the left.

The default setling is CUT

SHEET FEEDER: OFF. When 4. Choose one of these methods of turning off the automatic paper feeding.
you switch the Whisperwriter o Method 1 - Ifvou bave turned the Whi i b ;
ot and o, the sefting wil If y ve turned the Whisperwriter off and back on again,
revert back to OFF. Press P INS. When you press P INS for the first time after switching the

Whisperwriter on, this message will appear:

CUT SHEET FEEDER:

WARNING:

Setting the CUT SHEET FEEDER to ON will cause the "P DOWN"
function to ba invalid.

eiting and press BETURN

Press the SPACEBAR to select OFF; then press RETURN. Go to step.5.

* Method 2 - Ifyou are switching from automatic to manual single sheet

Jeeding with the cut sheet feeder, and have not turned the Whisperwriter
aff .

In Word Processing, Spreadsheet, and Addressbook: When ready to
print, press MENU and then press P. Use the cursor keys to move to the
CUT SHEET FEEDER response. With the SPACEBAR, select CUT
SHEET FEEDER: OFF. Press P INS and then press RETURN.

In Typewriter: Press MENU; then select Feeder and press C. Use the
cursor keys to move to the CUT SHEET FEEDER response. With the
SPACEBAR, sclect CUT SHEET FEEDER: OFF. Press RETURN and
then press P INS.
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5. Adjust the paper position up and down by holding down CODE and
pressing P UP or P DOWN.

6. If paper appears crooked, press P INS again. Release the paper with the
paper adjustment lever. Slide the top of the paper slightly to align the top
edges. Then move the paper adjustment lever back into position.

Paper adjustment fever

Z
{7

%,
FILER
e SR,

7. Press CODE + P DOWN 1o reposition paper.

Removing the Optional Cut Sheet Feeder

L. Turn off the Whisperwriter.
2. Push down on the cut sheet feeder release button.

Cut sheet
feeder release

3. Slighty turning the top of the cut sheet feeder toward the front of the
Whisperwriter, lift the back of the cut sheet feeder.

4. Slide the cut sheet feeder our of the Whisperwriter.

5. Reinstall the paper support (see next page).
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Reinstalling the Paper Support

Ink-det Cartridge

Getting Started 14

1 B'ending the paper support slightly in the center, carefully insert one of the
pins on the paper support into the hole on the back of the Whisperwriter.

2. Keeping the paper support bent, insert the other end into the other hole.

3. Turn the Whisperwriter on and wait for the Main Menu screen to appear.

Paper support pin

WARNING:

Keep used and new ink-jet cartridges out of reach of children.
Avoid contact between cartridge and face, eyes, skin, and
clothing.

Your Whisperwriter uses a replaceable ink-jet cartridge that contains both the print
head and ink. This cartridge will need to be replaced after approximately 1,000,000
characters (estimated using normal text in 12 point, Brougham font).

Follow these precautions to ensure maximum life of your ink-jet cartridge:
* To (freve.nt a cartridge from drying out, never open the sealed pack until you are
ready to install the cartridge.

* Install the cartridge immediately after you remove the tape from it. It you set the
cartridge aside for an extended period, the cartridge head may dry out.

+ The head of the cartridge is covered with wet ink. Never touch the head of the
cartridge, and never let it touch any other surface.

« To prevent leakage from the print head, do not shake the cartridge after it has
been removed from its pack.

* Store the new print cartridge in the same environment as the Whisperwriter.

» Do not expose cartridges to direct sunlight. Store them at a temperature lower
than 40° C (104° F).

* To transport the Whisperwriter by air, take out the ink cartridge and install a new
one at your destination.



* To move the unit, handle it carefully. Do not jar or turn it sideways with an ink
cartridge in place.

* We recommend that you use cartridges within one year of installation to assure

high print quality.

Installing/Replacing an Ink-Jet Cartridge

In this section, you will fearn how to install an ink-jet cartridge and to replace a used
ink-jet cartridge.

Installing the first ink-jet cartridge
When you set up your Whisperwriter for the first time, you will need to install the
ink-jet cartridge.

1. Turn the Whisperwriter on.

2. Press CODE + INK CHG. The ink-jet cartridge bracker will move to its ink
change position (Left side). Do not move the cartridge manually from side

You have 5 minutes to install or vo side. This message will appear:

change the ink-jet caritridge

before the bracket B .

automatically retums to the Change the ink cartridge?

right hand position. After changing the ink carlridge, press RETURN lo clean head.

3. Open the paper support and the top cover.

Print head \\

4. Tear open the ink-jet cartridge pack and remove the new cartridge.

5. Carefully remove the protection tape from the print head before installing.
Do not shake the ink-jet cartridge after the protection tape is removed.

- 6. Slide the cartridge into the ink-jet cartridge bracket.

Bottom

Protection
tape

Ink-jet
cartridge
brackct
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You will not be able fo print if ink-j i i i
the cartidge & not seroctly 7. Squeeze the ink-jet cartridge bracket and cartridge together until the

Jocked. cartridge snaps under the latch on the bracket.

8. Press the RETURN key. The ink-jet cartridge is ready to use.

9. Close the top cover.

Replacing a used ink-jet cartridge

1. Press CODE + INK CHG. The cartridge will move to the lefs: the ink change
position. Do not move the cartridge manually from side to side. 7his
You have 5 minutes to install or message will appear:
change the ink-jfet cartridge

before the bracket
automatically returns to the

ﬂghf hand pOSlﬂOﬂ. | After ehanging tha ink cartridge, prass BETIURN o clean head.

Change tha ink carlridge?

2. Open the paper support and the top cover.

=
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Alternate method of ink-jet
cartridge removai:

Pull up on the faich that holds
the ink-ject cartridge in place
and pull the cariridge toward
you and then up.

Print head

Bottom \

Protection
tape

3. Grasp the ink-jet cartridge as shown below and pull towards you (1). Then
pull the cartridge straight up (2). To avoid getting ink on your hands, do
not touch the bottom of the cartridge.

4. Dispose of the old cartridge immediately.
5. Tear open the ink-jet cartridge package and remove the new cartridge.

6. Carefully remove the protection tape before installing. Do not shake the

ink-jet cartridge after the protection tape is removed.

7. Slide the ink-jet cartridge into the cartridge bracket.
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8. Squeeze the ink-jet cartridge bracket and cartridge together until the
cartridge snaps under the latch on the bracket.

You will not be able to print if
the cartridge is not correctly
locked.

9. Press the RETURN key. The ink-jet cartridge is ready to use.

10. Close the top cover.

Cleaning the Print Head

From time to time, you may need to clean the print head. You should clean the print

head when:

= the ink on the page looks splotchy or messy

» blank spaces appear on the page

To automatically clean the print head, press CODE + SHIFT + INK CHG. The cartridge
will move slightly to the left and then back to the right.

Cleaning the Print Cartridge Nozzles and Conlacts

If print quality does not improve after cleaning the print head, the problem may be
caused by dried ink on the nozzles, contacts, or the print cartridge bracket contacts.

Do not use a paper towei for 1. Remove the ink-jet cartridge. (See instructions on page 16.)

cleaning because it can 2. Gently clean the entire copper-colored area, including the nozzles and

leave tiny fibers that can . .
clog nozjz/les and cover contacts with a clean cloth, dampened with water only.

contacts. To dissolve any dried ink, hold the damp cloth against the nozzles for about
three seconds. Gently blot and wipe dry.

3. Allow the copper-colored area to dry.

4. Reinstall the ink-jet cartridge and press RETURN. Then press CODE +
SHIFT + INK CHG and close the cover.

If the Whisperwriter is still not printing correctly, clean the bracket contacts
in the printer.
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Cleaning the Bracket Contacts in the Printer

1. Press CODE + INK CHG to move the ink-jet cartridge bracket to the left
side of the carriage.

2. Without turning the Whisperwriter off, unplug the DC jack from the DC
plug connector on the left rear wide of the Whisperwriter. (This will keep
the ink-jet cartridge in the left-hand position.)

3. Turn the power switch off.
Do not use a paper towe/ for

cleaning because it can 4. Remove the ink-jet cartridge. (See page 16.)

leave tiny fibers that can

clog nozzles and cover 5. Use a clean, dry cloth to clean the contacts on the inside of the ink-jet
contacts.

cartridge bracket.

Bracket contacts for
the ink-jet cartridge

6. Install the ink-jet cartridge.

7. Plug the DC jack into the DC connector on the left side of the
Whisperwriter.
8. Press CODE + SHIFT + INK CHG.

If print quality has not improved after this cleaning process, replace your ink-jet
cartridge. If print quality still does not improve, your printer may require service.
Contact your local authorized Brother Service Center.
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Diskettes

Your Whisperwriter can use both MF-2HD (High Density) and MF-2DD (Double
Sided/Double Density) diskettes. The MF-2DD have half the capacity of the MF-
ZHD. We recommend that you use Brother diskettes.

The slightest damage, such as a scratch, or a small amount of dust on a diskette can
easily spoil an entire file and make it unreadable. The protective case of the 3.5 inch
diskertes prevents, to some extent, damage to the sensitive diskette surface. (The
metallic shutter automatically opens and exposes this sensitive surface only when the
diskette is inserted into the drive.) However, additional precautions must be taken in
Drder to ensure reliable maintenance Ofyﬂu[ ﬁles.

CAUTION
* Never open the shutter of the diskette.
« Never touch the surface of the material inside of the diskette.

» Do not use magnetic materials near the diskette.

« Never expose the diskette to extremely high or low temperatures.

Inserting and Removing a Diskelte

CAUTION
Never remove a diskette while a screen message indicates that
a diskette operation is in progress.
To insert a diskette: Proceed as shown in the illustration. You will feel some
resistance if you insert it the wrong way.

remove

To remove a diskette: Press the eject button.
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Initializing (Formatting) New Diskettes

CAUTION

I'nitializirig_ a diskette erases all data on it.

Diskettes must be formatted before they can be used. Some diskettes are already
formatted as IBM compatible when you buy them. However, if you buy
unformatted diskettes, the Whisperwriter can format them to be IBM compatible.
The diskettes you use on 2 Whisperwriter can also be used on a personal computer.
This Whisperwriter can read and write diskettes formatted on a personal computer
in the DOS 1.44 megabyte (M) format and the DOS 720 kilobyte (K) format.

When you insert a diskette and try to save a file on it, the Whisperwriter checks the
format of the diskette. An error message will tell you what ro do if the diskette
matches any of the following conditions:

* The diskette is unformatted (new).

¢ The diskette is formatted in other than MS-DOS or with capacities other than
1.44M or 720K,

To inirialize a diskette:
To initialize a diskette

without creating a document, 1. Start an application by selecting its icon on the Main Menu.
see File Management, page . . ) .
185. 2. Insert a diskette into the disk drive.

3. Create your document and press MENU, and then press F. From the
submenu, press S for Save File. The fb[[awing message appears:

Diskettes may not operate
; Unformatted or darnaged disk!
g{o’ferw n;yog fo;(matggg Do you want to initialize disk?
iskettes for 720K or All data on disk will be deleted if initialized.

disketltes for 1.44M.

orbo zelect and pras: RETURRN.

4. Use CURSOR LEFT and CURSOR RIGHT to select YES to initialize or
NO to exit, and press RETURN. I you selected YES, this screen appears:

<« FORMAT TYPE »»

2DD DIEX 720KB

e cyrsor b sefect and press RETURM.

5. Select the type of format that matches the disketre and press RETURN.
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Write-Protecting Your Diskettes

All 3.5 inch diskettes have a switch that protects their contents from accidental
erasure. When the switch is in the READ ONLY position, you cannot erase old
information or store new information on the diskette. Slide the switch to the READ
ONLY position to protect a diskette containing valuable information. (The switch is
in the READ ONLY position when it leaves a hole in the diskette cover that you can
see through.) You can slide the switch back to the WRITE position when you want
Write/Read ' to modify files or add new files to it.

Backing Up a Diskelte

The best insurance against losing important data is to make backups (duplicate
copies) of each important file. To learn how to make backups, see “File
Management” on page 181.
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Keyboard

Your keyboard contains both the character keys of a standard typewriter and special
function keys. Many keys also have second or third functions that can be accessed
when the key is pressed in combination with another key. The plus (+) is used with
key names to show these key combinations in the instructions. When you see these
key combinations, you need to press the SHIFT or CGODE key, hold it down, and
then press the second key. For example, SHIFT + A means to press and hold the
SHIFT key and then press the A key.

Character Keys and Cursor Keys

The character keys are the keys found on the standard keyboard and keys for moving
around in your text.

.V
[ 11

The character keys, and some

function keys as well, will Letter keys: Pressing the key alone gives the appropriate lower case letter. Pressing
automatically repeat if you hold  the same key while holding SHIFT down gives the appropriate capital letter (SHIFT
the key down. This is useful +A = “A"),

when you want to type

something fike “----------.” Other character keys: Pressing the key alone gives the character indicated on the

lower-left corner of the key (1 = “17). Pressing the same key while holding SHIFT
down gives the character indicated on the upper-left corner of the key (SHIFT + 1 =

((!,’).

Special characters: Characters indicated in green on some keys can be obtained
Pressing SHIFT when in the using CODE (For example, CODE + W = “<").
CAPS LOCK mode alternates
between SHIFT LOCK and Shift lock mode: This mode allows you to type capitals and the special characters
CAPS LOCK. above the number keys without holding the shift key down. If you press SHIFT

LOCK, the SHIFT indicator highlights and remains highlighted. Now all the

characters you type will be upper case (A = “A”, 1 = “I”}. To release this mode, press
SHIFT.

Caps lock mode: When you need to type only capital letters and numbers, like
“ACCT. NO. BC104”, press CODE + CAPS. The SHIFT indicator at the top of
the screen will change to CAPS (highlighted). Caps lock mode locks on so that only
capital letters are input. To release this mode, press CODE + CAPS again.

Cursor keys: Pressing CURSOR UP, CURSOR DOWN, CURSOR LEFT and
CURSOR RIGHT allows you to move the text cursor one position in the direction
of the arrow on their key tops.
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Keypad Keys

In Spreadsheet or Calculator applications, these keys can be used like a calculator
keypad when the numeric lock mode is active.

Number lock mode: When you need to type numbers only, you can press CODE +
7 (NUM-L) to lock the keyboard in the number mode. The NUM indicator on the -

top of the screen will be highlighted.
When the NUM indicator is highlighted, you can type the characters in the black

boxes on the keys. (See illustration above.)
I

To release the number lock mode, press CODE + 7 (NUM-L) again.
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Function Keys

In addition to the normal character keys of a standard typewriter, your keyboard
features a number of function keys.

RETURN: This is the “action” key. When selecting from a menu or answering a
question from the Whisperwriter, pressing RETURN allows you to proceed.

CANCEL: This is the “exit” key. When selecting from a menu or answering a
question from the Whisperwriter, pressing CANCEL allows you to return to the
previous step. Each time you find yourself in the middle of an operation that you
want to stop, press CANCEL.

MENU: This key allows you to display a function menu on the top of the screen.
Once the function menu is displayed, select the function that you want to activate.

CODE: All functions labeled in green on tie keyboard are used widh dhe CODE key.
To activate these functions, CODE must be held down while the function key is
pressed.

Most of the character keys on your keyboard can activate a function when pressed
together with CODE. Example: When CODE + H (HELP) is pressed, the Help
function is turned on. HELP is printed in green at the bottom of the key.

Many function keys, however, are not indicated with a green inscription. Example:
CODE + J will turn the Justify function on and off in the Word Processing
application. Pressing CODE + H will give you a list of these short cut functions and
an explanation of function keys.

Most non-character keys have two inscriptions: The upper inscription indicates the
function that is activated when you press the key alone, and the lower one indicates
the function that is activated when you press the key together with CODE. For
example: CANCEL and CODE + P DOWN.
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Operation Overview

Main Menu Screen

When you switch on the Whisperwriter WP-7550] or WP-7550] PLUS, this Main
Menu appears:

The MAIN MENU in the next MAIN MENU
chapters is for WP-7550J &

WP-7550J PLUS. i [ .
Y
o

Word Spreadsheet Addressbook Templale Typewriter
Processing :

Communi- Flie Disk Auta Lettaer Desk Top
cation Managemenl Applicalion Layout Relerence

When you switch on the Whisperwriter WP-7400], this Main Menu appears:

MAIN NEMNU

5 iy
i
!
Y
Word Spreadsheet Addressbook Templale Typewriter
Processing
6 " 7
= /“_‘*'
IL.]
853 m
Calculator File Disk Auto Letter

Management Application Layout

Application description

Here is a short description of the different applications that you can start from the
Main Menu:

Word Processing: Creates and edits documents, complete with tables, graphics, and
image data.

Spreadsheet: Creates and edits numeric tables and makes automatic calculation.
Addressbook: Creates and edits lists of addresses, phone numbers, etc.

Template: Accesses sample files for the Word Processing, Spreadsheet, and
Addressbook applications. The WP-7550] & WP-7550] PLUS have 198 business

letter templates.

Typewriter: Allows your Whisperwriter to function as an electronic typewriter.
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Calculator (Available in «!! models by pressing CODE + CALC): Calculates
elementary arithmetic.

Communication (WP-7550] & WP-7550] PLUS only): Transfers files between
your Whisperwriter and a personal computer, and also obtains access to commercial
data bases and electronic mail services.

File Management: Organizes files on a diskette.
Disk Application: Starts additional programs that come with your Whisperwriter.

Auto Letter Layout: Automatically selects a format for your business or personal
letters.

Desk Top Reference (WP-7550] & WP-7550] PLUS only): Provides information
about words (spelling, hyphenation, synonyms and jumble) and maintains your user
dictionary.

Starting an application
There are two ways to start an application. Use the method you find most

comfortable.

Press the number key indicated on the upper left side of its icon (1 for Word
Processing, 2 for Spreadsheet, etc.).

OR

1. Press CURSOR LEFT, CURSOR RIGHT, CURSOR UP, and CURSOR
DOWN to move the finger icon to the desired application icon and

highlight ir.

2. Press RETURN to start the application. The application menu appears.

Function Menus

All of the functions in the applications are found in menus. Press MENU to display a
function mcnu at the top of the screen, then sclect the desired function to activate it.

Accelerator keys: Each item of the menu has a single underlined character. You can
select items from the menu faster by pressing the corresponding key.

Shortcut keys: With many functions, you can use shortcut keys. For example, the
shortcut keys for the Justify function are CODE + J. The function menu will not
appear. In this manual, instructions that.include a "shortcut” key method will be

indicated as in the following example:

1. Sclect Edit, then Justify from the function menu. (Short cut: CODE + J)

Dual Display

While creating or editing a file with Word Processing, Addressbook, or Spreadsheet,
you can open another Word Processing, Addressbook, or Spreadsheet file, and work
simultaneously on both files, even if the files do not belong to the same application.

For example, while working on a Word Processing file, you can open a Spreadsheet
file and start working on it. For details, see “Open File for Dual” on page 40.
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Clip Board

Help Windows

Supplemental Programs

Self-Demo

Tutorial

The Clip Board allows you to temporarily store a portion of a file and paste (copy) it
to a different location in the same file or in another file. If the clipped data is
inserted into a different application, the data is automatically converted to fit in the
target file. For details, see “Clip Board” on page 217. '

Press CODE + H (HELP), and a HELP window will display the list of shortcut keys
available at that time. After getting your information, press CANCEL to close the
HELP window.

Programs compatible with this system come on diskettes and can be started by
selecting the Disk Application icon on the Main Menu.

This program lists the key features of the Whisperwriter.

This program teaches you how to use the Word Processing application.

We recommend that you have a look at these programs before you start using the
Word Processing application. See the next page for a sample of a document created
with the tutorial. For best results, refer to this sample document as you go through
the tutorial. To start the tutorial, see "Disk Application” on page 200.

Graphic Art Print (WP-7550J-PLUS only)

This program allows you to print 100 graphic art images. For details, see "Disk

Application” on page 195.

Frame Print (WP-7550J-PLUS only)
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THIE SPRINGFIELD SENTIINIEILL

Published by the Springfield Homeowners Associalion

Springfield Welcomes Fred & Leslie Tanner

As you may have heard, the Taylor
house at 117 Elm has finally been
sold!

Our new neighbors, Fred and
Leslie Tanner, said they fell in love
with the Taylor house the moment
they saw it.

Fred is an Executive Vice-
President at Alliance Electronics in
Middletown. Because he played
college basketball, he plans to get
involved with our high school team,
the Springlield Sabers. Betier not let
Coach Wilson hear about that!

Springfield Taxes Lowest 1 County
For Third Year In A Row

Leslie, who studied interior design,
hopes to start a small consulting
practice out of her home and offer
her services to local residents and
businesses.

Her first project will be to turn the
family room of her home into a
combination sunroom/office. In
fact, she was already over to Drake's
Lumber Yard o order new windows
and fixtures.

Their two children, Jenny and
Craig, will be atiending Springfield
elementary starting this fall.

Every time we step into a supermarket or deparument store, it seems

By Amanda Becker

Jenny, who swudied ballet and tap,
plans to try out for the cheerleading
squad. Craig, who won "Best Pre-
Teen Player” at the All County
Tennis Tournament, plans 1 ry out
for the Springfield Elementary tennis
team. i

Needless (o say, we're sure the
Tanners will be a welcome asset w
our commurity.

For those of you who haven't met
them yet, be sure to keep Sunday,
May 29ih, open for the annual "Say
Hello To Summer" barbecue.

By Don Addison

. . . Lo : COMPARATIVE ANALYSIS

as if the price of everything is always going up. TAX AMOUNTS

Fortunately, the same can't be said of our property taxes which 10000
have remained the county's lowest for three years in a row.

Usually, low property taxes are accompanied by reductions in 8000
municipal services like police, fire and garbage disposal. But thanks  poo0
to the ingenuity of Mayor Joseph Ash and the city council, our level
of municipal services has actually increased over the last few years. 4000

"It's a result of all of us working together to maintain the high 2000
quality of life that Springfield residents have come to expect.
Members of our municipal organizations are all Springfield residents Spingfiekd  Spring Glan Woockridge  Datan

and realize that they are an important part of Springfield's big TOWNSHIP NAME

picture”, said Mayor Ash. Wrax

Mayor Ash continued by saying that a large part of the thanks also should go 1o our various commifees and councils
for their initiative in creating money-raising events.

One particular case that came 1o mind was the library committee which raised over $25,000 in their annual "Cycle-
Thon". As most of you probably remember, the "Cycie-Thon" took place last fall and had over 300 participants, each
with their own "Dollar-A-Mile" sponsor. Because all administrative and promotional cosls were donated, all the monies
raised were able to go directly to our library.

"Thanks to events like this, we are able to maintain cur high level of services without having to increase 1axes on our
residents"”, concluded Mayor Ash,

This page contains an illustration of a sample document created with the tutorial
program. For best results in creating this sample, refer to this page as you go
through the tutorial.
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2 Word Processing

Starting Word Processing

MLAIN MENU

Spreadsheet Addressbook Tamplate Typewriter

File Disk
Management Application

Auto Lelter
Layvout

Desk Top
Reference

1‘ o=
Finger Iron Sl
Word
Processing
Communi-
cation
Creating a New File

1. From the Main Menu, press 1 {or use the cursor keys to move the finger

icon to highlight the Word Processing icon and press RETURN).

If you get a message indicating

that you have an unformaited
or damaged disk, either replace
the diskette with another one or
go to page 21 in Getting
Started for the procedures on
how to initialize a diskette.

PRP R g \ [T Siread-

\ et \

AMELTE ST

2. Use the cursor keys to highlight *NEWTEXT and press RETURN. 7%
Inpus/Edit screen shown on the next page appears.

Editing an Existing File

1. Insert your data diskette into the drive,

Remember that you can press )
CODE + H to get on-screen
help.

- Press 1 or use the cursor keys to move the finger icon to highlight the Word
Processing icon and press RETURN.

3. Use the cursor keys to highlight the file you want to retrieve and press
RETURN. The Input/Edit screen shown on the next page appears.
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The Input/Edit Screen

1

7 8 9 10
_~L_ Ll
Status Line = | msg I Er
Scale = M0....0. i i toees Tt g, I I T T ﬂ
DR R
1]
o
(Tennessee[18 a Text Area
Tennessee[24 a
Tennessee(36 a
[ ToavetesasRinrstone, Zieerteaae P Bevertiens et
Helsinkit0 a} [Broughan{id 2 U Hoa] [cCulgary J1oa Horizontal Position
Helsinkil2 a] [Broughanf2a] | s l1za) [colsary [12a Vertical Position —3
Helsinkiltg ) [Broughanftaa] | us_ f1sa) [calgsry figa)
ikl Tz Second Document
He ssnk, al (LS Ddal [Cofaory oda) (ol O
HelsinkipBa] [Broughan36a] [_Us _ P6a] [Calgary Béa)
T Dead Columns T
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Status Line: The indicators on the status line show your current settings. User the

above

screen to see the placement of the indicators. From left to right on the screen,

they are as follows:

1.

Mo N

10.

Page Number — The page number the cursor is positioned on.

File Name — The name of the file you are working on.

Font Name — The font name.

Font Size — The font size (in points) and font mode (double width or height).

Type Styles — The highlighted indicators (framed with a solid line) show you
which type style is active. From left to right, they are bold, undetline, strike-

oug, italic, outline, shadow, superscript, subscript, and shading.

Spell Check — It is highlighted (framed with a solid line) when Spell Check is
monitoring your typing.

Auto Return or Justification — It tells you when you are in either the auto

return (AUTO) or justify (JUST) mode. When both Justification mode and
Auto return mode are OFF, (AUTO) is not highlighted.

Insert or Overwrite — It tells you when you are in either the Insert (INS) or
overwrite (OVER) mode.

Numeric Lock — It is highlighted (framed with a solid line) when the
keyboard is locked in the numeric mode (The keypad keys will be active. See
page 24 in Getting Started for more information).

Capital Lock — It is highlighted (framed with a solid line) when the keyboard
is in the capiral lerrer (CAPS) mode or in the shifi (SHIFT) mode.



The scale can be disabled in
order to provide more space
on the screen for your text.
For details, see Scale Line
ON/OFF on page 81.

Scale: The scale on the screen of the word processor is the electronic equivalent of
the scale on the top of a typewriter. This scale helps you to determine the position
of characters on a page. The numbers indicate the position from the left edge of the
paper. Other symbols remind you of format settings: left margin [ [ ], right margin

[11, normal tab [ } 1, center tab [ J ] leader tab [ "] 1, decimal tab [ § 1.

Text Area: The bulk of the screen is your work area. It is a window into your
document. It only shows a portion of your document at a time, but you can move
the window up, down, left, and right. The only part you cannot use are the dead
columns (left and right edges of the screen). The word processor reserves the left
edge for the format change symbol [ E ], chart symbol [ € ], line framing symbol

[ L), and the right edge for the symbol that shows the cursor’s immediate position.
The solid box at the right edge of the screen indicates the cursor’s line position.

Other symbols appear in the text to remind you of the format functions that you
used, but will not be printed. These symbols can be switched on/off. For details, see
“Function Mark ON/OFF” on page 81.

A word processing file cannot exceed approximately 70,000 characters (70K). To
find out how much space you have remaining in the file, press MENU. A box
displaying the remaining memory available for this file appears. If the file should
become full while typing, you will get this Memory Full error message: “Memory
fulll Press any key to continue.” This means that the internal memory is full and you
need to save this file on a diskette and open a new file before you can continue
writing your document.

Before saving the file on a diskette, use BACKSPACE or DELETE to erase the last
characters typed to make some memory available. You should repeatedly press
BACKSPACE or DELETE until you no longer get the Memory Full error message.
Then you can save the file and open a new file to continue writing your document
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Basic Typing

Try crealing a short, simple
document and save iton a
diskette. For details about
saving a file, see “Saving a
fife” on page 42.

You may also try fo print your
document. For details about
printing, see "Printing a
Document” on page 83.

Word Wrap Function

Hyphen Function

After the text is typed and the
document formatted, you can
use the Hyphen Scan function
to automatically insert soft
hyphens. For detaifs, see
“Hyphen Scan” on page 48.

Types of Spaces
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Typc your text just as you would on a typewriter. The text appears on the screen
instead of being printed on paper.

If you make a mistake, use BACKSPACE or DELETE to erase the mistake,

The word wrap function allows you to type the sentences in a paragraph
continuously without entering a paragraph break symbol [¢=]. When a word is
going to extend beyond the right margin, the word will be moved to the next line
automatically.

Normal hyphen: Typing a hyphen “" in a word entered at the right margin
automatically sends the characters after the hyphen to the next line. If the document
is edited and the hyphenated word fits on the line, the hyphen will not disappear.

Permanent hyphen: For those words that always require a hyphen (mother-in-law,
for example), use permanent hyphens which are entered with CODE + [-]. A
permanent hyphen is displayed as [ i ]. If a permanent hyphen is used in a word, it
is treated as a normal character.

Soft hyphen: If a long word has been moved to the next line by the word wrap
function, you can insert a soft hyphen at an appropriate position using CODE + S.
The soft hyphen is displayed as a dotted hyphen [---]. The part of the word before
the soft hyphen will be returned to the end of the previous line if it can fit. If the
document is reformatted so that the entire word can fit on the same line, the soft

hyphen wil disappear.

Soft spaces: Soft spaces are entered by pressing SPACE BAR. They are word
separators that allow words to be separated by the word wrap function. When your
sentence reaches the right margin, the word wrap function will move all of the words
that come after the last soft space to the next line. In Justify Mode, the soft spaces
are adjusted to produce an even right margin. (See “Justify” on page 45.)

Permanent spaces: Permanent spaces are entered by pressing CODE + SPACE BAR.
They are word separators that link words togelther. Permancut spaces prowect words
from being separated on different lines. A permanent space is displayed with the
symbol [ii] and is considered part of the two words it links. Such a space is never
adjusted by the automatic justification function. If two words separated with a
permanent space are entered on the right margin, they will automatically move
together to the beginning of the next line.



Paragraph Break

At the end of each line of text, Word Processor will automatically move the cursor to
the beginning of the next line. This kind of return is called a “soft return.”

To mark the end of a paragraph, press RETURN. The cursor will jump to the next
line. A return symbol [ &) will appear in your text. This kind of return is called a
“hard return.”

Page Break

The word processor automatically breaks text up into pages according to your
specifications. The position of these automatic page breaks is flexible and will be
readjusted for you by the word processor if you modify the text. On the screen a
page break appears as a horizontal line along with a page number.

You can also force the word processor to start a new page at any point by pressing
CODE + P BREAK. This inserts a page break symbol [¥] in the text, and creates a
new page with the cursor positioned at the beginning of the first line.

Tab and Paragraph Indent

See “Page Setup” on page 58. Tab: When you press TAB, the cursor jumps to the next tab stop and a tab symbol

[—>] appears. There arc different kinds of tab stops. For details about setting tab

stops and using them, see “Margins & Tabs” on page 54.
For details about paragraph
indent, see "Margins & Tabs” Paragraph indent: When you press CODE + TAB the cursor jumps to the next

on page 54. normal tab stop and a paragraph indent symbol [} appears.

That position becomes a temporary left margin. The cursor will automatically return
to that position until you press RETURN to mark the end of the paragraph.

Typing Different Characters

Special characters on the keyboard: Most letter keys on your keyboard are also used
in combination with CODE to activate functions. A few keys, however, are available
to type special characters. These keys have the characters printed in green on the key
top (example: § on the Z key). To type such a character, press CODE + the character
key.

For a complete list of symbols, Symbols: Pressing CODE + 4 (SYMBOL) displays the SYMBOL window:

see “Symbol table” on page
226 << SYMBOL >

H-!-VO*:&.OIDQOAAVV

Fress €, 3, 1, ¢ (o select a lelter and press RETURN.

Use the cursor keys to select a symbol, and press RETURN to put the symbol
character in your text.
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For a complste list of
extra characters, see
“Extra character table” on
page 226.
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Extra characters: Pressing CODE + 5 (E CHAR) displays the EXTRA
CHARACTER window:

<< EXTRA CHARRCTER »>>

01 2 3 45 6 7 8¢

Use the cursor keys to sclect an cxtra character, and press RETURN to put the
character in your text.

Besides the cursor keys, you can use these keys to move the cursor quickly through
the SYMBOL and EXTRA CHARACTER windows:

Key Cursor movement

CODE + EXPR to the beginning of the displayed line
CODE + RELOC to the end of the displayed line
CODE + PRE S to the beginning of the previous line
CODE + NEXT S to the beginning of the next line



Basic Editing

To make a revision, you must first know how to move the cursor in the document.

Moving the Cursor
. Moving one position at a time: The cursor keys CURSOR LEFT, CURSOR
RIGHT, CURSOR UP and CURSOR DOWN move the text cursor one position in

the direction of the arrow on their key tops.
EXPR RELOC)

The Cursor Keys Jumping left and right: CODE + EXPR moves the cursor to the left margin. CODE
+ RELOC moves the cursor to the end of the current line.

When you spot a mistake inthe  Moving one paragraph: SHIFT « CURSOR LEFT or SHIFT + CURSOR RIGHT
line you are typing, move the moves the cursor to the next return, page break, or column end symbol in the

cursor back to the mistake, direction of the arrow on the cursor key.
correct the mistake, then press

CODE + RELOC to return to Searching a format symbol: SHIFT + CURSOR UP or SHIFT + CURSOR DOWN
your previous typing position. moves the cursor to the left margin displaying the format symbol.

Moving one screen at a time: CODE + CURSOR UP (PRE S) moves the cursor
back to the previous screen, and CODE + CURSOR DOWN (NEXT S) moves the
cursor forward to the next screen at a time.

Moving to a specified page: CODE + G (GO TO) moves the cursor to the beginning
of any page in the document. Affer pressing these keys, this window appears:

GOTOPAGE: _1

Type page number and press RETURN or use arrow keys to
mova ko page top, naxl page top, beginning or end of file.

Type the desired page number and press RETURN. The cursor moves to that page.

Instead of typing a page number, you can also press a cursor key. The window will
Besides these methods for disappear, and the cursor will move as indicated in the following table.
moving the cursor, you can
also use the Search funclion to
locate a specific word, phrase,
or title in your document. See
“Search” on page 46.

Cursor Key Cursor Movement

CURSOR UP To the beginning of the current or previous page
CURSOR DOWN To the beginning of the next page

CURSOR LEFT To the beginning of the document

CURSOR RIGHT To the end of the document
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Inserting Text
You can add text in the middle of a document either in insert or in overwrite mode.

Insert mode: At the cursor, the characters you type are inserted and the rest of the
line automatically moves w dee righ.

Overwrite mode: As you type, your new information replaces the existing text.

To change between the insert and overwrite modes, press CODE + [ (INSERT). The
indicator on the document status line will change accordingly to INS or OVER.

Deleting Text
Deleting a character: Press BACKSPACE to delete one character to the left of the
cursor. Press DELETE to delete the character at the cursor position.

Deleting a word: To delete a word, position the cursor on the space immediately
following the word and press WORD OUT.

Deleting a line: To delete a line, position the cursor anywhere after the last character
of the line and press CODE + LINE OUT.

Deleting a block of text: You can delete any amount of text by using the Block /

It is not possible to delete a Delete function. For derails, see “Delete” on page 61.
return symbol [ ¢} if the two

paragraphs have different

formats.

Using the File Functions
T & ove Use the File functions from the File function menu to open, save, close, delete, or

— rename your files; initialize disks; and to return to the Main Menu.

Dpen File
Save File
Open File for Dual
Quit

Close File

Eile Management

Open File: Saves the current file to diskette and opens another.

Save File: Saves the current file to diskette without closing it.

Open File for Dual: Opens a second file. Both the first and second files are
displayed on the screen.

Quit: In single mode, exits the file without saving and returns to the Main Menu; in
dual mode, exits the current file and makes the other file active.

Close File: In single mode, saves the file and returns to the Main Menu; in dual
mode, saves and closes the current file.

File Management: Opens the File Management screen.
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Tips for Using Files

Open File

CAUTION

Do not remove a diskette while Word Processing is saving a
document to the diskette or when Word Processing is reading
a document from a diskette. It could cause a loss of data.

* You can open two files at the same time, and the files do not need to belong to the
same application. We will call those files the first and the second file. The first file
is opened with Open File; the second file is opened with Open File for Dual.

When you are working in Dual Display mode you cannot use the Open File for
Dual command to open a third file , you must close at least one of the files before
you can use Open File for Dual.

* File operations are identical in the Word Processing, Spreadsheet, and
Addressbook applications. While working with one application, you can use Open
File or Open File for Dual to open a file belonging to the same application, or to
a different application.

¢ To save the current file, use Save File or Close File.

* You can organize your files in File Management mode; however, File Copy, Disk
Copy, and Convert functions are not available. For details, see “File
Management” on page 179.

Open File is used to open a Word Processing, Spreadsheet or Addressbook file.

1. Press MENVU. The cursor will move up into the function menu bar.

2. Select File to open the file menu; then select Open File from the file menu.
If not in dual mode and you already have a file open that has been saved, the

system witl ask if you want to save it:

Save current file?

Use cursor to select and press RETURN.

INO] [CANCEL]

3. Use CURSOR LEFT and CURSOR RIGHT to select YES, NO or
CANCEL. Then press RETURN.

* YES: Displays the SAVE FILE window. See “Saving a file” on page 42.

* NO: Asks you to confirm that you want to abandon the file:

OK to abandon current file?

Use cursor to select and press RETURN.
[FES] INO]

» CANCEL: Cancels the function and returns to the previous display.
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You can remove a diskette and

insert another one when the file

index window is displayed.
The display will automatically
be updated to display the
directory of the new diskette.

Save File

if you get a message indicating
that you have an unformatted
or damaged disk, either replace
the diskette with another one or
go the page 20 in Getting
Starled for the procedures on
how lo initialize a diskette.

Open File for Dual

For copy and paste operations,
see “Clip Board” on page 217.

See “Change Screen” on page
81.
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Afier you save and close, or abandon the file, the file index window appears.

Pracessng \_[EEDTset | [Fppsarss\

KNEWTEXT LETTERL WPT  LETTER1O

LETTERIL.WPT LETTERZ .WPT  LETiERs ot
LETTER4 WPT  LETTERG .WPT  LETTERS .WPT
LETTER? .WPT  LETTERS .WPT  LETTERS .uPT

The file index window can display three indexes: Word Processing,
Spreadsheet, and Addressbook. The file index for the application you are
currently using is displayed above the other indexes. The title of the application
You are currently working on is highlighted and this message is displayed:

[Select mode and press | to select a file. ]

4. To select the application, use CURSOR LEFT and CURSOR RIGHT to
highlight the desired title; then press CURSOR DOWN. The cursor will
move inside the file list and highlight the file name at the upper lefs corner. This
file name is either NEWTEXT, NEWDATA or NEWBOOK which allows you

to siars a new file. This message is now displayed:

[Select a file and press RETURN. Press CANCEL to select mode. )

5. Use the cursor keys CURSOR LEFT, CURSOR RIGHT, CURSOR UP,
CURSOR DOWN, CODE + NEXT S, or CODE + PRE S to highlight the
desired file; Then press RETURN to open the file.

OR

You can also press CANCEL to move the cursor back to the title of the list.

Save File is used to save the current file without closing it.

1. Press MENU. The cursor will move up into the function menu bar.

2. Select File to open the file menu; then select Save File from the file menu.
The SAVE FILE window will appear, and your file's name will be displayed az
the top of the window.

3. Press RETURN. 7% file will be saved 1o diskette.

Open File for Dual is used to open a second file in addition to the file you are
currently using. In this way, you can easily compare the two files or transfer parts of
one file to the other.

When a second file is opened, use the Screen functions on the function menu to
move between the two files.



1. Press MENU. The cursor will move up into the function menu bar.

2. Select File to open the file menu; then select Open File for Dual from the
file menu. The file index window appears

WPt ‘;!nrﬂ . ,\ /fﬁ';:tad- \ / ggg;ess- \

MNEWTEXT LETTERL WPT LETTER10.WPT
LETTERLL.WPT LETTERZ .WPT LETTER3 .WPT
LETTER4 WPT LETTERE WPT LETTERE WPT

LETTER7 .WPT LETTERE8 .WPT LETTERS .WPT

The file index window can display three indexes: Word Processing,
Spreadsheet and Addressbook. The file index for the application you are
currently using is displayed above the other indexes. The title of the
application you are currently using is highlighted, and this message is
displayed:

[Select mode and press | to select a file. ]

3. To select the application, use GURSOR LEFT and CURSOR RIGHT to
highlight the desired title; then select press CURSOR DOWN. The cursor
will move inside the file list and highlight the file name at the upper left corner.
This file name is either NEWTEXT, NEWDATA or NEWBOOK, which
allows you to start a new file. This message is now displayed:

[select a file and press RETUKRN. rress CANCEL Cto select mode. i

4. Use the cursor keys CURSOR LEFT. CURSOR RIGHT, CURSOR UP,
CURSOR DOWN, CODE + NEXT S, or CODE + PRE S to highlight the
desired file and press RETURN to open the file.

OR

You can also press CANCEL to move the cursor back to the title of the list.
Quit
Quit is used to return to the Main Menu without saving a file.

1. Press MENU and select File; then select Quit from the function menu. This
window will appear:

OK to abandon current file?

iUse cursor to select and press RETURN.
INO]

2. Use CURSOR LEFT and CURSOR RIGHT to select YES or NO and press
RETURN.

* YES: Deletes the file from the memory.

* NO: Cancels the function and retusns to the previous display.
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Close File

Saving a File

If you get a message indicating
that you have an unformatied
or damaged disk, eithor replace
the diskette with another one or
go to page 21 in Getling
Started for the procedures on
how to initialize a diskette.

File Name Conventions
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Close File is used to return to the Main Menu after saving the file.

Press MENU and select File; then select Close File from the function menu. A
changes have not been saved, the SAVE FILE window will appear. See “Saving
a file” below.

When Close File or Save File is selected from the menu, the SAVE FILE window

shawn below will appear immediatcly.

The system will also ask you if you want save your current file if you try to open
another one using Open File. /fyou select YES, the SAVE FILE window will appear.

<< SAVE FILE >>

FiL.ENAME: [ | JWPT

Existing File(s)

LETTERL .WPT LETTERLO.WPT
LETTER11.WPT LETTERZ .WPT
LETTER3 .WPT LETTER4 .WPT
LETTERE .WPT LETTERE ,WPT
LETTER7 .WPT LETTERE .WPT

\Type filename and press RETURN.
Press t, 4 to scroll file directory.

* If you were working on a new file, the file name is empty and you must type a file
name. (See the File Name conventions below.)

* If your file has already been saved on the diskette, its file name is displayed.
You can press RETURN to save the file with changes.
OR

You can also type a new file name to keep both the original and modified
versions in separate files.

* The correct file name extension is displayed in the file name entry field (WPT for
Word Processing, SPR tor Spreadsheet, MRG for Addressbook), and a list of the

files from the same application is shown.

* A file name can be made of up to eight characters; a beep sounds if you try to
input more. The file name is followed with a period and a three character
extension that is automatically created by the system. You cannot modify the

extenston.
* The word processor accepts only the following characters in file names: upper and

lower case letters of the English alphabet (A-Z and a-z), digits (0 to 9), and the
hyphen (-). All others are refused and cause the word processor to beep.

¢ The word processor does not distinguish between upper and lower case letters. All
letters are converted into capitals.



File Management
Y o= 1. Press MENU. T7he cursor will move up to the function menu bar.

File Deletz

2. Select File to open the File menu, and then select File Management from
the file menu. Use the File function to delete or rename files.

File Delete: Erases files from the diskette.
Rename: Changes the name of a file.

Exit: Exits from the File Management mode back to your document.

Use the Disk function to delete all files, to initialize diskettes, and to view a
diskette's contents.

Iritialize Disk
Directory Read

Delete All: Deletes all unprotected files on the diskette.

Initialize Disk: Prepares the diskette to accept data such as Word Processing
files, Spreadsheet files, etc..

Directory Read: Reads the directory of a diskette when this has not been done
automatically.

For details, sce “File Managcmcnt” on page 179.
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Using the Edit Functions

Bight Margin Flush
dustify
Search
Replace
Header
Footer
Hyphen Scan
Merge Code

Centering
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_m Slyle Block

Use the Edit functions from the Edit function menu to make changes in the
appearance of your text, to create footer and header texts, or to set up merge codes
for automatic generation of letters.

Centering: Centers text between margins.
Right Margin Flush: Aligns text flush with the right margin.

Justify: Evenly adjusts the space between words so that the last character of a line is
aligned with the right margin,

Search: Searches for the occurrence of a specified string of characters in the
document.

Replace: Searches for the occirrence of a specified string of characters in the
document and allows for automatically replacing with another string,

Header: Defines a block of text at the top of a page.
Footer: Defines a block of text at the bottom of a page.
Hyphen Scan: Scans the text for unhyphenated words that can be divided.

Merge Code: Inserts merge codes that will be automatically replaced with data from
an Addressbook file during printing,

The Centering function is used to center a line of text between margins. You can use
it to center the text being typed, or to center text that has already been typed.

1. With the cursor on the line to be centered, press MENU. The cursor will
move up to the Function Meny bar.

2. Select Edit from the function menu bar; then select Centering from the
Edit menu. (Short cut: CODE + F) A centering symbol [|+[] will appear. The
cursor will move to the center of the line.

3. Type the text; then press RETURN. If the line contains text, the text is
centered and the cursor waits at the end of the line.

You can use one of the following methods to release the centering format.

* Delete the centering symbol [|4].
¢ Press CODE + F a second time.
¢ Press CANCEL.

¢ Select Centering from the function menu bar a second time,



Right Margin Flush

Justify

Any line that ends in a <]
symbol cannot be justified.

The Right Margin Flush function is used to align text flush with the right margin.
You can use it to align the text being typed, or to align text that has already been
typed and formatted.

1. With the cursor on the line to be aligned, press MENU. The cursor will move
to the Function Menu bar.

2. Select Edit from the function menu bar; then select Right Margin Flush
from the edit menu. (Short cut: CODE + R) A right margin flush symbol
appears. The cursor will move to the right margin.

3. Type the text; then select press RETURN. If the line contains text, the text is
aligned and the cursor waits at the end of the line.

You can use one of the following methods to release the margin formatting:

* Delete the right margin flush symbol [<1].
* Press CODE + R a second time.
¢ Press CANCEL.

* Select Right Margin Flush from the Function Menu bar a second time.

The Justify function is used to adjust the width of the blank spaces between words so
that the last character of the line is exactly on the right margin. You can use this

function to justify the text being typed, or to justify text that has already been
formatted. '

1. With the cursor on the paragraph to be justified, press MENU. The cursor
will jump to the function meny bar.

2. Select Edit from the function menu bar; then select Justify from the

Function menu. (Short cut: CODE +J) The AUTO indicator on the status
line will be chunged w JUST.

3. To cancel the Justify mode and resume normal typing, or to undo a justified
text, proceed as in step 1. The JUST bhighlighting changes to AUTO.

When you switch the Justify mode on/off, a format change symbol [E] appears in
the dead column at the beginning of the paragraph. The Justify On/Off mode will
be valid from that point to the end of the document, or up to the next format
change symbol.

Word Processing 45



Search

The Search ﬁm'ctif)n is used to search for a specified string of characters. It can be
used in a very similar way with the Spreadsheet and Addressbook applications.

1. Press MENY. The cursor will jump to the Sfunction menu bar.

2. Select Edit from the function menu bar; then select Search from the edit
menu. The SEARCIT window appears:

<< SEARCH »>
BEARCH:
|
START POSITICON: CURRENT
SEARACH:
WHOLE WORD CHECK OFF
CASE CHECK OFF

Type SEARCH word(s) and press RETURN.

3. Type the string to be searched for (50 characters maximum).

4. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to select the other settings.

START POSITION: CURRENT — Scans the text from the current
cursor position.

START POSITION: BEGINNING OF FILE — Scans the text from the
beginning of the file.

WHOLE WORD CHECK: OFF - Stops scanning if the string is found
even inside a word. (For example, “the” will be found in “these”).

WHOLE WORD CHECK: ON - Stops scanning only when the string
is 2 word by itself.

CASE CHECK: OFF - Causes the system not to distinguish between
upper and lower case letters. (For example, if the string is “the”, the
system will stop at “tHe”, “THE”, etc.).

CASE CHECK: ON - Stops only at strings in exactly the same case.

5. Press RETURN when you have made your selections. If an occurrence of the
string is found, it is highlighted and this window appears:

Next search?
Use cursor ta select and press RETURN.
INQ)

6. Select YES or press TAB to restart searching, or select NO to cancel the
function. When the string cannot be found, this message appears:

ﬁﬂord {s) not found.
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Replace

The Replace function is used to search for a specified string of characters and replace
that string with another string,

1. Press MENU. Select Edit from the function menu bar; then select Replace
from the function menu. The REPLACE window appears:

<< REPLACE >>
SEARCH:
REPLACE:
START POSITION: CURRENT
REPLACEMENT MODE: MANUAL
SEARCH:
WHCLE WORD CHECK QOFF
CASE CHECK CFF
Type SEARCH & REPLACE word(s) and press RETURRMN. i

3. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting.

4. Type the search and replace strings (50 characters maximum). Use SPACE
BAR to select the other settings.

START POSITION: BEGINNING OF FILE — Scans the text from the
beginning of the file,

WHOLE WORD CHECK: OFF — Stops scanning if the string is found

even inside a word. (For example, “the” will be found in “these™).

WHOLE WORD CHECK: ON - Stops scanning only when the string
is a word by itself.

REPLACEMENT MODE: MANUAL - The system asks you whether

or not to replace each time a string is found.

REPLACEMENT MODE: AUTO - All occurrences of the string will

be automatically replaced.

5. Press RETURN when finished. After you press RETURN, the system starts
searching. In AUTO mode, this message will appear after all replacements have
been performed:

[completed. ]

In MANUAL mode, when an occurrence of the string is found, it is inversely
displayed, and this window appears:

Replace?

‘yUse cursor to select and press RETURN.
NO] {CANCEL]

6. Select YES to replace that occurrence and restart searching, NO or press
TAB to restart searching without replacing, or CANCEL to cancel the
function. When the string cannot be found, this message appears:

[word(s) not tound. |

Word Processing 47




Header/Footer

The Header/Footer functions allow you to print a line of text at the top (header) or
bottom (footer) of each page of the document.

1. Press MENU and select Edit; then select Header or Footer from the function
menu. The HEADER or FOOTER Edjt screen appears:

<L FOOTEA >>

i | ; : d
0....l....‘F...:....E...-l....jé....h...4....|....5....t....ﬁ....i....‘13..:..

2. Type header and/or footer text to appear on every page. You can use
centering, right margin flush, attributes, font type and size, margin settings,
and tabulation without affecting the layout of the document itself.
However, the entire text must fit on a single line.

Before printing your document, 3. When finished editing, press MENU and select Edit; then select Exit from

do not forget to enable the the function menu.
header or footer printing. See

“Printing a Document” on page

83.

Editing headers and footers

Use the following Edit functions from the function menu to make changes in the
appearance of header/footer text:

Bl st - Centering: Centers text between margins.

Right Margin Flush
Headet

Eooter

Auto Page Numbering
Exit

Right Margin Flush: Aligns text flush to the right margin.

Header: Opens the Header mode during the footer mode.

Footer: Opens the Footer mode during the header mode.

Auto Page Numbering: Numbers pages in your document automatically.
Exit: Exits from the Header or Footer mode to the document File menu.

Centering, Right Margin Flush, and Header/Footer are explained on page 44.

Auto Page Numbering
You can automatically number pages in your document.

1. Press MENU and select Edit; then select Auto Page Numbering from the
Function menu. The Auto Page Numbering screen appears:
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START NUMBERING WITH PAGE NUMBER:

| Type number and press BETURN.

2. Type the number of the first page. Press RETURN when finished. The
number will be displayed between double quotation marks.

OR

You can also automatically number pages in your document in another way.
To do this, include a number between double quotation marks. For
example, if your header or footer is Page “1”, the first printed page will
show Page 1, the second will show Page 2, and so on. When inserting
additional pages, use centering or right margin flush and insert them.

Style
Use the Style functions from the function menu to modify the appearance of your
header or footer text.
Type Style: Switches attributes on/off.
Font & Size: Select font type, size and mode.
— Margins & Tabs: Set, left, and right margins, and tab stops.
Edi

When the text cannot fit on a single line, this window appears:

Font & Siz
Margins & Tabs

Dala will be truncated!
OK to change margins?

Use cursor to select and press RETURN.
rE=] {NO)

* YES: Changes the margin and truncates the data which exceeds the right margin.

* NO: Do not change the margin.

‘Hyphen Scan ,
Since the word wrap function automatically transfers a word that cannot fit in the
current line to the next line, excessively long blank spaces may appear and a poor
layout will result.

A hyphen inserted with the The hyphen scan function automatically detects such long blank spaces and gives

Hyphen Scan function is
treated as a soft hyphen. When
: reformatting, if a word
containing a soft hyphen fits
within _theg marginsf’fhe soft 1. Press MENU and select Edit; then select Hyphen Scan from the function

hyphen is deleted. ' menu. 7he HYPHEN SCAN window appears:
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you a chance to hyphenate long words. It allows you to type your text without
inserting any hyphens manually (except permanent hyphens).



Merge Code
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<< HYPHEN 5CAN »>

HYPHENATION HOT-ZONE:
(2 (0.2INCH) ~ 8 (0.8INCH)) ®
START POSITION: CURRENT

Type number and prass RETURN.

2. Use. CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting.

3. Type the number for the hot zone width (2 - 9). Use SPACE BAR to select
the start position setting,

HYPHENATION HOT-ZONE : 2-9 Defines the width of the hot

zone.

START POSITION : CURRENT Scans the text from the current

cursor position,

START POSITION : BEGINNING OF FILE Scans the text from the
beginning of the file.

4. Press RETURN when finished. The system starss scanning the document. Ifa
word leaves a blank space that is wider than the specified HYPHENATION
HOT-ZONE, the HYPHENATION window appears:

OK to hyphenata?
< HYPHENATION >

prepara-tory

Use cursar to select and press RETURRN.

Press SPACE lo change hyphen position.

5. The window shows a possible hyphen position for the long word. Select the
following items by using CURSOR LEFT and CURSOR RIGHT and press
BETURN. (You can also press TAB instead of selecting NO).)

* YES: Hyphenates the word as shown and resumes scanning.
¢ NO or TAB: Resumes scanning without hyphenating that word.
* CANCEL: Cancels the function and returns to the previous display.

6. To change the hyphen position, press SPACE BAR while displaying the
HYPHENATION window. The hyphen position will change within the

possible hyphen position.

The Merge Code function is useful when a similar letter is to be sent to numerous
addresses with each letter having a different name and address, but the same

contents. This will print the same letter continuously while automatically inserting
changing information such as names and addresses into the document at the same
position.



Using the merge code function

1. Create a file containing the data to be inserted in the letters (the
Addressbook file). For details, see “Addressbook” on page 131. The data to
be inserted into a single letter is called a record. A record is made of
different labels that correspond to the different pieces of information you
need to insert in a single letter (Name, Address, etc.). You must organize
your Addressbook file logically. The same label of each record must contain
the same type of information. The Addressbook application allows you to
mark records for merge printing.

2. Create a Word Processing file containing the text that will be common to all
of the letters (the "master document”). Wherever variable information has
to be inserted in thar texr, you insert a “merge symbol” using the Merge
function described in this section.

3. Print the Master Document. The text is printed as usual until a merge
symbol is encountered. At that point, the program compares the label name
that you have inserted with the merge symbol, and automatically replaces
the merge symbol with the data contained in the corresponding label of the
first marked record.

When the whole document is printed, the system checks the Addressbook
file to see if there are more marked records. If there are no more records,
merge printing is completed. Otherwise printing of the Master Document
starts again using the next marked record of the Addressbook file. The
process is repeated until all records of the Addressbook file have been used.

Inserting merge symbols in your document

1. Position the cursor in the text at the desired location for the merged
information.

2. Press MENU and select Edit; then select Merge Code from the function
menu. (Short cut: CODE + M) The MERGE CODE window appears:

<4 MERGE CODE »>

LABEL NAME:

| Type labe! name and press RETURN.

3. Type the name of the label (12 characters maximum ) corresponding to the

Addressbook information you want inserted at this point. Then press
RETURN. The label name is entered as it appears in the Addressbook.

You must type the label name 4. Type LAST NAME, FIRST NAME, or one of the other label names at the

exactly the same way as it merge code screen. The label name surrounded with merge symbols [M]

appears in your Addressbook il in the text
file. You can use the dual Wil appear in the text.

screen function to display the 5. If necessary, set the font type and size, as well as the attributes for the label

Addressbook file if you do not . e . . . .
emember the label names. name. During merge printing, the merged information will use those settings.

6. After inserting all merge symbols, you can start merge printing. See

“Printing a Document” on page 83.
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Using the Style Functions

ST -

Eont & Size
Margins & Tabs
Line Spacing

Block

Multi-Cofumn
Copy Formal
Delete Format
Page Setup

Margins & Tabs, Line
Spacing and Multi-Column
are applied from the paragraph
the cursor is on, up to the end
of the document, or up to the
next format change symbol,

Page Setup applies to the
entire document.

Type Style Change

The characteristics that you
can set with the Type Style
Change function are called
“altributes.”

Undetrline is an exception to
the rule in step 2. Pressing
SPACE BAR once turns
Continuous Underline on.
Pressing it again turns Word
Underiine on, and pressing it
once more turns underiine off.
With Continuous Underline,
everything is underfined. With
Word Underline, spaces
between words are not
underlined.
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Use the following Style functions from the Function menu to modify the appearance
of your document:

Type Style Change: Switches attributes on/off.

Font & Size: Selects font type, size and mode.

Margins & Tabs: Sets left and right margins, and tab stops.
Line Spacing: Sets the line spacing.

Multi-Column: Switches the multi-column layout on/off, sets the column width,
number of columns, and sets the column spacing.

Copy Format: Copies a format change symbol, For pasting into the text to change
the format from that point. '

Delete Format: Deletes a format change symbol.

Page Setup: Selects paper size, selects orientation, sets top and bottom margins as
well as the space reserved for the header and footer.

The Type Style Change function is used to add style effects to the text you are going
to type. If you wish to change the type style of previously typed text, you must use
the Block function on the function menu. (See “Block” on page 60.)

1. Press MENU and select Style; then select Type Style Change from the
function menu. (Short cut: CODE + 1 (T STYLE)) 7/e TYPE STYLE

CHANGE window appears.
<< TYPE STYLE CHANGE >>

[ EECTE— ] outume

[1 soLp [] sHeapow

[J unDERLINE [ superscrIPT
{1 stRikE OULT [ suescrieT
1 rrauc [ sHaDING

ABC abe 123

‘Press SPACE to set on and press RETURN.
Press CODE + 2 to open FONT & SIZE menu. R

2. Use the cursor keys to move the cursor to the desired attribute setting, and
press the SPACE BAR to turn the attribute on/off. 'While Changing.
settings, you can immediately see the effects of your settings in the box at
the bottom of the window. ‘

3. Press RETURN when finished.



Font & Size

if you wish fo change the font
and size of previously typed
text, you must use the Block
function on the function menu.
(See “Block” on page 60.)

You cannot select DOUBLE
WIDTH or DOUBLE HEIGHT
when the font size is 24 or 36
because the resulting fonts
would exceed the capability of
your system. If you try to do so,
the size is reset to 18 and the
mode fo NORMAL.

If you want to change Type
Style also, press CODE + 1
(T STYLE } to open the Type
Style Change menu directly
from the current Font & Size
menu.

You can apply more than one attribute at the same time. There are, however, a few
exceptions:

o NORMAL will automatically reset all other attributes to off.

* The following attributes cannot be set together; the last setting overwrites
the previous one:

OQUTLINE, BOLD, and SHADOW
UNDERLINE and SHADOW
SUPERSCRIPT and SUBSCRIYT

You can use the following shortcut keys to change some atribures without

displaying the TYPE STYLE CHANGE window:

CODE + B; Bold On/Off
CODE + N: Underline Continuous/Word/Off

If you wish to change the font, size, and proportion of the character, press CODE +
2 (FONT) to open Font & Size menu directly from the current Type Style Change
menu.

The Font & Size function is used to select the font, size, and proportions of the
characters you are going to type.

1. Press MENU and select Style; then select Font & Size from the function
menu. (Short cut: CODE + 2 (FONT)) 7he FONT & SIZE window

appears:
<< FONT & SIZE »>
TYPE: SIZE: MODE:
10 PCINT (SCERAL—— 1
HELSINKI ZFSINT DOUBLE WIDTH
BROUGHAM 18 POINT DOUBLE HEIGHTY
us 24 POINT
CALGARY 36 POINT

ABC abc 123

Press +, 4 to change selting and press RETURMN.
Press +, -+ to move lo another selting

\Press CODE + 1 1o open TYPE STYLE CHANGE menu.

2. Use CURSOR LEFT and CURSOR RIGHT to move from one column to
the other. Use CURSOR UP and CURSOR DOWN to highlight the desired

option in each column. While setting font and font size, you can immediately
see an example of the effect of your settings in the box at the bottom of the
window.

3. Press RETURN when finished.
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Margins & Tabs

if any of the keys in the
adjacent table are pressed to
set tabs or margins at a
position where a tab or margin
has already been set, a E code
will appear and the text will be
reformatted.

If you want to change the
margins of the header, footer, or
the beginning of the text, select
Page Setup in Style function
and press RETURN without
changing the paper size.

To reset the other formals,
press M to the default setting in
the Margins & Tabs screen.
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The Margin & Tabs function is used to set the position of the left and right margins
as well as the position of tab stops.

1. Position the cursor on the line where the new format is to begin.

2. Press MENU and select Style; then select Margins & Tabs from the function
menu. The Margins & Tabs screen appears:

Mowve arrow and press characlar key lo set.
Press DELETE to clear tab.

C (Le!t) 1 (Right} 4 (Takd ¥ (Cenler) 4 (Recimal) (L.
DEFAULT JARGIN « Beoma ¥ (baaden
evnedensi s th o 2 i b e B etk AiadideeDaetelaceaBacartoraaTedata,

Normal Tab Center Tab
123, 456 (Decimal Tab)

3. Move the cursor to the desired position using these keys:

Key Function

CURSOR LEFT Moves the cursor 1/10 inch to the left.
CURSOR RIGHT Moves the cursor 1/10 inch to the right.
CODE + EXPR Moves the cursor to the current ieft

margin, or to the left end if the cursor was
on the left margin.

CODE + RELOC Moves the cursor to the current right
margin, or to the right end if the cursor
was on the right margin.

SHIFT + CURSOR LEFT  Moves the cursor 1/100 inch to the lefi.
SHIFT + CURSOR RIGHT Moves the cursor 1/100 inch to the right.

TAB Moves the cursor to the next tab, or to the
right margin if there is no other tabs.

4. To set margins and tabs, usc the following keys:

Key Margin/Tab Settings and Symbols

L Set the left margin at the cursor ( ).

R Set the right margin at the cursor (}).

T Set a normal tab at the cursor ( { ).

C Set a center tab at the cursor (7 ).

E Set a feader tab at the cursor { ' ).

b Set a decimal tab at the cursor ( ).

M Resets the ieft and right margins to the default setting.

DELETE Clear the tab at the cursor position.
CODE + D Clear all tabs.
A format change symbol [E] appears at the beginning of the paragraph where the

new format begins. The text is reformatted from that point to the end of the file
or to the next format symbol,

5. Press RETURN when finished.



Using tabs to create a table

You can create a table directly while typing. Pressing TAB moves the cursor to the
next tab to the right and displays a tab symbol [—>]. Now type your text. The way
the text will be aligned with the tab depends on the type of tab you have selected.

Normal tabs: The text you type will be left-aligned with the tab.

Decimal tabs: The number you type will be right-aligned with the tab and the
number moves to the left as you type. When you type the decimal point, it appears
at the tab position, and any further digits that you type will be displayed to the
right. The decimal tabs are normally used to align numbers in a column so that their
decimal points are vertically aligned. You can also use a decimal tab to right-align
any text with the tab.

Center tabs: The text you type is automatically centered around the tab.

Leader tabs: When you press TAB, then the next tab will be a leader tab which will
provide a string of periods from the point you pressed TAB up to the tab. If you type
some text from that point, it will be left aligned with the tab.

You can also insert tab symbols in the text already typed in order wo rearrange the
text into a table. Press CODE + | (INSERT) if you are not in the insert mode. Move
the cursor just before the text you want to align and press TAB. The text will be
aligned according to the tab.

To undo a table format, you can delete the tab symbols [—>].

Using a tab to create a paragraph indent

Instead of using TAB to create a new tab, you can use CODE + P IND to create a
paragraph indent. The cursor will move to the next tab, and a paragraph indent
symbol [-3|] will appear. The tab will become a temporary left margin (the text you
type will wrap to the tab position). When you press RETURN to mark the end of
the paragraph, the cursor returns to the true left margin. See the example below:

[ e - ey
1. ATo creste numhered paragraphs type the numher lhen press CODE+
PIND. The cursor will return to the tab position until you press
RETURN 10 end the paragraph.+

Using a tab to create a line indent

To indent the first line of a paragraph, press TAB at the beginning of the paragraph
to move the first line to the first tab position.

Brwvrtennsoennt it sZernetansaBrrartionesdeenalinns A
+To create paragraph with an indented first hme press TAB at the
Ibegmmng of the paragraph.#
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Line Spacing

The Line Spacing function is used to set the vertical spacing between the lines of
type.

1. Position the cursor on the line where the new format is to begin.

2. Press MENU and select Style; then select Line Spacing from the function
menu. The LINE SPACING window appears:

<< LINE SPACING »»

LINE SPACING:

Press SPACE to ehange setting and press RETURN.

3. Use the SPACE BAR to change the line spacing as described below.

LINE SPACING / AUTO1: Sets the line spacing to a standard value
according to the size of the tallest character on the line.

LINE SPACING / AUTO2: Sets the line spacing to a standard value
according to the tallest character in a line, plus 1/12 inch.

LINE SPACING / AUTO3: Sets the line spacing to a standard value
according to the highest character in a line, plus 1/6 inch.

L

AUTO1 FAUTO2 AUTOS
i
12 points Aa Aa Aa
2: Ra ha
Aa ha

36 points Aa Aa Aa
ia Aa Aa

a
Aa  ag

4. Press RETURN. A format change symbol [E] will appear at the beginning of
the paragraph. The text is reformatted from thar point to the end of the file or up
to the next format change symbol.

Multi-Column

The Multi-Column function is used to print your document in newspaper fashion
The margins set for your with up to four columns of equal width across the page.
document must be wide
enough to accommodate all of

the columns and the assigned 1. After your text is typed, position the cursor at the beginning of the text to

space between the columns. be set to multi-column.

A  wid . .
g,izﬁgfza:gf:;ﬁ:ﬁqﬂoﬁm 2. Press MENU and select Style; then select Multi-Column from the function
setting!” will appear. menu. The MULTI-COLUMN window appears:
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If you set tabs before turning
on the multi-column mode, only
those tabs that are within the
width of the first column are
valid and are repeatedly
applied to the next columns.

<< MULTI-COLUNN >
MULTI-COLUMN:

Press SPACE to change setting and press RETURN.

3. Tlse the SPACE BAR to change the setting. Press RETURN when

finished.
MULTI-COLUMN: OFF For a single column.

MULTI-COLUMN: ON For up to four columns. Jf ON is selected,
the MULTI-COLUMN window changes as follows:

<< MULTI-COLUMN »>

MULTH-COLUMN: Ex
NUMBER OF COLUMNS [Z~4): 2
SPACE BET. COLUMNS: <]

[1 (0.1INGH) ~ 2 {0.5INCH)

Press SPACE to change setling and press RETURN.

. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired

setting. Type in the required numbers. Press RETURN when finished.
NUMBER OF COLUMNS: The number of desired columns.
SPACE BET. COLUMNS: The space between columns.

. Press RETURN, 2 format change symbol [E] appears at the beginning of the

paragraph. The text is reformatted from that point to the end of the file, or up to
the next format change symbol.

Typing text in multi-column pages

We recommend that you first
type your text using standard
margins and format into multi-
columns for editing and
printing. Typing in the mulli-
column mode requires your
unit to perform extensive
reformatting with each line you
type.

1. Set up the multi-column function as described above.

2. Type your text for the first column. When the cursor reaches the end of the

Sirst column (bottom of the page), it will automatically jump to the top of the
second column. When the cursor reaches the end of the last column, it will jump
to the top of the first column on the next page.

* To jump to the next page before reaching the end of the current page,
insert a page break symbol [§] by pressing CODE + P BREAK.

* To jump to the next column before reaching the end of the current one,
insert a column end symbol "L " by pressing CODE + COL END. If
columns of the current page are terminated with a column end, the
cursor will move to the area beneath the columns so that you may
continue typing on the current page.

s Ifyou delete a block that contains the format change symbol "E" for the
multi-column mode, this mode is canceled, but the column end symbols
will remain in the text.

* If you want to move the cursor to the next column, press CODE + EXPR
or CODE + RELOC. The cursor will move to the left column by
pressing CODE + EXPR when the cursor is on the left margin. The
cursor will move to the right column by pressing CODE + RELOC when the

cursor is on the end of the current line,
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Copy Format

The Copy Format function is used to copy formats tagged with the format change

If you select this function for a hit .
symbol [E] to a new location in your document..

line with the format change
symbol € or L, the chart or fine
will be cleared. 1. Move the cursor to the line with a format change symbol to be copied.

2. Press MENU and choose Style; then select Copy Format from the function
menu. The arrow cursor will appear on the right side of the formar change
symbol on the screen and this message appears:

Copy?

Use cursor to select and press RETURN.

INGC)

3. Select YES to copy or NO to cancel the function. If YES is selected, this
message will appear. :

}Move cursor to destination of copying and press RETURN.

4. Move the cursor to the destination and press RETURN.

Delete Format
The Delete Format function is used to remove formats that are tagged with the

If you select this function when  format change symbol [E].
the format change symbol is at

the very beginning of the fife, 1. Move the cursor to the line with a format change symbol to be deleted.
the position of the left and right

margin will be set automatically 2. Press MENU and select Style; then select Delete Format from the function
and all tabs will be cleared. menu. The arrow cursor will appear on the right side of the format change

symbol on the screen and this message appears:

Delete?

Use cursor to select and press RETURN.

[YEE] {NCY}

3. Select YES to delete or NO to cancel the function.

Page Setup
The Page Setup function is used to select the page size, and to set top and bottom
margins.

1. Press MENU and select Style; then select Page Setup from the function
menu. The PAGE SETUP window appears:

<<PAGE SETUP >>

PAPER $IZE & ORIENTATION: .50
LETTER LANDSCAPE 1,00 }
Ad PORTRAIT 4
A4 LANDSCAPE 8,00 |11.00
ASERORTRAIT
1.00

OTHER 7

Press t, ¢ o change setting and press RETURM.
HIess ¢, - (0 MOVE 1o another setting.
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2. Use CURSOR UP and CURSOR DOWN to select the paper size and
orientation. This determines the width and length of the paper.

3. Use CURSOR RIGHT to move the cursor to the entry field, and CURSOR
UP and CURSOR DOWN to move to each setting; then type the desired
values in inches. The text area is set automatically.

4, When finished, press RETURN to return to the Input/Edit screen and
confirm your settings.

* If the paper size is set to LETTER PORTRAIT, LETTER
LANDSCAPE, A4 PORTRAIT, A4 LANDSCAPE or A5 PORTRAIT
and the margin of Top of Text or Header/Footer is not a default, this
message will appear:

OK to set margin size automalically?

Use cursor to select and press RETURN.
R=E) {NO]

YES: Automatically changes the margin settings and returns to the Input/
Ldit screcn.

NO: Returns to the Input/Edit screen without changing margin settings.

« If the paper size is set to LETTER LANDSCAPE A4 LANDSCAPE and
OTHER or NO is selected, and the Width is set to more than 9.10
inches, this message appears:

Checok margin sellings!
Left margin must be more than XX, XX inch.
Right margin must be less than XX. XX inch.
Press any key to conlinue.

Make sure to check the margin settings or else the printed text will print

the paper if the margins are not set within the range indicated in the
message.

* If the text entered in the header or footer exceeds the range of the margin
due to the automatic margin change, the extra text will be deleted from
the right end. Then, when the Header or Footer edit screen is displayed, the
prompt “Data has been truncated.” will appear.
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Using the Block Functions

Style  EIEM  Graphics

Copy
Delela

Copy o Clip Board
Paste from Clip Board
Type Slyle Change
Type Slyle Add

Font & Size

Move

If graphics are marked,
format change or line
framing are included in the
marked block such that
information moves together
with the text.
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Use the following Block functions to modify the location or appearance of an entire
block of tex:

Move: Moves a block of text to another location.

Copy: Copies a block of text to another location. (The original location is left
unchanged.)

Delete: Erases a block of text.

Copy to Clip Board: Copies a block of text to the Clip Board.

Paste from Clip Board: Pastes the contents of the Clip Board into a document.
Type Style Change: Changes the attributes of a block of text.

Type Style Add: Adds the attributes of a block of text.

Font & Size: Changes the font, size, and proportions of a block of text.

The move function is used to remove a block of text from its original position and
insert it at another place in the document.

1. Move the cursor to the beginning (or the end) of the block to be moved.
Press MENU and select Block; then select Move from the function menu.

(Short cut: CODE + E). This message will appear:

Move cursor to end of block to be moved and press RETURN.
To jump to paragraph end, press SHIFT + &—, SHIFT +-—>.

2. Move the cursor to the end (or the beginning) of the block. If you want to
select paragraphs of text, use SHIFT + CURSOR LEFT or SHIFT +

CURSOR RIGHT. The cursor will move to the next return, page break, or
column end symbol in the direction of the cursor key. As the cursor moves, the

selected text is highlighted.
3. Press RETURN when the desired block is marked. 7his message will appear:

E&ove cursor to destination for blocked text and press RETURN. ;

4, Move the cursor to the destinarion for the block and press RETURN. The
block is removed from its original position and inserted at the destination

position.



Copy
The Copy function is used to copy a block of text to a specified destination without
removing the original rext.

If graphics are marked, format 1. Move the cursor to the beginning (or the end) of the block to be copied.
change or line framing are Press MENU and select Block; then select Copy from the function menu.
included in the marked block : ;
, g ) Short cut; CODE + ©)  This message will appear:
stich that information is copied (Short cu ) This message will app
together with the text. Move cursor to end of block to be copled and press RETURN.
To jump to paragraph end, press SHIFT + &, SHIFT + —.

2. Move the cursor to the end {or the beginning) of the block. If you want to
select paragraphs of text, use SHIFT + CURSOR LEFT or SHIFT +
CURSOR RIGHT. The cursor will move to the next return, page break, or
column end symbol in the direction of the cursor key. As the cursor moves, the
selected text is inversely displayed.

3. Press RETURN when the block is marked. This message will appear:

(Move cursor to destination for blocked text and press RETURN. |

4. Move the cursor to the destination for the block and press RETURN. 7
block is inserted at that place.

Delete

The Delete function is used to remove a block of text.

1. Move the cursor to the beginning (or the end) of the block to be deleted.

2. Press MENU and select Block; then select Delete from the function menu.
(Short cut: CODE + D) This message will appear:

Move curcor to cnd of block te be delected and precs RETURN.,
To jump to paragraph end, press SHIFT + &—, SHIFT + —.

3. Move the cursor to the end (or the beginning) of the block. (If you want to
select paragraphs of text, use SHIFT + CURSOR LEFT or SHIFT +
CURSOR RIGHT.) The cursor will move to the next return, page break, or
column end symbol in the direction of the cursor key. As the cursor moves, the
selected text is inversely displayed.

4 . Press RETURN when the block is marked. The system will ask you to confirm:

Delete?

Use cursor to select and press RETURN.

(7TE=] INCI

. 5. Select YES o delete the block, or NO o cancel die funcrion.
if graphics, format change, or

line framing are included in the
marked block, that information
is deieted together with the
text.
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Copy to/ Paste from Clip Board

These functions are described in “Clip Board” on page 217.

Type Style Change / Type Style Add / Font & Size
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Type Style Change and Font & Size wotk in the same way as in the Style submenu.
Type Style Add works in the same way as Type Style Change. However, using this
function is the easiest way to add atcributes to a block of text, because the current
attributes of the specified block of text are already chosen when you open TYPE
STYLE window from the Type Style Add function.

1. Press MENU and select Block; then select Type Style Change, Type Style
Add, or Font & Size from the function menu.

2. Mark the block to have the Type Style Change, Type Style Add, or Font &

Size.

3. Select the text and press RETURN.

The differences between these functions and those in the Style submenu are:

¢ You cannot use CODE + FONT or CODE + T STYLE to start these functions.
Pressing CODE + FONT when the Type Style Change or Type Style Add window
is displayed will switch you to the Font & Size window, and pressing CODE + T
STYLE does the reverse.

¢ The format change is applied to the selected block.

* You can select the AS IS setting for each item only in Font & Size to keep the

setting as it is.



Using the Graphics Functions

Block mm Optioh
Create Mew Chart
Edil Chart
Line Framing
Copy Graphic
Delele Graphic

Create New Chart

You cannot insert a chart

inside a multi-column format, or
at a place where a "'T" code or
“L" code already exists.

Use the following Graphics functions from the function menu to create and edit

charts and frames:

Create New Chart: Creates a chart.

Edit Chart: Edits an existing chart.

Line Framing: Creates and edits a graphic frame.
Copy Graphic: Copies a chart or frame.

Delete Graphic: Deletes a chart or frame.

The Create New Chart function is used to create a new chart and insert it in the
document. Five types of charts are available: bar, line, pie, stacked bar, and 100%

stacked bar charts.

1. Move the cursor to a line below where you wish to insert a chart.

2. Press MENU and select Graphics; then select Create New Chart from the
function menu. 7he CHART FORMAT window appears:

TYRE:

<< CHART FORMAT >>

ik

i

POSITION:
FRAME:

SIZE:

FIE BRAEP HR%kepean
[LEET CENTER RIGHT
[CFE] THIN THICK
4.0 X 6.0INCH

Press «, + to change selting and press AETURN.
Press 1, ¥ to move to anolher selting.

3. Use CURSOR UP and CURSOR DOWN to move from one item to the

next. Use CURSOR LEFT and CURSOR RIGHT to select the desired
option in each column.

* TYPE: BAR / LINE / PIE / STACKED BAR / 100% STACKED BAR:
To create a simple bar chart, line chart, pie chart, stacked bar chart, or
100% stacked bar chart. An icon shows an example of each type of

chart.

* POSITION: LEFT / CENTER / RIGHT: To align the chart with the
left margin, to center between margins, or to align with the right margin.

¢ FRAME: OFF / THIN / THICK: To select no frame, thin frame, or

thick frame for your chare.

* SIZE: 2.0 x 3.0 inch / 4.0 x 6.0 inch: To select one of two sizes for your

charts.
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* LINK LINE: OFF / ON: To show increases and decreases of each item in
a stacked bar or 100% stacked bar chart by adding lines from the
boundaries of items in one stack to equivalent ones in the next stack,

(Link Line can be selected only when stacked bar chart or 100% bar
chart is selected.)

4. Press RETURN when you are finished. CHART TITLE windows appears.

Ifyou selected Bar, Line, Stacked Bar, or 100% Stacked Bar this window
appears: '

%< CHART TITLE >=>

TITLE:

X-AXIS TITLE:

Y-AXIS TITLE:

Type litle and press RETURN.

* TITLE: The title of the chart (example: Employees). The maximum
length is 30 characters.

* X-AXIS TITLE: The title you want on the x-axis (example: Age). The
maximum length is 20 characters.

¢ Y-AXIS TITLE: The title you want on the y-axis. The maximum length
is 20 characters.

5. lype the title for your bar or line chart and titles for the X/Y axis and press
RETURN.

If you selected'Pie:

<¢ CHART TITLE »>

| Type title and press RETURN.

o TITLE: The title of the pie chart (example: Employees). The maximum
length is 30 characters.

6. When you enter the title and press RETURN, one of the CHART DATA
windows will appear. Use the cursor keys and RETURN to move the cursor
and type the data. Press CODE + RETURN when finished.

Deleting Data

Press CODE + D while entering data to delete only the input data. T4
following window appears.

OK lo deleta all input data?

Use cursor to select and press RETURMN.
[7ES] [NC|,
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Chart Examples

A bar chart contains three
“clusters” of two bars, one
cluster for each age bracket.

With a stacked bar and 100%
stacked bar chart, the two bars
of each cluster will be stacked
one above the other.

If you select YES, everything within the chart (the legend, x-axis item and
all numeric dara) will be cleared, but the CHART DATA window will
remain on the screen. (Select NO to return to the window without
deleting,)

If you selected Bar, Line, Stacked Bar, or 100% Stacked Bar:

<< CHART DATA »>
X-AXIS

LEGEND

Type data and press CODE + BETURN. I

* LEGEND: A label for each row of data (example: female, male}. You can
have a maximum of five labels.

» X-AXIS: The data that you want to appear on the x-axis will be under
each bar (example: under 30, 30-50, 50+). You can input a maximum of
12 items.

* Inside the grid: The numeric data is displayed as bars of relative heights.
You can input a maximum of 12 sets (columns) of 5 different values.
Each value can contain up to 15 digits, a decimal point and a minus sign,
if necessary.

The sample charts below show the relative proportion of employees of a company in
three age brackets (under 30, 30-50, and 50+) and to separately display the numbers
of female and male employees. Use the first row of the grid to show the number of
female employees (example: 32, 25, 30) and the second row to show the number of
male employees {(example: 30, 28, 28).

Bar Stacked Bar

Ernployees Employees

under 30 $0-50 B0+ undar 30 3050 50+
fas Aas
Wrzk Ermale Mvak Efemate

100% Stacked Bar Line
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Employees

Employees
100 0
1 R‘\
TN e .
50+ E'_,_:-m—-e_—:ﬁ
o 20
20 17
under 50 3050 504 under 50 3050 50+
A
[ EJemale ‘ —mae ~-famnak Aa
If you selected Pie:
<< CHART DATA »>
LABEL |
DATA

Type data and press CODE + RETURN.
* LABEL: The data will appear in each portion of the pie (example: under
30, 30-50, 50+). You can input a maximum of 12 items.

* DATA: The numeric data will be displayed as relative percentages.

If you use the same example as with the bar charts above, you are no longer able to
show separately the number of female and male employees, so enter the sum of these
numbers for each age bracket (62, 53, and 58).

Employees

[T ¢ 38.1%) under 3¢
B¢ 20.8%) 90-BC
BB ( 42.1%) 504

1. Press CODE + RETURN to enter the data in the CHART DATA
window for the har, line or pie chart. The NEW CHART window
appears:

Employees

Age

W2k Edrerate

Use ursm to select and press RETURN.
[PRE-STEP} [{CANCEL]
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Final points

You can go to the previous or
next screen by pressing CODE
+PRE S or CODE + NEXT S in
a setting screen.

Edit Chart

2. Use CURSOR LEFT and CURSOR RIGHT to select an option and press
RETURN. ‘

e INSERT IN TEXT: A chart symbol [C] appears in the dead column.
The title of the chart and an icon showing the type of graph will appear
in your document. You will, however, be able to print the complete
chart.

* PRE-STEP: Returns to the CHART DATA window.
» CANCEL: Cancels the function. This window appears:

OK to delete all CHART DATA?

WUse cursor to select and press RETURN.
[NQO]

3. Ifyou select YES, the Create New Chart function is canceled and your data
is lost. If you select NO, you return to the CHART FORMAT window.

* The numeric data can consist of a maximum of 15 digits (maximum five digits
after the decimal point).

* Numeric values greater than 10,000 or smaller than 1 are shortened using these

symbols:

10,000 10K (thousand)
10,000,000 10M (million)
0.01 10m (milk)

0.00001 10U {micron)

* Negative values will be set as zero.

The Edit Chart function is used to modify an existing chart.

1. Move the cursor to the line with a chart (symbol T) to be edited.

2. Press MENU and select Graphics; then select Edit Chart from the function

menu. The arrow cursor will appear next to the T symbol on the screen and the
EDIT CHART window will appear:

Edit this CHART?

S04

Wrale Eremale

Age

Use cursor to select and press RETURN.
[TEZ]

INO1
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Line Framing

Waord Processing 68

3. Select YES to edit the chart, or NO to cancel the function. Ifyou select YES,

the CHART FORMAT window will appear. Proceed as you would when

creating a new chart,

The Line Framing function is used to create lines and frames within your document.

1. Press MENU and select Graphics; then select Line Framing from the
function menu. This screen appears:

Mave oursor to start position and press RETURN. LINE: THIN
Prass SPACE lo switch THINITHICK. Prass CANCEL to exit. l__———!
IR P - i I S R S R PP IS Basa T
! Ebige T [ Y 7.J..%.. :
apcd
ABCDEFY

|

2. The cursor is replaced with \. To draw a line, move the arrow to the start
position for the line and press RETURN. The previous message is replaced
with:

Move cursor to end position.
pPress KELUKN to draw, UELELE to delete.

3. Use the cursor keys or TAB to move the cursor symbol (N) to the end
position for the line and press RETURN. (You can also press DELETE to
delete the line.)

Key Cursor movement

CURSOR UP 5/60 inch

CURSOR DOWN

CURSOR LEFT 10/1C0 inch

CURSOR RIGHT

SHIFT + CURSOR UP 1/60 inch

SHIFT + CURSOR DOWN

SHIFT + CURSOR LEFT 2/100 inch

SHIFT + CURSOR RIGHT

CODE + CURSOR UP To move the cursor to the next frame line,
CODE + CURSOR DOWN left margin, or right margin

CODE +CURSOR LEFT

CODE +CURSOR RIGHT

TAB To move to the next tab stop, right margin,
right edge, or in multi-columns, next column




Editing a frame

s After the start position is set and the cursor is moved, a + sign will appear
at that position.

]

Move the cursor horizontally for a horizontal line, vertically for a vertical
line, or horizontally then vertically, to draw a box whose diagonal will be
defined by the start and end points.

* If you press [.] while moving the cursor horizontally or vertically in the
mode to set the end point, a + sign will appear at the position. When
you set the end position, press RETURN and you can draw any complex
frames.

* You can set Frame line thickness by pressing SPACE BAR to alternate
between THIN or THICK.

* Press CODE + D to delete all of the lines when in the mode to set the
start point.

4. Repeat steps 2 and 3 to draw all the lines.

* To change the thickness of an existing line, redraw it with the new

thickness.

* A frame cannot contain more than 23 rows or more than 30 columns.
The table below, for example has four columns and three rows:

If you try to exceed the limit, this window will appear:

Crossed pasitions full!
Press any key to continue.

5. When the frame is complete, press CANCEL to return to the normal Input/
Edit screen. A frame symbol [L] will appear in the dead column. This symbol
contains the format information as well as the frame information. If there
already is a format change symbol where the frame symbol is to appear, the frame
symbol replaces the format change symbol. The frame symbol is displayed ar the
beginning of the paragraph the cursor was on when you activated the Line
Framing function.

To edit an existing frame, position the cursor anywhere within the frame text area.
Start the Line Framing function and proceed as you would for creating a new frame.

If you position the cursor outside the above-specified area and activate the Line
Framing function, the machine will assume that you want to create a new frame.
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Copy Graphic

If you select this function for a
line with the format change
symbol € or L, the chart or line
will be cleared.

Delete Graphic
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The Copy Graphic function is used to copy an existing chart or frame to another
location in the document or to another document.

1. Move the cursor to the line with a chart symbol € or frame symbol T to be
copied.
2. Press MENU and select Graphics; then select Copy Graphic from the

function menu. The arrow cursor will appear next to the € ot L symbol on
the screen and this message will appear:

Use cursor to select and press RETURN.

3. Select YES to copy or NO to cancel the function. [f YES is selected, this
message will appear:

]Move cursor to destination of copying and press RETURN. _]

4. Move the cursor to the destination and press RETURN.

The Delete Graphic function is used to delete an existing chart or frame.

1. Move the cursor to the line with a chart symbol € or frame symbol L to be
deleted.

2. Press MENU and select Graphics; then select Delete Graphic from the

function menu, The arrow cursor will appear next to the € or T symbol on

the screen and this message will appear:

Deleta?

Use cursor to select and press RETURN.
[NQ]

3. Select YES to delete the chart or line, or NO to cancel the function.

If you select Delete Graphic or Copy Graphic functions when the cursor is not
located on the line with a chart symbol € or frame symbol L, this message will

appear:

Format mark does nat exist at this position!
Press any key to conlinuea.




Using the Option Functions

"R screen Erint Use the Option functions from the function menu to spell check your text, maintain
a user dictionary or abbreviated phrase file, or to format a letter with an automatic

Abbreviated Phraze Maintenanoe
Chech All

Chack during Typing ONIOFF
User Dictionary Maintenance
Auta Letter Layout

Type Thesaurus

Edit Thesaurus

layout.

Abbreviated Phrase Maintenance: Edits, loads and saves an Abbreviated Phrase file.
Check All: Checks spelling in a file.
Check during Typing ON/OFF: Checks spelling while typing.

User Dictionary Maintenance: Edits, loads and saves a User Dictionary file.
Auto Letter Layout: Pre-defines formats for your letters.
Type Thesaurus: Provides a list of synonyms for a word.

Edit Thesaurus: Provides a list of synonyms for the word at the current cursor
position in a file.

Abbreviated Phrase Maintenance

This function is used to create, edit, print, save, and load an abbreviated phrase file.

The abbreviated phrase function is provided to help you increase your typing speed
when you have to type the same phrases repeatedly. You may store the phrases in the
abbreviated phrase memory, along with a short name for the phrase.

For instance, you may store the phrase “United States of America” together with the
name “USA." Once this has been done, all you have to do to enter “United States of
America” in your document is to type “USA” and press CODE + A (ABBR). “USA”
will automatically be replaced with “United States of America”. ( If you type a name
that does not exist in the abbreviated phrase memory and press CODE + A (ABBR),
you will hear a beep.)

The abbreviated phrase memory can be saved on diskette and, then retrieved from
the diskette. You may create as many abbreviated phrase files as you want, but you
may have only one abbreviated phrase file on a diskette.

Understanding the Abbreviated Phrase Memory

The abbreviated phrase memory is stored in the system for as long as the machine is
turned on. If you have created phrases and would like to use these phrases in other
files you will be creating later on, you will need to save the phrase memory onto a
diskette.

Later, when you want to use the phrases that are stored on a diskette, you must load
the file into the memory of the system. For best results, follow these rules:

* Each diskette can hold only one abbreviated phrase file. If you save an
abbreviated phrase memory onto a diskette that already contains an
abbreviated phrase file, then that file will be overwritten by the new
abbreviated phrase file.
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* The memory of the machine can hold only one abbreviated phrase
memory at a time. 1f you create an abbreviated phrase memory, and then

load an abbreviated phrase file from a diskette, the abbreviated phrase

memory in the system will be overwritten by the file loaded from the
diskette. ’

Creating and editing an Abbreviated Phrase File

Press MENU and select Option; then select Abbreviated Phrasé
Maintenance from the function menu. 7he ABBREVIATED PHRASE

window appears:
<< ABBREVIATED PHRASE >> |um|1u_r1}@
ts i Tom Smith

tw i tupewriter
B P Wnited States of America

To add, type phrase. To edil, press RETURN. For other options, press MENU.

A list of the abbreviations and corvesponding long phrases contained in the
current abbreviated phrase memory is displayed.

To add a new phrase: Type the abbreviation, press TAB to switch to the
long phrase area, then type the phrase and press RETURN.

OR
To edit an existing line of data: Select the line and press RETURN. 7%e
data will appear in the input area. Edit the data, then press RETURN again.

* Use only letters, extra characters, numbers and periods for the
abbreviation.

For other operations: Press MENU. You can select the following functions
from Operate:

* Delete: Deletes an entry (shortcut : CODE + D).
This message appears:

]Move cursor to delete and press RETURN. ]

Highlight the entry to be deleted and press RETURN.

* Delete all: Deletes all entries. This window appears:
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OKkto delete all phrases in abkreviated phrase memory?
Use cursor to select and press RETURN.
YES [(NOJ

Select YES to delete all words, or NO to cancel the function.

* Print: Prints the current Abbreviated Phrase memory.
This message appears:

lInsert paper and press RETURN.

Insert a sheet of letter-size paper (portrait orientation) and press
RETURN to start printing. This message appears:

L Printing....press CANCEL to stop printing. I

You can stop printing at any time by pressing CANCEL and this window
will appcar:

OK ta cancal printing?
Use cursor to select and press RETURMN.
VES] {NOJ

Select YES to cancel printing or NO to cancel the function.

¢ Load: (Loads ani Abbreviated Phrase file from a diskette.} Insert a
diskette with an abbreviated phrase in the drive before selecting Load.

If an abbreviated phrase memory exists in the memory, this window
appears:

Abbraviated phrase memary already axists in memory!
Overwrite?

Use cursor to select and press RETURN:
==

Select YES to overwrite the current abbreviated phrase memory or NO to

cancel the function. Remember that you can have only one abbreviated
phrase file in the memory.

.V the diskette doec not contain an abbreviated phmre ﬁ[e. this windpu will

appear:

Insert disk with abbreviated phrase file you created and retry.

Use cursor to select and press RETURN.

{CANCEL]

Insert another diskette and select RETRY or select CANCEL to quit.

Save: (Saves the current Abbreviated Phrase memory on a diskette.) Insert
a diskette in the drive before selecting Save. If the diskette does not
contain an abbreviated phrase file, the current abbreviated phrase
memory is saved immediately. If the diskette already contains an
abbreviated phrase file, this window appears:
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Check All

I'his system is not a
replacement for careful
proofreading of your
documents. It has no way of
knowing, for example, whether
words are missing or whether a
given word Is grammatically or
syntactically correct. If you type
“teh” instead of “the”, the spell
checker alerts you because
“teh” is not a valid English
word, but if you type “one”
instead of “on”, it does not
consider it a mistake.

Misspelled words
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Abbreviated phrase remory already axists on disk!
Overwrita?

Use cursor to select and press RETURN.

INO]

'E

Select YES to overwrite the abbreviated phrase file stored on the diskette,
or NO to cancel the function. Remember that you can have only one
abbreviated phrase file on a diskette.

*  FExit: Exits Abbreviated Phrase Maintenance.

The Check All function is used to scan your file from the beginning of the file or
from the current cursor position and to search for misspelled words, redundant
(repeated) words, or capitalization errors.

1. Press MENU and select Option; then select Check All from the function
menu. The DICT indicator on the status line will be highlighted and the
SPELL CHECK window will appear:

<< SPELL CHECK »>

START POSITION SET

Use cursor lo select and press RETURN.
[(=EEERIN [(BEGINNING OF FILE) [CANCEL]

2. Use CURSOR LEFT and CURSOR RIGHT to select the desired action and
press RETURN.

e CURRENT: Starts S pell Check from the current cursor pusition.
* BEGINNING OF FILE: Starts Spell Check at the beginning of the file.
» CANCEL: Exits Spcll Check.

While the Spell Check is scanning your file, the following message is displayed:

Working....

If a misspelled word — a word that is not in the Spell Check dictionary or in your
User Dictionary — is found, a window like this will appear:

Spelling mistake!

< SUSPECT WORD >

Lboen

Use cursor to select and press RETURN.
[SUGGESTION] [RETYPE] {ADD]

[CANCEL]

Use CURSOR LEFT and CURSOR RIGHT to select the desired action and press
RETURN.

* IGNORE: Leaves this word unchanged and resumes scanning. Use this
option for a word that is correct though not standard English, and when
you do not want to add the word to your User Dictionary (a name that is
seldom used in your files, for example).



* SUGGESTION: Displays a list of similar words. Use CURSOR UP and
CURSOR DOWN to select the correct word and press RETURN to
automatically replace the misspelled word in your file with the correct
word. If the desired word is not listed, press CANCEL., If the system has
nothing to suggest, press RETURN. In both cases you return to the
SPELL CHECK window and you can select another option.

<4 SUGGESTION >
SUGGESTION(S):

Ben

< SUSPECT WORD »
boen

Select word and press RETURN.

* RETYPE: Enables input of a word when you think it is faster than asking
for a suggestion, or when the system is not able to suggest the desired
word. Type the correct word on the window and press RETURN to
replace the misspelled word in your file and resume scanning;

<< RETYPE »>>

< SUSPECT WORD >
boen

Type ward and press RETURN.

* ADD: Enables input of correct words that are not in the Spell Check
dictionary, but are perfectly correct and frequently used in your files. f
the word is accepted. it will be inserted in your User Dictionary and this
message will appear:

|‘Word added to user dictionary. |

If you have no User Dictionary, the system will create one. If the word
cannot be added to the User Dictionary, the window shown below will
appear. Press RETURN to return to the previous window:

Spelling mistake!

< SUSPECT WORD »
RXB

Invalid for dictionary. Press RETURN.

Once a word is in your User Dictionary, the Spell Checker will not stop at further
occurrences of the word.

» CANCEL: Closes the Spell Checker and returns to the document.
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Redundant words

Capitalization mistakes

If 2 redundant word—a word that is repeated, like “and and”—is found, a window
like this will appear:

Redundancy error!

< REQUNDANCY >

and

Use cursor to selecl and press RETURN.
[ERASE SECOND WORD] [CANCEL]

Use CURSOR LEFT and CURSOR RIGHT to select and press RETURN.

* IGNORE: Leaves the word unchanged and resumes scanning,

» ERASE SECOND WORD: Automatically deletes the repeated word and resumes

scanning,

* CANCEL: Closes the Spell Check.

If a word with uncommon capitalization is found, a window like this will appear
(The procedure is the same as when a misspelled word is found):

Capitalization erron

< SUSPECT WCRD »
BOston

Use gursor lo select and press RETURN.

IEREES) [SUGGESTION] (RETYPE] [ADD) “[CANCEL]

Check During Typing ON/OFF (Spell Check)

When "Check during Typing ON/OFE" is selected from the Function menu, the
DICT indicator on the status line is highlighted, and Spell Check checks your text
as you type it. Unless you make mistakes, you will not notice that Spell Check is
actually activated. When you make a mistake (misspelled or redundant word,
mistaken capitalization), the appropriate window will appear. You can then proceed
as you would with the Check All function.

To turn the function off, select Check during Typing ON/OFF on the function
menu.

User Dictionary Maintenance

The User Dictionary allows you to add new words, delete old ones, save the User
Dictionary file on diskette, or load a User Dictionary file from diskette.

Understanding the User Dictionary
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Spell Check comes with a built-in dictionary containing standard English words.
{You cannot modify the built-in dictionary.)

If you are frequently using people’s names, company names, or other nonstandard
English words, Spell Check will consider these words as suspect words — even if they
are perfectly correct, To prevent this from happening, you can create your own



dictionary. When you have such a User Dictionary in the memory, Spell Check will
not stop at a word that is in your User Dictionary, even if the word is not in its
built-in dictionary.

A user dictionary is created automatically when you select the ADD function of
Spell Check to add a word to the dictionary.

This dictionary is held in the memory of the machine for as long as the machine is
turned on. If you add words to the user dictionary and would like to use the same
dictionary for checking other files, you must save the user dictionary onto a diskette
before switching your system off. Later, when you want to use that same dictionary,
you must load the dictionary from the diskette. When working with the user
dictionary, keep the following limitations in mind:

* Each diskette can hold only one user dictionary. If you save a user
dictionary onto a diskette that already contains one, the dictionary
previously on the diskette will be overwritten by the new user dicticnary.

* The memory of the machine can hold only one dictionary. If you create a
dictionary in the memory, and then load a dictionary from a diskette, the
one currently in the memory will be overwritten by the dictionary loaded
from the diskette.

Adding a word to the User Dictionary

The simplest way to add a word to the User Dictionary is to use the ADD option of
the SPELL CHECK window. A second way to enter words in the user dictionary is
to use the User Dictionary Maintenance function.

1. Press MENU select Option; then select User Dictionary Maintenance from
the function menu. The User Dictionary window shown below will display a
list of the words contained in the current User Dictionary.

ealD TOTAL:
2 word(s)

<MESSAGE >

% HOW TO EDIT UEER DICTICMARY >

To add, type word and press RETURN.
Prass MENU lor other options.

2. Start typing the new word. The cursor will automatically jump to the entry
[reld at the top of the window.

3. Press RETURN to enter the new word. fr will be displayed in the list.
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Editing the User Dictionary

1. Press MENU sclect Option; then select User Dictionary Maintenance from
the function menu. The User Dictionary window shown above will display a
list of the words contained in the current User Dictionary.

2. Press MENU; then select press O to select the Operate menu. You can select
the following functions from Operate:

e Delete: Deletes a word (shortcut: CODE + D). This message will appear:

< MESSAGE >
Move cursor to delete and press RETURN.

Highlight the word to be deleted with the CURSOR UP or CURSOR
DOWN key and then press RETURN.

* Delete all: Deletes all entries. This window appears:

OK to delete all words in user dictichary?

Use cursor lo select and press RETURN.

YES [NQI

Select YES to delete all words, or NO to cancel the function.

» Load: Loads a User Dictionary file from a diskette. Insert a diskette with a
User Dictionary in the drive before selecting Load. If a User Dictionary is
already in the memory, this window will appear:

User diclionary already exists in memory!
Overwrite?

Usa cursor to select and press RETURN.

[YEE] INOJ

Select YES to overwrite the current User Dictionary, or NO to cancel the
function. Remember that you can have only one User Dictionary in the
memory.

OR

If the diskette does not contain a User Dictionary, this window will
appear:

thsert disk with user dictionary file you created and retry.

Use cursor to select and press RETURN.

RN {CANCEL]

Insert another diskette and select RETRY, or select CANCEL to quit.

* Save: Saves the User Dictionary on a diskette. Insert a diskette in the
drive before you select Save. If the diskette does not contain a User
Dictionary, the current User Dictionary is saved immediately. If the
diskette already contains a User Dictionary, this window will appear:

Uszer dictionary already axists on disk!
Cverwrite?

Use cursor to select and press RETURN.
[YES] INO}
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Auto Letter Layout

Type Thesaurus

Select YES to overwrite the User Dictionary stored on the diskette, or

NO to cancel the function. Remember that you can have only one User
Dictionary on a diskette.

* Exit: Exits from the User Dictionary mode.

'The Auto Letter Layout function allows you to use the predefined formats for your
letters. For details, see “Auto Letter Layout” on page 201.

You can use the Thesaurus function during typing when you want to find a word
better suited than the one you have in mind. For example, if you want a synonym

for “book™:

1. Instead of typing the word in your text, press MENU and select Option;

then select Type Thesaurus from the function menu. The thesaurus asks for a
word:

<< TYPE THESAURUS »>

SPECIFIEDC WORD:

Type word and press RETURN.

2. Type the word (“book” in our example)} and press RETURN. The
THESAURUS window appears:

<< THESAURUS >»

| <spzciFiED worD > book ]

MEANING(S): SYNONYM(S):

Houn ! volume ] [volume
Verb! engage

tome
Verh: list

A printed and bound work.

Press t, 4 to select MEANING.
Press +, - 10 select word and press RETUHN.

The MEANING(S) lists the possible parts of speech for the specified word.
Iﬂ our CXaﬂlPlC, "bock" can bC anounora Vcl‘b. Synol'lyrl‘ls FOI‘ tl'lc Wol'd arc
listed, and a box at the bottom of the screen shows a short definition of the
word. When you select the definition and press RETURN, the

MEANING(S) will change to SYNONYM(S) box and display synonyms of
the definition.
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3. Use CURSOR LEFT and CURSOR RIGHT to go from one column to the
other, CURSOR UP and CURSOR DOWN to move inside a column.

4. Press RETURN to insert the selected word in your text, or CANCEL if
you cannot find an appropriate word.

¢ If the system cannot find a synonym for the specified word, this window
appears instead of the THESAURUS window:

.
No synonyms!
Press any key lo conlinue.

Edit Thesaurus
This Edit Thesaurus is used when revising text. It allows you to automatically replace
a word with a better synonym.

1. Move the cursor to the word that you want to replace and press MENU.

2. Select Option; then select Edit Thesaurus from the function menu. The
THESAURUS window will appear.

<< THESAURUS »>
[ <seecren worn» baok !
MEANINGIS): SYNONYM(S):
Houni wvalume [ [ volume ]
Verbi engage tome

Verb: list

fi printed and bound work,

Press t, | to select MEANING.
Press «, » to select word and press RETURN.

3. Select a synonym in the same way as you would with the Type Thesaurus
function, and press RETURN to replace the current word with the selected

synonym.
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Using the Screen Functions

Use the following Screen functions from the function menu to control the system's

B i - display:

Change Soresn

Scale Line ONIQFF -
Eunction Mark ONIOFF |
Split Size

Change Screen: Moves the cursor from one file to the other in dual mode.
Scale Line ON/OFF: Switches the scale line on/off.
Function Mark ON/OFF: Switches the text symbols on/off.

Split Size: Adjusts the size of the screen area used to display each file in dual mode.

Change Screen

The Change Screen function is used to go from one file to the other in dual mode.

Press MENU and select Screen; then select Change Screen from the function

menu. (Short cut: CODE + Q) The file name of the active file (the file on which
the cursor is located) is highlighted. The cursor will move to the last selected cursor

position,

When you are using the dual mode, the following information is shared by the two
files:

* The status of the keyboard (shift lock, caps lock, num lock)

¢ The status of the Insert or Overwrite mode.

Scale Line ON/OFF

The Scale Line function is used when either one or two files are displayed to change
the viewing space available for your documents.

Press MENU and select Screen; then select Scale Line ON/OFF from the
function menu. The Scale Line will toggle on and off

Function Mark ON/OFF

: “The Function Mark function is used to switch the text symbols (such as return or
page break symbols) on or off. Press MENU and select Screen; then select Function
‘Mark ON/OFF from the function menu.

Split Size |
» When you open a second file in dual mode, the screen is splic into halves. Split Size
is used to allow you two change the height of one of the windows so you can see
more of one document at a time.

1. Press MENU and select Screen; then select Split Size from the function
menu. A dotted line appears ax the boundary line between the two files.
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2. Use CURSOR UP and CURSOR DOWN to move the boundary line up or
down and press RETURN. Ifyou press CANCEL instead of RETURN, the
screen returns to the condition it was in before you started the operation.

(SPT_T) 0EWTET  [Tomesseel12 a} 2} A Ok 2} 6] ) roicrauToflovERJ HUM [HIFT
TWRT ) NEWTEXT - “']"“LJ'“I ) R o )
OrevrtorarLiret e iZienatsiaidoinstarsdi e itiiaBaanatvialeniit o 70300t
i

FILE1
Crsvvinine TeovrstanstBrianiietan EFEE Firarinens Siuriinraa Cavwrvinaen P I
3

FILE2
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Using the Print functions

Use the Print functions from the function menu to preview and print your

Screen

. - document.
-

Print: Prints your document.

Layout: Previews your document to proof for printing.

Printing a Document

The print function allows you to print the current document.

1. Press MENU and select Print; then select Print from the function menu.
(Short cut: Press PRINT.) The WORD PROCESSING PRINT MENIJ
window will appear:

<< WORD PROCESSING PRINT MENU >>

STARTING PAGE: 1 HEADER PRINT: YES
ENDING PAGE: 993 FOOTER PRINT: YES
NUMBER OF COPIES: 1 CUT SHEET FEEDER: ON
PRINT QUALITY: FINE MERGE PRINT: NO

{FILENAME: .MRG]
Type number and press RETURN.

2. Use CURSOR UP, CURSOR DOWN, CURSOR LEFT and CURSOR
RIGHT to move the cursor to the desired setting. Type the desired values or
use the SPACE BAR to change the settings. Press RETURN when finished.

If you specify a starting page * STARTING PAGE: The page number of the first page to be printed.

number that d t exist, .
printin !; wr’j n o?i?;f exis . ENI?ING PAGE: The page number of the last page to be printed. (The
ending page number must be greater than the starting page number.)

« NUMBER OF COPIES: The number of times the document is to be
printed {(maximum 999).

* PRINT QUALITY: FINE For final copy quality printing,

* PRINT QUALITY: DRAFT For trials. (With this setting, you save time
and ink.)

* HEADER PRINT: YES Prints headers. (has no effect if you have not
defined headers).

¢« HEADER PRINT: NO Prints without headers.
* FOOTER PRINT: NO Prints without footers.

* CUT SHEET FEEDER: OFF Cut sheet feeder is not attached, or you
are using manual paper feed with the cut sheet feeder.

« CUT SHEET FEEDER: ON Cut sheet feeder is attached, and you wish

to use it for automatic paper feed.
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* MERGE PRINT: YES Merges data from an Addressbook file into your
document. When you select YES, this message appears:

[Press TAB to open MERGE FILE INDEX. I

Press TAB to display the list of the Addressbook files stored on the

current diskette.
Use the cursor keys to select a file name and press RETURN. The file will
be loaded and the file name will appear under MERGE PRINT / YES.

¢ MERGE PRINT: NO Prints without merging. (This setting cancels
merge printing even if you have selected an Addressbook file.)

3. Press RETURN to enter the settings of the Document Print Window. 7%:s

Pﬂ&’fﬂlg&’ dP‘DL’lJ Py

LInsert paper and press RETURN. ]

4. Set paper according to your Page Setup.
The maximum length of paper
that can be printed is 14.33 inch. If the paper size is less than 10.55 inch (Letter Portrait, A4 Porerait & A5

Portrait), please align the paper with the mark (A).

If the paper size is more than 10.55 inch, align the paper with the mark (B).
If you think the left margin is too large at this time, align the paper with the
appropriate position.

B A
v

5. Press P INS to insert the paper. Press RETURN to start printing. 7%
message appears:

Printing....press CANCEL to stop printing.

If you press CANCEL to stop printing, #is window appears:

OK o cancel printing?

Use cursoar to select and press RETURN.

Select YES to cancel printing, or NO continue printing.

* If the paper has not been inserted or is jammed or cannot be ejected, this
message will appear:

Paper feed problem!
Ihsert paper corractly.
OK to continue printing?

Use cursor to select and press RETURN.
= INO]
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Remove the jammed paper manually. press P INS to feed the paper. and
select YES to continue printing or NO to cancel.

» If the paper is shorter than specified in Page Setup, this message will
appear:

Incorrect paper size!
Check page setup menu or insett correct paper.
OK ta continue printing?

lUse cursor to select and press RETURN.
["E=) {NQ]

Press P INS to feed the paper, and select YES to restart printing, or NO
to cancel, The portion of the previous page drat could not be princed
will print from the top of the new sheet of paper.

* At the beginning of the line to be printed, if the text is found to extend
outside the size of the paper, printing will be interrupted at that point
and this message will appear:

Dala will be truncated!
Check page setup menu and margin s&ttings.
OHK to cancel printing?

\Use cursor to select and press RETURN.

=

Select YES to stop printing to confirm margin settings, or NO to truncate
data and continue printing,

Merge printing
Merge symbols with a label name that does not exist in the Addressbook file are
ignored. The same happens when there is no data in the Addressbook for the
specified record.

If you set MERGE PRINT / NO for a document that contains merge symbols, the

label names are printed as they appear on screen.

Using Layout to Preview a Document

This function is used to preview a full page as it will appear when you print it. (In a

You can use CURSOR UP to multi-page document the previewed page is the one the cursor is on when you start
preview the previous page, and the function.)

CURSOR DOWN to preview

the next page.

1. Press MENU and select Print; then select Layout from the function menu.
(Short cut: Press CODE + LAYOUT)

2. Press RETURN to return to the Input/Edit screen. The page displayed last in
the LAYOUT screen appears in the normal display.
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3 Spreadsheet

What is a Spreadsheet?

In the past, financial records for any type of business or other organization were
always kept by hand in bound form, hence the term “keeping the books.” A sales
ledger, for instance, might be laid out as a graph, with the months of the year across
the top, and the names of sales personnel or merchandise down the left column.
This type of accounting tool had another name; it was called a “Spreadsheet.”

Jar. Feb. Mar. Apr. May June July Aug. Sept. TOTAL
A} Household Items
Mortgage/Rent 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 12,9000
Heat/Wator 110 110 100 80 70 70 60 60 60 960
Gas & Electric 35 35 35 30 25 25 25 25 30 350
Phone 35 35 35 35 35 35 35 35 35 3 420

Even with an electronic calculator, bookkeeping is still a difficult task, especially
when revisions or corrections are to be made. This is the major advantage of the
electronic spreadsheet: the ability to make changes and corrections at any time, and
have all the calculations made for you, quickly and easily.
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Starting the Spreadsheet Application

You have a choice of crealing
your own spreadsheets or of
using one of the pre-formatted
templates. For detaifs, see
"Template” on page 149.

in order to use the templates
effectively, you must first
understand how to use the
spreadsheet functions. Review
the following sections for
complete details on the
spreadsheet features and
capabilities.

If you get a message indicating
that you have an unformatted
or damaged disk, efther replace
the diskette with another one or
go to page 21 in Geiting
Started for the procedures on
how to initialize a diskette.

You can retrieve Spreadsheet
files created with your machine
(extension SPR), or
Spreadsheet files created with
Lotus® 1-2-3® (extension WK1).
Some Lotus® 1-2-3° files will
automatically be converted to
your machine’s format before
being loaded. Since a particular
Lotus® 1-2-3° file may use
functions that are not available
on your machine, the
conversion is sometimes
incomplete. For details, see
“Converting a Lotfus® 1-2-3® file
into a Spreadsheet fife" on
page 192.
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To create a new spreadsheet or recall a stored spreadsheet for editing;

1. Switch the power on to display the Main Menu.

2. If you want to retrieve a spreadsheet file from a diskette, insert that diskette
into the drive.

3. Press 2, or use the cursor keys to move the finger cursor to highlight the
Spreadsheet icon, and press RETURN. {f a diskette is inserted, the list of
Spreadsheet files stored on the diskette appears:

pT Word

chesslng \ j

Spread-
' sheet

\ [P\

HMEWDATA

4. You can now use the cursor keys to highlight the file you want to retrieve
and press RETURN. To start working with a new document, press

RETURN. 7he Input/Edit screen appears.



The Input/Edit Screen

: i
| |
Status Line - |[ze5_1g wewnrTa [ nosmaL_]iaja} [cou: 0] rmier over)
Input area

Columun name

——Row number

—— Worksheet area

The Input/Edit screen is divided into three different areas:

Status Line: The indicators on the status line show your current settings. From left
to right:

1. The settings of the cell the cursor is positioned on (default: Normal).

2. The column width (default: 10).

Input area: The upper row of the screen is called the input area. It indicates the cell
which is currently highlighted in the worksheet area, and allows you to input or
modify the contents of that cell.

Worksheet area: The rest of the screen is called the worksheet area. It is divided into
cells, designated by their positions or address on the grid, so that the cell at the top
left of the worksheet becomes A1, the cell diagonally to the right and below it B2,
etc.

There are two different modes for creating and formatting your spreadsheets:

Input/Edit mode: In the Input/Edit mode you can insert and change data within
individual cells. You know that you are in the Input/Edit mode when a text cursor
appears in the input area.

Pressing CODE + H Command mode: In the Command mode, you can move the cell cursor on the

f(HELP ) displays a'ﬁsl‘;? of worksheet, and you have access to the function menu to perform large scale
eys you can use in ine . .

Spreadshest (Input/Edit modifications.

or Command)
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Moving Around the Screen
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When you call up the Input/Edit screen, the cursor will be in cell Al, ready for
input. The cursor can be moved with CURSOR LEFT, CURSOR RIGHT,
CURSOR UP, and CURSOR DOWN to highlight any cell and to tell the
Spreadsheet program where you wish to input. You will notice that only a portion of
the Spreadsheet is shown on the screen. The Spreadsheet extends far beyond what
the screen is able to display at one time. You may input data into as many as 256
columns and 256 rows.

It is also possible to move the cursor faster through the spreadsheet:

* CODE + a cursor key moves the cursor to a border of the screen.

* Press CODE + G(GOTO). This window appears:

GOTC: 1
Type cell address and press RETURN or use arraw
keys to move to data top, bottom, left or right.

You can move the cursor to the designated cell by typing cell address and
pressing RETURN.

* CURSOR LEFT or CURSOR RIGHT moves the cursor to the first or
last column containing data of that same row, while CURSOR UP or
CURSOR DOWN moves the cursor to the first or last row containing
data in thac same column in the spreadsheet. In both cases, the cursor
moves vertically or horizontally in the direction of the cursor key arrow
mark,




Entering and Editing Data

There is a possibility that the
system may run out of memory
before filling the entire
Spreadsheet with data. The
system will warn you of this
with the message “Memory full!
Press any key to continue.” At
this point, you will no longer be
able to enter data, only delete
it. We recommend that you
save your file to the diskette
and continue with a new
spreadsheet file.

Do not worry if the data you
type does not appear exactly
the same when it is transferred
to a cell. During that transfer,
the data is processed in
several ways. For example, a
formula is calculated, a piece
of text is formatted. The resuit
of that process appears in the
cell, but the data will reappear
in the input area in ifs original
torm when the cell is selected
again.

With a paper spreadsheet, you write the data directly in the cells of the sheet. With
an electronic spreadsheet, you highlight the cell in the worksheet, then type or edit
the contents of the cell in the input area.

To enter data in an empty cell, select that cell and type the data. A text cursor will
appear in the input area as soon as you start typing: this means that the spreadsheet
application switched to the Input/Edit mode. Press RETURN when you have
finished. The data will appear in the cell.

Proceed in exactly the same way to replace old data with new data. The old data will
disappear from the input area as soon as you start typing. The new data will appear
in the cell when you press RETURN after retyping.

To edit old data without deleting it, highlight the cell, then press TAB. The cursor
appears in the input area and you may now edit the data. Press RETURN when the
data has been edited.

While typing in the input area, you can use the following keys:

» All character keys, including special characters obtained with the CODE,
CODE + 5 (E CHAR ) and CODE + 4 (SYMBOL) keys.

*» CODE + 7 (NUM-L) to lock the keyboard in numerics.

« CODE + P BREAK to input a page break symbol "¥" ; during printing, paper
will be ejected at that point after the row is printed.

« CANCEL to restore the contents of the cell as they were before you started
editing. This is useful when you mistakenly start editing a cell dhat did not need
editing,

¢ BACKSPACE 1o delete one character to the left of the cursor.

+ DELETE to delete the character highlighted by the cursor.

« WORD OUT to delete one word to the left of the cursor.

e CODE + LINE OUT to delete all characters from the inpur area.

+ CODE + | (INSERT) to alternate between the insert/overwrite modes.
» CURSOR LEFT to move one position to the left.

« CURSOR RIGHT to move one character to the right. If the cursor is to the right
of the last character, this key enters the data and selects the next cell to the right.

+« CODE + EXPR to move the cursor to the first character.

« CODE + RELOC to move the cursor to the right of the last character.
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Afer typing or editing the data in the input area, you can transfer it to the selected
cell using one of these keys:

* RETURN to transfer the data to the cell and keep the same cell selected.

+ CURSOR RIGHT to transfer the data to the cell and select the next cell to the
right. This works only if the text cursor is to the right of the last character in the
input area.

* CURSOR UP 1o transfer the data to the cell and select the next cell above.
« CURSOR DOWN to transfer the data to the cell and select the next cell below.

Inputting Alphanumeric and Numeric Data
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Your Spreadsheet application can handle two kinds of data: numeric and
alphanumeric. '

Alphanumeric data are combinations of characters (letters, digits, and other
characters) used as a label or title to identify the entries of the spreadsheet.
Alphanumeric data is usually used as a column heading, such as “JAN.” or “12th
Region.” This data is not calculated.

Numeric data are direct numbers or formulas and are calculated.

Since alphanumeric data can contain digits, and numeric data can contain letters
(cell addresses), it is important to understand exactly how the spreadsheet
application distinguishes between alphanumeric and numeric data.

Follow these rules:

* If the data begins with one of these characters:
+-(@1234567890.
the data is considered numeric.
Example: (Al) and 1+A1 are numeric.

* If the data begins with any other character, the data is considered alphanumeric,
and the spreadsheet application automatically inserts a single quote mark (')
before the data in the inpur area:

Example: 'Cost and 'Al are alphanumeric.
This single quote mark is called a format mark (see next page for more details).

* To make sure that data such as a telephone number or a date is correctly
interpreted as alphanumeric, you should type a format mark before the data.

Example: 10-12-1993 is calculated and gives -1995
'10-12-1993 gives 10-12-1993

* To make sure that a formula is not interpreted as alphanumeric data, never start a
formula with a cell address. Instead, use the + sign or parentheses.

Example: (Al+1) or +Al+1 are interpreted as formulas and are calculated.
If you do not start with the + sign or the left parenthesis, the spreadsheet
application will insert a single quote mark.



Format Marks

A default single quote mark
appears automatically in the
input area when the
spreadsheet recognizes your
data as alphanumeric. If you
delete it, it will automatically
reappear when the
alphanumeric data is confirmed.

Instead of typing the format
mark for right alignment ("), you
may press CODE + R. The
format mark for centering ()
does not appear on the
keyboard, you must use CODE
+ F. If you press these keys
while in Command mode, the
machine swilches to the Input/
Edit mode and the
corresponding mark appears in
the input area.

Format marks are typed before the data and tell the spreadsheet application that
whatever follows is alphanumeric and is not to be calculated.

Format marks also tell the spreadsheet application how to position the data in the
cell. You can use one of these four format marks:

I

{single quote) to align the data to the left of the cell.
" (double quote) to align the data to the right of the cell (CODE + R).
A to center the data in the cell (CODE + F).

! fills the cell by repeating the character following the mark.

Format marks are displayed in the input area only (They never appear in the cell).
The above characters are interpreted as format marks when they are entered in the
first position of the input area. If they are entered in the middle of the data, they are
considered as common characters and will appear in the cell.

Maximum Length of Data

The maximum length of the input area is 240 characters (1 format mark and 239
characters).

When alphanumeric data cannot fit into the cell, it will use the next cells of the
worksheet unless these cells are already occupied.

This convenient feature is used for long titles (when you do not want to disturb the
layout of the spreadsheet by increasing the width of a column). It should be noted
that entering many long pieces of alphanumeric data may cause the memory to
become full before all cells are filled. Also, adjusting the width of many columns to
display long pieces of alphanumeric data may cause truncation of the rows when the
spreadsheet is printed.

Spreadsheet 93



Performing Calculations

Direct Numbers
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Numeric data are direct numbers or formulas and are calculated. When data is
recognized as numeric, Spreadsheet will check whether or not the data is valid.

» If the data is valid, the result (a number) is calculated. If the number can fit in the
cell, it is automatically right-aligned. If the number cannot fit in the cell, a string
of asterisks will fill the cell. The correct number is, however, kept in the memory,
and will be displayed if you adjust the width of the column.

* If the data is not valid, ERROR will be displayed in the cell, and one of the

following messages will appear:

When a denominator is zero.

Division by zero!
Press any key to continue.

When a result is positive and contains more than 10 digits.

MNumeric overflow!
Press any key to continue.

When a result is negative and contains more than 10 digits.
Mumeric undearflow!
Press any key to continue.

If a number contains characters other than nuimeric vues and a decimal point (e.g.

1,000, 1008, 1A2).
Invalid entry!
Press any key to continue.

A direct number is made of digits and possibly a dccimal point. Other characters will
make the data invalid for calculation. The maximum number of digits is 10 to the
left of the decimal point and 5 to the right (zeroes preceding other digits are not
counted). Here are some cxa.mplcs of valid and invalid numbers:

Valid Invalid

1234 1,000 (comma is invalid)
0.94856 125% ($ is invalid)

00001 12a12 (a is invalid)
400000000000001 99999999999

(zeroes are ignored) {more than 10 digits)



Formulas
A formula is made of operators, operands, and possibly pairs of parentheses to
control the order of calculation.

Operators: The operators that are recognized by the system are, in order of

precedence:
Symbol Operator
+- Positive and negative sign
# Exponentiation
*/ Multiplication, division
+ - Additlon, subtraction

‘T'he tollowing rules apply to using operators in formulas:

* The + and - operators are considered as the positive or negative sign of the
following operand when they come first in a formula, immediately after a left
parenthesis or another operator.

* The # operator performs only integer exponentiation. If the exponent (the next
operand after #) has a decimal value, it will be rounded to the closest integer
before exponentiation is performed. Therefore, this operator cannot be used to
calculate roots (although roots can always be written as a decimal exponent in
math)}. Zero with any positive exponent gives zero. Zero with a negative exponent
gives “Invalid entry! Press any key to continue.”

* Division by zero is invalid.
» A sequence of three or more operators makes a formula invalid (2+*-1 is invalid).

* A sequence of two operators is valid only if the second operator is a + or - sign.
Example: 5*-2 is valid and gives -10

1-*2 is invalid.
Operands: An operand can be a valid number, the address of a cell containing
numeric data, a function, or a valid formula included in a pair of parentheses. Here
are some examples of valid operands:

Valid Operand Operand Description
123 valid direct number

Al orail cell address
@SUM(A1..B6) valid function

(A1+5+*@SUM(B1..B12)) valid formula included in a pair of parentheses
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Please remember the following rules about operands:

* A cell address can be written using either upper or lower case letters.

When a cell address has to come first in a formula, it must be preceded with a + or
- sign, or by a left parenthesis. Otherwise, the formula will be considered
alphanumeric data and will not be calculated. Therefore, instead of A1+A2, enter
+A1+A2, (A1+A2), or (A1)+A2.

* If a cell that is referred to while doing a calculation contains alphanumeric data,
the formula is invalid, and ERROR will be displayed. An empty cell, however, is
valid and assumed to contain zero.

Order of Calculation of a Formula
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The calculation of a formuta is performed in the order of precedence of the
operators:

1. The + or - sign is applied to the operand directly to the sign’s right.
2. Exponential calculations are performed.
3. Multiplication and division calculations are performed.

4. Addition and subtraction calculations are performed.

Example: 2#3*4-2
8*4-2
32-2
30
When two or more operators have the same order of precedence (multiplication and
divisions, or addition and subtraction), calculation is carried out from left to right.

Example: 1+3+4-2 2#3#2
4+4-2 8#2
8-2 64
6

To modify the order of calculation, you may usc pairs of parcatheses. The formula in
parentheses is calculated first.

Example: 1+3*4 (1+3)*4
1+12 4*4
13 16

Parentheses can contain other pairs of parentheses. Calculation proceeds from the
innermost pair of parentheses.

Example: ((3*4+1)*4+3)*4-12

(13*4+3)*4-12

55*4-12

220-12

208
One pair of parentheses can contain up to 5 other pairs. Using more than 5 pairs of
parentheses in one pair of parentheses makes the formula invalid. The formula will
also be invalid it parentheses do not come in pairs.

Parentheses can be used for the simple purpose of making the data numeric.
(A1+A2) or (A1)+A2 can be used instead of +A1+A2.



Using Math Functions

Math functions are very useful for making formulas shorter and easier to edit.

A math function performs specific operations on a single argument or on a list of
arguments. Arguments are included in a pair of parentheses following the function
name. A function name always starts with the character @.

Arguments are the numeric data that the function will process to return a result.
Valid arguments are numbers, characters within double quote marks (" ") (only for
@REPEAT and @IF) and/or cell addresses separated with commas, or a range
defined by the addresses of two opposite corners, separated with two periods (..).

Example: @SUM(1,A1,4,B6) returns the sum 1+A1+4+B6
@SUM(A1..B4) returns the sum A1+B1+A2+B2+A3+B3+A4+B4

* Some functions like @INT accept only one argument. In that case, using more
than one argument or using a range makes the formula invalid.

* A range can be used simultaneously with numbers or addresses.

Example: @SUM(1,Al..B4) and @SUM(A23,A1..B6) are valid.

A function is a valid operand of a formula and a formula is a valid argument of a
function.

Example: 1+A1+@SUM(B2..C5) is a valid formula.
@SUM(1+2), @SUM(+A1), and @SUM(1+A1) are valid.

Range of cells
A range is no more than a group of cells enclosed in a rectangle, and therefore, can
be specified by the addresses of two opposite corners. When using math functions,
you speciFy a range using the notation A1..C3, for ewgmple, Yau conld also specify

the same range with A3..C1, C1..A3, or C3..AlL

Range A1..C3,A3..C1,

This is not a range.
Al C1..A3,0rC3.. Al
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Inputting a range
Rather than typing in the cell address at each corner of the range, you can mark and
highlight the range to be used. The spreadsheet will automatically define the top left
and bottom right corners of the range.

Suppose you want to calculate the sum of the range A1..C2 and display the resultin
D?2. First enter the data shown below.

1. Move the cursor to D2 and type @SUM(. As soon as you type the left
parenthesis of the function, the following message appears:

[Bnter cell specification.

2. Instead of typing Al, move the cursor to Al and press CODE + L.
@SUM(AL. is now displayed in the input area.

Rl @SUM(AT..1

4. Press RETURN. The cursor is back on D2 and the complete range specification
is displayed in the input area.

e @SUM(A1 ..c2)1
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5. Press RETURN again. The result, 21, appears in cell D2,

s}l @SUM(A1..C2)

The method of specifying cell addresses by mnoving the cursor instead of typing the
address itself can actually be used not only to specify a range in a math function, but
also to specify a single address in any formula.

Example: To enter (A1+B1) in C1, move the cursor to C1 and type (. From this
moment, the machine knows that the data is a formula and allows you to move the
cursor to a cell. Instead of typing A1, move the cursor to Al and press +. The input
area now displays (Al+. You are again allowed to move the cursor to a cell. Move
the cursor to B1 and press RETURN. 'L 'he input area now displays (A1+B1). Press
RETURN to finish and calculate the result.

Spreadsheet Functions
Some functions can process only one or two arguments, and are very similar to the
math functions. Arguments may include not only direct number inputs, but cell
addresses as well.

The most sophisticated function of the spreadsheet can process multiple arguments,
Arguments may be written individually, separating each with a comma, or, if all the
arguments belong to a range, the range can be specified by the addresses of two
opposite corners, using two periods as a separator. Arguments may be defined as a
range or may consist of any combination of direct numbers and cell addresses.

Functions using one or two arguments

@ABS : Gives the absolute value of the argument. If the argument is positive, or
zero, the same value is recurned; if dic argument is negative, the opposite of the
argument is returned.

@ABS(5) gives 5 @ABS(-5) gives 5

@INT : Gives the integer part of the argument. The decimal point and subsequent
decimal digits are removed without being rounded off; an integer will remain
untouched.

@INT(5) gives 5 @INT(0.9) gives 0
@INT(1.1) gives 1

@MOD : Divides the first argument by the second and gives the remainder of the
division.

@MOD(10,3) gives 1 ~ @MOD(2.3,2) gives 0.3

- @MOD(0.33,2) gives 0.33
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@REPEAT : Repeats the argument the number of times specified. Two dara enrries
are required between the parentheses: the argument itself, which must be a string of
characters between a pair of double quote marks or the address of a cell containing
alphanumeric data, and a direct number that specifies the number of repetitions. If
that number is not an integer, it is first rounded off to the closest integer.

@REPEAT("Aa",2) gives AaAa
@REPEAT("2",3) gives 222 (alphanumeric)
@REPEAT(A1,2) gives AaAa (if Al contains Aa)

@ROUND : Rounds off the argument to the number of specified decimal places.
Two data entries are required between the parentheses: the argument itself, and a
direct number that specifies the number of decimal places. If that number is not an
integer, it is first rounded off to the closest integer.

@ROUND(1.66666,2) gives 1.67
@ROUND(1.66666,3) gives 1.667
@ROUND(1.66666,2.1) gives 1.67
@ROUND(1.66666,2.5) gives 1.667

@SQUARE : Gives the square of the argument. The argument multiplied by itself is
returned: the result is always a positive number.

@SQUARE(5) gives 25 @SQUARE(-5) gives 25
@SQUARE(D) gives 0

@SQRT : Gives the square root of the argument. The result multiplied by itself is
equal to the argument. The argument may not be negative.

@SQRT(25) gives 5 @SQRT(2) gives 1.41421
@SQRT(-25) is invalid

Functions using multiple arguments

@AVG : Gives the average value of the arguments. The sum of the arguments is
calculated, then that sum is divided by the total number of arguments.

@AVG(1,2,3,4) gives (1+42+3+4)/4 = 2.5
@AVG(175) gives 175/1 = 175

@COUNT : Gives the number of non-blank cells. This function is an exception to
the general rules in that the cell referred to may contain either alphanumeric or
numeric data.
@COUNT(A1,A2,A3,A4) gives 3 if Al contains 5 (numeric), A2
contains your name (alphanumeric), A3 contains ERROR (this is not a

blank cell), and A4 is empty.



@IF : This special function checks whether or not a specified condition is verified,
and displays a value that depends on the result of that check. The form of this
function must be @IF{condition, argument], argument2), and can be read in plain
English as: if the condition is satisfied, then display argument 1. If the condition is
not satisfied, then display argument 2. Arguments 1 and 2 can be direct numbers,
strings of characters enclosed in a pair of double quote marks (example: "ABC"), or
a cell address.

The condition is usually an arithmetic comparison, using two values (number or cell
address) and one of the following comparison operators:

= equal to <= less than or equal to
< less than >= greater than or equal to
> greater than <> not equal to

@IF(A1>100,100,50) gives 100 if Al is greater than 100,
and 50 if Al is equal to 100 or smaller than 100
@1F(A1>100,100,A1) gives 100 if A1=200 and 60 if A1=60

@MAX : Gives the greatest argument (maximum). Remember that a positive
argument is always greater than a negative one.

@MAX(1,234) gives 234 @MAX(1,-99999) gives 1

@MIN : Gives the smallest argument (minimum). Remember that a negative
argument is always smaller than a positive one.

@MIN(1,234) gives 1 @MIN(-1,99999) gives -1

@SUM : Gives the sum of the arguments. This function is very useful in shortening
long sums when the arguments belong to a range.

@SUM(1,2,3,4,5) gives 15
@SUM(A1,A2,A3,B1,B2,BR3) is equivalent to @SUUM(A1..B3)

@TSUM : Gives the total sum of a range of cells, and also the sum of each row and
column of the range if they contain data. This function is an exception to the
general rules in thac: 1) the argument MUST be a range, and 2) results are displayed
not only in the selected cell (total sum), but also in the column to the right and in
the row below the range. You must therefore be sure that the column to the right
and the row below the range is empty. See next page for an example.
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Example:

1. Enter the numbers shown below in the range A1..C2, then type
@TSUM(A1..C2) in D3.

SRl ©TSUM(A1..c2)l
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Using the Menu Functions

The following functions can be found under the menu bar at the top of the screen.
This bar can be reached by pressing MENU.

File
CHER et sye Use the File functions from the function menu to open, save, or close your files, and
L to return to the MAIN MENU.

Save File
Open File for Dual
Quit

Close Fila

File Management

These functions work exactly the same way as with the Word Processing application.
Please refer to "File" on page 38 for details.

Edit
= Sl Use the Edit functions from the function menu to make the same changes in the

appearance or contents of many cells, to rearrange the worksheet, or to extract part
of the information.

Left: Aligns alphanumeric data to the left in the desired range of cells.
Center: Centers alphanumeric data in the desired range of cells.
Right: Aligns alphanumeric data to the right in the desired range of cells.

I ) : i i .
While using these functions, Search: Searches for occurrences of a specified string of characters

you can press CANCEL at any

A : Replace: Searches for occurrences of a speciﬁed string of characters and allows for
time to cancel the function.

automatic replacement with another string.
Fill: Fills a selected range with a specified arithmetic progression.
Sort: Sorts a specified group of rows.

Select: Selects rows according to specified conditions; the selection can be written in
the worksheet and printed.

Left, Center, and Right affect only cells containing alphanumeric data over the
selected range; numeric cells and empty cells will not change.

Left, Center, and Right change the corresponding format marks (', 4, ") in the input

area of the affecred cells. When the alphanumeric result of a cell is produced by a
function like @REPEAT, or @IF, the format mark is not added, but the characters
in the cell can be highlighted.
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Left

Center

Right

Search and Replace
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‘I'his function aligns all alphanumeric data of a range to the left of the cells.

1 Move the cursor to a corner of the range of cells that you want to format
and press MENU and select Edit; then select Left from the function menu.
This message appears:

{Move cursor to end of block and press RETURN. 4]

2. Move the cursor to the opposite corner of the range of cells that you want to
format and press RETURN. The alphanumeric cells of the range are
reformatrted,.

This function centers all alphanumeric data in a range.

Move the cursor to a corner of the range of cells that you want to format and
press MENU and select Edit; then select Center from the function menu. Proceed
as with the Left function to select the desired range of cells.

This function aligns all alphanumeric data of a range to the right of the cells.

Move the cursor to a corner of the range of cells that you want to format and
press MENU and select Edit; then select Right from the function menu. Proceed
as with the Left function to select the desired range of cells.

These functions are described in Search on page 46 and Replace on page 47. Please
refer to those sections for the basic operations.

* The Search function can find both numeric and alphanumeric data, but only if
the d: a appears in the input area. For example, you will be able to find aaa in a

cell 0.y if it has been entered directly into the input area. If the same data is
entered as @REPEAT("a",3), you will not be able to find it.

* When replacing a string with another, this window will appear if the replacement
has to take placc in a protected cell:

Protected cell error!
Prass any key to continue.

* If the replacement string is longer than 240 characters, this window will appear:

Word(s) too long!
QK to truncate data?

Use cursor to select and press RETURN.

[TES] [NO]

You can select YES, to omit the data in the replacement string to the right of the
possible 240 characters and carry out replacement, or NO to cancel the function.



Fill
This function is useful when you want to quickly number rows or columns, or when
you need numbers in a range in order to check how math functions are working,

Columns are filled from top to bottom. Rows are filled from left to right. In the case
of a range, the first column is filled first, then the second, etc.

1. Move the cursor to a corner of the range of cells that you want to fill and
press MENU and select Edit; then select Fill from the function menu. The
machine asks you to specify the range. Proceed as with the Left function. After
the range is specified, the FILL window appears:

<4 FILL »>
STARTING VALUE:
JUMPING VALUE:
. ENDING VALUE:

Type number and press RETURN.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use the numeric keys to entet the specifications. Press RETURN
when finished.

* STARTING VALUE: The first number of the arithmetic progression.
¢ JUMPING VALUE: The difference between two successive values,

* ENDING VALUE: The value that the arithmetic progression cannot
exceed. The cells are filled up to the ENDING VALUE (or the closest
value less than it} or up to the last cell of the range, whichever comes
fiest.

Example: If the STARTING VALUE is 5, the JUMPING VALUE is 4,
and the ENDING VALUE is 206 you will get the numbers: 5, 9, 13, and
17. (Because 21 is higher than the ENDING VALUE, it is not included.)

Sort
This function is used to rearrange your worksheet. When you update a worksheet,
you usually add data at the end of the file. To facilitate later reference, however, you
need some logical organization. Alphabetical order is commonly used. The sorting
feature explained here will save you time and effort in the organization of your data.

1. Move the cursor to a corner of the range of cells that you want to sort and
press MENU and select Edit; then select Sort from the funcrion menu.
The machine asks you to specify the range. Proceed as with the Left function,
but be careful to select all the information of the rows. For example, if you
have data in columns A to E and you select only columns A to D in your
range, the cells in column E will not be moved along with the cells in
columns A to D and it will be impossible to reverse this situation
automatically.

After the range is specified, an arrow cursor appears above the worksheet. A message
will ask you to move the arrow cursor to select the column of the range according to
the data to be sorted.

lMove cursor to primary sort cclumn and press RETURN. ]
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This sorting function can perform a double sort, primary and secondary. A typical
example of double sorting is when you have data related to people. You can use the
family name for primary sort, and the first name for secondary sort.

2. Move the cursor to the primary sort column and press RETURN. This
message appears:

[Move cursor to secondary sort column and press RETURN. 1

3. Move the cursor to the secondary sort column and press RETURN. If you
do not need a secondary sort, leave the cursor on the primary sort column.

The Direction window appears:

When a column that is selected
for primary or secondary sort
contains different types of cells,
‘the sort order is:

Direction?

Use cursor to select and press RETURN.
EEE=REINE) [DESCENDING] [CANCEL

Empty celf < Numeric < g
Alphanumeric < ERROR cell, 4, Use CURSOR LEFT and CURSOR RIGHT to select ASCENDING,
DESCENDING, or CANCEL and press RETURN to sort.

» ASCENDING: Nornal alphabetic order for alphanumeric daca,
increasing values for numeric data (A-Z and 1-100).

* DESCENDING: Reverse alphabetic order for alphanumeric data,
decreasing values for numeric data (Z—A and 100-1).

* CANCEL: Cancels the function and returns to the previous display.

Select
This function is used to select rows of data that match a specified condition. The
data can be displayed, written in the current worksheet, and printed.

1. Move the cursor 1o a corner of the range of cells that you want to select and
press MENU and select Edit; then choose Select from the function menu.
If you have not recalculated the spreadsheet since changing any of the cells
contents, then the following message will appear.

The sheet needs recalculation.
Recalculate?

Use cursor to select and press RETURN.

[YES] [NO]

Select YES and press RETURN.
OR

If the spreadsheet has not been changed sinces the last recalculation. The system
asks you to specify the range. Proceed as with the Left function. Afier the range
is specified, an arrow cursor appears above the worksheet. A message will ask you
to move the arrow cursor to select a column for the range.

IMove cursor to select column and press RETURN. —l
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2. Move the cursor to the column on which the select condition is to be
applied and press RETURN. The SELECT window appears:

<4< SELECT »>

CONDITION:
EQUALTC:

Press SPACE to change setting and press RETURN.

3. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to select the kind of CONDITION. Type the
condition on the lower line of the window. Press RETURN when finished.

* The different kinds of conditions are: EQUAL, NOT EQUAL, LESS,
GREATER, BETWEEN, NOT BETWEEN.

* These conditions all apply to numeric data, except EQUAL and NOT
EQUAL which can be set for alphanumeric data (WORD).

* With EQUAL(WORD) and NOT EQUAL(WORD), the machine
checks for an exact matching of the first characters of the cells. If you
entered EQUAL TO:BA, BANANA and BAY will be selected because
these words starc with BA; banana, B, B.A., and 1BANANA will not be
selected.

* The selected data appears in the SELECTED DATA window.

Example: Suppose you have a list of salespersons with each row containing the last
name, first name, and sales results.

IR LAST NAME

SALES RESULTS
Henry $12,345
Jahn $10,539
William $£34,129

Ruth $22,410

David $18,300

Jouce $15,885

Terry $20,782
if you try this example, If you want to extract a list of the salespersons whose sales result is lower than
remember to make sure that $20,000, you must specify column C as the select column in step 2 above, then
the numbers in column C are select LESS in the SELECT window, and enter 20000 at the back of Less.

not alphanumeric characters.

Alphanumeric characters are

always preceded with a ' mark. << SELECT 2>
CONDITION: LESS

For more information, see
' LESS THAN: 20000K
Format Marks.

Type number and press RETURN.
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The SELECTED DATA window looks like this:

<< SELECTED DATA: 45>
LESS THAN: 20000
Marsh Henry $12,345
Anderson John 10,538
Carter David %18,300

Use cursor to selact and press RETURN.

[WRITE N SHEET Mg IS

From the SELECTED DATA window you can write the selected data in the current
worksheet, print the data, or abandon the selected data and return to the original
worksheet.

* To write the selected data in your worksheet, select WRITE IN SHEET and press
RETURN. This message appears:

|[Move cursor to position to write SELECTED DATA. |

Move the cursor to a destination for the selected data and press RETURN. The
upper-left corner of the selected data will coincide with the selected position. The
data that is written will overwrite existing data in the same way as when you copy a
block. If the data to be written exceeds the boundary of the worksheet, this window
appears:

Write canceled.
Range exceeds boundaty of spreadsheet!
Press any kay to continue.

* To print the selected data, select PRINT and press RETURN. This message
appears:

!Insert paper and press RETURN. ]

Insert paper and press RETURN.

= After looking at the sclected data, press CANCEL to returm 1o the previous screen,



Style Functions

Edt | Block  Sheet

Unidatline
Bola
Fixed
Currency

Percent
Formula Texl
No Display
All O

While using the above
functions, press CANCEL ai
any time to go to the previous
screen.

Style notes

Use the Style functions from the function menu to modify the appearance of a range
of cells.

Underline: Switches underlining on/off.

Bold: Switches bold face attribute on/off.

Fixed: Controls the number of decimal places.

Currency: Automatically adds a $ symbol to numeric results in a range.
Percent: Automatically adds a % symbol to numeric results in a range.

Formula Text: Allows you to display the formulas, rather than their results. This is
useful, for example, when you want to show someone how you have set up a
particular worksheet.

No Display: Switches the display of selected cells on/off. This is useful when some
cells of the worksheet are used for intermediate calculations. You can hide these cells
and show only what is necessary.

All Off: Cancels all settings made with the above functions and restores the default
settings.

* Bold and Underline can both be applied to the same cell, and together with one
of the other settings as well.

* The other settings, from Fixed to All Off exclude each other. For example, a cell
cannot be set to Percent and Currency at the same time. If you apply Percent to a
cell that was set to Currency, the $ symbol disappears and a % symbol appears.
However, it is possible to set Formula Text or No Display in addition to either
Fixed, Currency or Percent. For example, when No Display is set along with
Percent and if the No Display setting is cancelled, the % symbol will appear
again.

* Underline draws a line across the entire cell regardless of its contents. This
fullCliUll is uSCd Lo SCPa[aLC rows Of thc Workshcct.

* All Style functions apply to empty cells. If you set an empty cell to Bold and
Percent. a numeric value entered later in that cell will be bold and will have a
percent symbol. ‘
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Underline
This function is used to draw horizontal lines separating rows. When a cell is set to

Underline ON, the underlining will extend from the left to the right end of the cell,

l"Cg'dl'LUCb'S Ur ilS COMnLeiLs,

1. Move the cursor to a corner of the range of cells that you want to format
and press MENU and select Style; then select Undetline from the function

menu. (Short cut: CODE + N). This message appears:

ﬁdove cursor to end of block to be formatted and press RETURN. I

2. Move the cursor to the opposite corner of the range of cells that you want to
format and press RETURN. The Underline window appears:

Underline?
Use cursor to select and press RETURN.

[OFF] |CANGEL]

3. Use CURSOR LEFT and CURSOR RIGHT to select ON, OFE or
CANCEL and press RETURN.

* ON: Underlines all the cell in the range.
* OFF: Removes underline from cells in the range.

¢ CANCEL: Returns to the previous display.

Bold

This function changes the type style of the cell contents (text) to bold.

1. Move the cursor to a corner of the range of cells that you want to format
and press MENU and select Style; then selece Bold from the function menu.
(Short cut: CODE + B)

2. Proceed as you would with the Underline function to select the range of
cells. Affer the range is selected, the Bold window appears:

Bold?

Use cursor to select and press METURN.
=R [CANCEL]

3. Use CURSOR LEFT and CURSOR RIGHT to select ON, OFF, or
CANCEL and press RETURN.

* ON: Set all the cell contents in the range to bold.
* OFF: Removes bold for any character from cells in the range.

¢ CANCEL: Returns to the previous display.
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Fixed
This function is used to control the number of decimal places that will be displayed
and allows you to use commas to separate the thousands. The default is an Auto
mode which displays up to 5 decimal digits. The setting does not affect the number
of decimal places that are actually stored in the memory.

1. Move the cursor to a corner of the range of cells that you want to format
and press MENU and select Style; then select Fixed from the function menu.

2. Proceed as you would with the Undetline function to select the range of
cells. After the range is selected, the FIXED window appears:

<< FIXED >>

FIXED DISPLAY:
SEPARATOR: NO
DECIMAL PLACESO ~ 8): o

Press SPACE to change setting and press RETURN.

3. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to alternate between YES and NO. Use the
numeric keys to set the number of decimal places.

* FIXED DISPLAY: YES Cancels the settings of Currency and Percent,
and enables the setting of the FIXED window.

* FIXED DISPLAY: NO Cancels the Fixed setting in the designated
range and returns the default Auto mode.

SEPARATOR: YES Displays the numeric values with commas
separating the thousands (for example, 1,234,567).

SEPARATOR: NO Displays the numeric values without commas.
DECIMAL PLACES: 0~-5 Displays the numeric value with the specified

nwitber of decimmal pla(_‘cs. If u nuneric value has more decimal digils, it
is rounded. If it has less, zeroes are added to the right.

4, Press RETURN when finished.

Currency
This function automatically adds a dollar symbol $ to the left of numeric data. Like
the Fixed function, it controls the number of decimal digits and separates the
thousands by commas automatically. The function can also hide zero values.

1. Move the cursor to a corner of the range of cells that you want to add a
dollar symbol and press MENU and select Style; then select Currency from

the function menu.

2. Proceed as you would with the Undetline function, to select the range of

cells. After the range is selected, the CURRENCY window appears:

<< CURRENCY 2>
CURRENCY DISPLAY:
ZERC DISPLAY: YES
SEPARATOR: NG
DECIMAL PLACES[O ~ 5] 4

Press SPACE to change selting and press RETURN.

Spreadsheet 111




Percent
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. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired

setting, Use SPACE BAR to alternate between YES and NO. Use the
numeric keys to set the number of decimal places.

» CURRENCY DISPLAY / YES: Cancels the settings of Fixed and
Percent, and enables the setting of the CURRENCY window. A dollar

sign will be displayed to the left of the numeric values

* CURRENCY DISPLAY / NO: Disables the settings of the CURRENCY

window and removes the dollar symbol.

» ZERO DISPLAY / YES: Displays numeric values that are equal to zero.
If the number of decimal places is set to two, for example, the display of
0 will be $0.00.

¢ ZERO DISPLAY / NO: Changes the display so that numeric values that
are equal to zero (the cells appear empry).

* SEPARATOR and DECIMAL PLACES settings work as with the
FIXED window.

This function automatically shows numbers as percentages. To do this, the machine
multiplies the values by 100 and adds a percent symbol % to the right of the
number. The Percent function also provides decimal control.

I.

4

Move the cursor to a corner of the range of cells that you want to show
numbers as percentages and press MENU and select Style; then select
Percent from the function menu.

. Proceed as you do with the Underline function to select the range of cells.

After the range is selected, the PERCENT window appears:

<< PERCENT >

PERGENT DISPLAY:
DECIMAL PLACES[O ~ 5 0

Press SPACE to change setting and press RETURN.

. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired

setting. Use SPACE BAR to alternate between YES and NO. Use the
numeric keys to set the number of decimal places.

PERCENT DISPLAY: YES Cancels the settings of Fixed and Currency,
and enables the setting of the PERCENT window. Numeric values are first
multiplied by 100, then a percent symbol is displayed to the right of the
value.

PERCENT DISPLAY: NO Disables the settings of the PERCENT

window, and removes the percent symhol.

DECIMAL PLACES setting works as with the FIXED and CURRENCY

windows.



Formula Text
This function makes it possible to display formulas (rather than their result) in cells.
Use this feature to print all the formulas you have created.

1. Move the cursor to a corner of the range of cells that you want to display
formulas in cells and press MENU and select Style; then select Formula Text
from the function menu.

2. Proceed as you would with the Underine function to select the range of
cells. After the range is selected, the Formula Text window appears:

Formula Text?

Use cursor to select and press RETURN.

3. Use CURSOR LEFT and CURSOR RIGHT to select ON, OFF, or
CANCEL and press RETURN.

* ON: Displays formulas instead of their results.
* OFF: Displays the result in any cell that was displaying a formula.
s CANCEL: Returns to the previous display.

No Display
This function is used to hide the contents of cells. Use this function to hide cells
used only for intermediate results that do not need to appear in your worksheet.

1. Move the cursor to a corner of the range of cells that you want to hide the
contents of cells and press MENU and select Style; then select No Display

from the function menu.

2. Proceed as you would with che Underline funcdion to selece the range of

cells. Afier the range is selected, the No Display window appears:

No Display?
Use cursor to select and press RETURN.

|OFF] [CANCEL]

3. Use CURSOR LEFT and CURSOR RIGHT to select ON, OFE, or
CANCEL and press RETURN.

* ON: Changes the display so that the contents of all the cells in the range
appear empty.
* OFF: Displays the contents of all the cells.

« CANCEL: Returns to the previous display.
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All Off

Block Functions
Sye PEEEN  Shet  Opion €

Copy(8 Range of Cells)
Capy(Qne Cel lo Other Cells)
Clear

Copy to Clip Board
Pasta fram Clip Board

You can press CANCEL at
any time to cancel the
function.

The Block operations will
move the Style settings of
the individual cells with the
cells.

This function is used to reset all the attributes of the selected cells to their default
settings (underline off, bold off, fixed auto decimal, currency and percent off, no
commas, formula text off, no display off).

1. Move the cursor to a corner of the range of cells that you want to reset and
press MENU and select Style; then select All Off from the function menu.

2. Proceed as you would with the Underline function to select the range of
cells. After the range is selected, the All Off window appears.

OK to delete formal?

Use cursor ta select and press RETURN.
[NO]

* YES: Deletes all the Style settings and restores the default settings in the
selected range.

* NO: Cancels the function and returns to the previous display.

Use the Block functions from the function menu to modify the location of an entire
range of cells:

Move: Moves a range of cells to another location. The original location is left empty.

Copy (A Range of Cells): Copies a range of cells to another location. The original

location is left unchanged.

Copy (One Cell to Other Cells): Copies one cell to all the cells in a range.
Clear: Empties all cells in a range.

Copy to Clip Board: Copies a range of cells to the Clip Board.

Paste from Clip Board: Pastes the contents of the Clip Board into the worksheet.

Absolute and relative addresses
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Whenever the layout of your spreadsheet is altered, and the data within a cell has
been copied, the cell reference in the formulas are updated accordingly. A cell with a
relative address will be updated to reflect most layout changes. A cell with an
absolute address is generally not updated when you change the layout. However,
there may be times that you do not wish the cell address in the formula updated.

Cell addresses are considered relative, unless a $ (dollar sign) is placed at the
beginning of the cell address in the formula: A1 is a relative address; $A1 is an
absolute address.



Move
This function is used to move a range of cells to another location. The original cells
are cleared.

1. Move the cursor to a corner of the range of cells that you want to move and
press MENU and select Block; then select Move from the function menu.
(Short cut: CODE + E). This message appears:

IMove cursor to end of block to be moved and press RETURN.

2. Move the cursor to the opposite corner OF the range OF CEHS that you want to

move and press RETURN. This message appears:

!Move cursor to destination for blocked data and press RETURN. |

3. Move the cursor to the upper left corner of the destination range and press
RETURN.

* 1f the new destination is such that the relocated data will exceed the
limits of the worksheet, this message appears:

Move canceled.
Range exceeds boundary of spreadsheest!
Press any key to continue.

* If the destination has protected cells (cells that you cannot erase or
overwrite without first removing the protection) data transfer will be
canceled and this message appears:

Protected cell error!
Press any key to continue.

Copy (a range of cells)
This function works like the move function except that the original range of cells is
not cleared.

1. Move the cursor to a corner of the range of cells that you want to copy and
press MENU and select Block; then select Copy (A Range of Cells) from the
function menu. (Short cut: CODE + C). This message appears:

[Move cursor to end of block to be copied and press RETURN. |

2. Move the cursor to the opposite corner of the range of cells that you want to
copy and press RETURN. 7%is message appears:

|Move cursor to destination for blocked data and press RETURN. ]

3. Move the cursor to the upper left corner of the destination range and press
RETURN.

o [fthe new destination is such that the relocated data will exceed the limits of
the worksheet, this message appears:

Copy canceled.
Range exceeds boundary of spreadshest!
Press any key to continue.
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o If the amount of dasa that you try 1o copy is such that your file becomes too
large, this message appears:

Copy incomplete. Memory full
Press any key to continue.

If any key is pressed, the data which could be copied will be displayed.

o Ifthe destination bas protected cells (cells that you cannot erase or overwrite
without first removing the protection) copy will be performed only on
unprotected cells and this message appears:

Protected cell error!
Fress any key to continue.

Copy (one cell to other cells)
This function is used to copy one cell to all the cells of a specified range.

1. Move the cursor to the cell that you want to copy and press MENU and
select Block; then select Copy (One Cell to Other Cells) from the function
menu. Make sure that the cursor position before pressing MENU is the cell
to be copied. This message appears:

lMove cursor to start of block to be copied and press RETURN. J

2. Move the cursor to the one corner of the destination range and press
RETURN. This message appears:

iane cursor ko end of hlork to be ranied and prese RETIIRN. J

3. Move the cursor to the opposite corner of the destination range and press

RETURN.

* Ifthe amount of data that you try to copy is such that your file becomes too
large, this message will appear:

Copy incomplete. Memory fullt
Fress any key to conlinue.

If any key is pressed, the data which could be copied is displayed.

* Ifthe dessinarion bas provecred cells (cells thar you cannor erase or gverwrite
without first removing the protection) the copy procedure will be performed
only on unprotected cells and this message appears:

Press any key to continue.

[ Protected cell error!
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Clear
Clear resets all Style settings in  This function is used to clear all the cells in a range.

the range to their default
settings. 1. Move the cursor to a corner of the range of cells that you want to clear and

press MENU and select Block; then select Clear from the function menu.
(Short cut: CODE + D). This message appears:

, fMove cursor te end of block to be cleared and press RETURN.

2. Move the cursor to the opposite corner of the range of cells that you want to
clear and press RETURN. This window appears:

Clear?

Use cursor o select and press RETURN.

YES] [NO]

3. Use CURSOR LEFT and CURSOR RIGHT to select YES or NO and press
RETURN.

YES: Clears the range.

NO: Cancels the function and returns to the previous display.

o [f the selected range has provected cells (cells that you cannot erase or overwrite
without first removing the protection) only non-protected cells are cleared and
this message appears:

Protected calf error!
Press any key to continue.

Copy to Clip Board / paste from the Clip Board
These operations are described in the chapter "Clip Board” on page 217.
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Sheet Functions
Block m Oplion Sur

Codurne v ity
Title

ihser

Delete

Reacalc
Range Prolect
Worksheet Protect
Calculation Method

When columns or rows are
insented or defeted from the
worksheet, cells are
renumbered.

You can press CANCEL at any
time to cancel these functions.

Column Width
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Use the Sheet functions to adjust the width of columns, freeze, insert or remove
rows and columns, recalculate the results of formulas and protect important parts of
the worksheet.

Column Width: Changes the width of columns.

Title: Freezes column(s) or row(s) on the screen so that the labels they contain are
always visible when you scroll the worksheet. The same function is used to
release frozen columns or rows.

Insert: Inserts blank rows or columns in the middle of the worksheet.
Delete: Removes columns or rows from the worksheet.
Recalc: Updates the results of all formulas.

Range Protect: Protects a range of cells against accidental deleting or overwriting.
The same function is used to remove the protection.

Worksheet Protect: Enables or disables the protection of a range of cells from
accidental deleting or overwriting.

Calculation Method: Changes the method of calculation.

This function is used to change the width of columns. It applies to the whole
selected column, from the top to the bottom of the worksheet.

1. Move the cursor to the left most or right most column you want to change
the width of and press MENU and select Sheet; then select Column Width
from the function menu. The COLUMN WIDTH window appears:

<4 COLUMN WICTH >>

HOW ?:
WHERE?: CHOICE

Press SPACE to change setting and press RETURRN.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to change the settings.

* HOW? : MANUAL Allows for manual setting of the width (you will
have to enter a value for the width).

* HOW? : AUTO Allows for automatic setting of the width (the width
will be set automatically so that the longest entry of the selected
column(s) can fit).

* HOW? : DEFAULT Resets the width to 10 (default value).
* WHERE? : CHOICE Applies the change to specified column(s) only.
* WHERE? : GLOBAL Applies the change to the whole worksheet.

3. Press RETURN when finished.



HOW

MANUAL AUTO DEFAULT
Select column(s). [ Select a range. Select column(s).
See step (3). See step (3). See step (3).
CHOICE | Enter a value for
the width. See
WHERE step (4).
Enter a value for | Operationis car- |Operation is car-
the width. See ried out immedi- [ ried out immedi-
GLOBAL step (4). ately. ately.

4. If you applied MANUAL or DEFAULT with CHOICE, the entire column is
highlighted and this message appears:

|Mark columns for width change and press RETURN. |

Move the cursor horizontally to mark more columns, if necessary, and press
RETURN.

If you applied AUTO with CHOICE, this message appears:

[Press «,— to mark columns for width change,t,) to mark rows for data scan. |

Use CURSOR LEFT and CURSOR RIGHT to choose the columns and use
CURSOR UP and CURSOR DOWN to choose the length of the data scan

range.

5. if’you have to enter a value for the width, the COLUMN WIDTH SET
window appears:

<< COLUMMN WICTH SET >

CHANGE COLUMN:
COLUMN WIDTH:

Type number and press RETURNM.

Type a number for the new column width, and press RETURN.

o ifyou apply an AUTO width change to an empty column, the widsth of that
column will not change.

* The maximum width of a column is 95 characters. The minimum width is
one character. If you try to specify values outside this range, you will hear a

beep.
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Title
This function freezes the first rows/columns of a large worksheet so that the titles

they contain are always visible when you scroll the sheet.

1. Press MENU and select Sheet; then select Titde from the function menu. The
TITLE window appears:

KL TITLE >>

J/TLE FREEZE OR RELEASE:
DIRECTION: COLUMNS

Press SPACE to change setting and press RETURN.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to change the settings.

« TITLE FREEZE OR RELEASE : FREEZE Freezes column(s) or row(s).
TITLE FREEZE OR RELEASE : RELEASE Releases frozen columns or

rows.

¢ DIRECTION : COLUMNS Applies the change to column(s) only.
DIRECTION : ROWS Applies the change to row(s) only.
DIRECTION : BOTH Applies the change to both column(s) and

row(s).
3. Press RETURN when finished.

If you selected TITLE FREEZE OR RELEASE : RELEASE, the frozen
column(s), row(s) or both are released and this message appears:

lFrozen columns/rows have been released. ‘

If you selected TITLE FREEZE OR RELEASE : FREEZE, this message
appears:

Move cursor to right of the columns/one row below the rows to be
frozen and press RETURN.

4. To freeze columns, move the cursor to the right of the last column to be
frozen (if you want to freeze columns A and B, move cursor to column C).

To freeze rows, move the cursor one row below the last row to be frozen (if
you want to freeze rows 1 and 2, move cursor to row 3).

To freeze both columns and rows, combine the procedures for columns
and rows (if you want to freeze column A and row 1, move the cursor to
cell B2).

5. Press RETURN when selection is complete.

* You cannot freeze rows when displaying two files at a time (Dual screen
mode). If you switch to the dual screen mode while rows are frozen, they will
be automatically released and this message will appear when you switch
between files with the Change Screen command:

Frozen rows have been released. }
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Insert
This funcrion inserts blank rows or columns in the middle of the worksheet.

1. Move the cursor to the cell that you want to insert.

(ex1. To insert a row between rows 1 and 2, you should move the cursor to
row 2.)

(ex2. To insert a column between columns A and B, you should move the
cursor to column B.)

2. Press MENU and select Sheet: then select Insert from the function menu.

(Short cut: CODE + | (INSERT). The INSERT window appears:

<< INSERT >»

INSERT COLUMNS OR ROWS: o
NUMBER OF COLUMNS/IROWS TO INSERT:

Press SPACE to change setting and press RETURN.

3. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
sctting. Usc SPACE BAR to alternatc between COLUMNS and ROWS,
and type a number.

¢ INSERT COLUMNS or ROWS : COLUMNS Inserts column(s).
¢ INSERT COLUMNS or ROWS : ROWS Inserts row(s).
+ NUMBER OF COLUMNS/ROWS TO INSERT: Enables

specification of the number of columns or rows to be inserted (1 - 99).

» When you insert a row between rows 1 and 2, a new, empty row 2 will be
inserted, and subsequent rows will be renumbered. (old row 2 becoming new
row 3, etc.)

o When you insert a column between columns A and B, a new, empty column
B will be inserted, and subsequent columns will be renumbered. (old column
B becoming new column C, etc.)

* Relative addyesses in a formula are automatically adjusted.

Example: C1 contains (A1+B1) and you insert a column between A and
B. C1 becomes D1 and now contains (A1+C1).

o If the amount of columns or rows to be inserted is such that subsequent
columns or rows that already contain data will be pushed outside the limits of
the worksheet, this window appears:

Insert wili result in data loss!
Is it OK?

Use cursor to select and press RETURN.

[YES] [MO)]
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Delete
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15" you selece NO, insertion is canceled,

Ifyou select YES, insertion will be performed with data lost, except if one or
mare cells among the data to be lost is protected, in which case this window
appears and insertion is canceled:

Protected cell errar!
Press any key lo continue.

This fuuction removes columns Or fOws ﬁ‘om t.hC WOl‘kShCCt.

1. Move the cursor to the first column or row that you want to delete. And

press MENU and select Sheet; then select Delete from the function menu.
The DELETE window appears:

<< DELETE »>

DELETE COLUMNS OR ROWS: =
NUMBER OF COLUMNSIROWS TO DELETE: 1

Press SPACE to change setting and press RETURN.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired

setting. Use SPACE BAR to alternate between COLUMNS and ROWS,
and type a number.

* DELETE COLUMNS OR ROWS : COLUMNS Deletes columa(s).
* DELETE COLUMNS OR ROWS : ROWS Deletes row(s).

* NUMBER OF COLUMNS/ROWS TO DELETE: Enables
specification of the number of columns or rows to be deleted (1 - 99).

. Press RETURN. This message appears:

Delete?
Use cursor to select and press RETURN.
VES) INOI

Select YES to delete, or NO to cancel, then press RETURN.
* Relative addresses in a formuia are automatically adjusted.

Example: D1 contains (B1+C1) and you delete column A. D1 becomes
C1 and now contains (A1+B1).

* After deletion, subsequent columns or rows are renumbered.

* If one or more cells among the data to be deleted are protected, this window
appears, and deletion is canceled:

Protected cell error!
Press any kay to continue.




Recalc
The machine constantly checks for the need of recalculating the entire worksheet. If
one of the following conditions is met, and recalculation is necessary, the
Recalculation window shown below appears:

* Immediately before printing.

* Immediately before sorting or selecting.

The sheet needs recalculation,
Recalculale?

Use cursor lo select and press RETURN.

[TES] INQ]

To recalculate, select YES, and press RETURN. The message “Working ...” is
displayed while recalculation is carried out.

If you do not want to recalculate, select NO, and press RETURN.

* Recalculation is carried out first from top to bottom, and then from left to right.

* The machine performs recalculation of the worksheet twice. If you are using
formulas referring to cells that are themselves referring to other cells, it might
sometimes happen that the system cannot give the correct results immediately.
You might need to use the recalculation function again if your spreadsheet is using
very complex formulas.

To recalculate manually: Press MENU and select Sheet; then select Recalc from the
function menu. (Short cut: CODE + [RETURN])

The message “Working ...” will be displayed while recalculation is carried out.
When a file that has not been recalculated, but has been saved, is opened, the
following message will appear to prompt you to recalculate manually:

[The sheet needs recalculation. Recalculate.

Range Protect
This function is used to protect a range of cells against accidental deleting or
overwriting. The same funcrion is used to remove the protection. There are three
things to remember when using Range Protect.

*When a ccll is protected, you cannot delete or overwrite its contents. You also
cannot delete the row or columns it is in.

*You can use the Range Protect function to avoid accidental deletion or
modification of cells that contain complicated formulas.

*The cell can be updated by recalculation but the formula itself cannot be modified.

1. Move the cursor to one corner of the range you want to protect and press
MENU and select Sheet; then select Range Protect from the function menu.
This message appears:

|Move cursor to end of block to be protected on/off and press RETURN. }
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2. Move the cursor to the opposite corner of the range you want to protect and
press RETURN. The Protect window appears:

Protect?

Use cursor to select and press RETURN.

=gl (OFF] [CANCEL}

3. Use CURSOR LEFT and CURSOR RIGHT to select ON, OFF, or
CANCEL and press RETURN.

* ON: Protects all the cells of the range.
» OFF: Changes all the cells in the range to unprotected.
» CANCEL: Returns to the screen before MENU was pressed.

Worksheet Protect
This function is used to enable or disable the protection of a range of cells from
accidental deleting or overwriting. When a worksheet is protected, you cannot delete
or overwrite its contents.

1. Press MENU and select Sheet; then select Worksheet Protect from the
function menu. The Worksheet Protect window appears:

(Use cursor to select and press RETURN.

Worksheet Protect? )
(EREIERS] (DISABLE] {CANCEL]

2. Use CURSOR LEFT and CURSOR RIGHT to select ENABLE, DISABLE,
or CANCEL and press RETURN.

* ENABLE: Enables the Range Protect function.
* DISADLE: Disubles the Range Protect functiomn.

* CANCEL: Returns to the previous position before the menu was chosen.

Calculation Method
This function allows you to change the calculation method. When you are using the
Spreadsheet for financial purpose, this function is useful to you.

1. Press MENU and select Sheet; then select Calculation Method from the
function menu. This window appears.

Calculation Precision?

Use cursor lo select and press RETURN.
[NEEENNEEENEIER [USE PRECISION AS DISPLAYED] [CANCEL]

2. Use CURSOR LEFT and CURSOR RIGHT to select USE FULL
PRECISION, USE PRECISION AS DISPLAYED, or CANCEL, and

press RETURN.

» If you sclect USE FULL PRECISION, calculation is carried out
precisely.
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» If you select USE PRECISION AS DISPLAYED, this window appears.

OR to lose acouracy?

Use cursor to select and press RETURN.

TES] INO]

YES: Calculation is carried out as displayed.
NO: Cancel the function.

If you select CANCEL, you return to the previous position before the

menu was chosen.

Examplc 1: USE FULL PRECISION

1. Enter 1/4(0.25) in cell Al. (Decimal places : 1)

3. Enter +A1*B1 in cell C1. 'I'he precise value stored in the cell is used for the
calculation.

Example 2: USE PRECISION AS DISPLAYED
1. Enter 1/4(0.25) in cell Al. (Decimal places : 1)
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3. Enter +A1*B1 in cell C1. The displayed value is used for the calculation.
This function is useful for financial purposes.

Options
Use the Option functions from the function menu to spell check your text and
maintain a User Dictionary or Abbreviated Phrase File.

Sheel m Hogeen Print
s Phraze Waintenanoe
Check Al
User Dictionary Maintenance

Abbreviated Phrase Maintenance: Edits the Abbreviated Phrase memory.
Check All: Spell checks the alphanumeric entries.

User Dictionary Maintenance: Edits the User Dictionary.

Abbreviated Phrase Maintenance
You can use the abbreviation function to type long strings faster. The Abbreviated
Phrase memory can be edited from the Spreadsheet application exactly the same as
with the Word Processing application. Please refer to "Abbreviated Phrase Memory"
on page 71 for details.

Check All

This function starts Spell Check. The operations are the same as with the Word
Processing application, Please refer to "Check All (Spell Check)"” on page 74 for
details.

* When an error is found, the cell is highlighted and its contents are displayed in the

input area with the misspelled word highlighted.
» Frozen cells are not checked.
* You cannot correct a protected cell.

. YOII cannot enter more thgn 240 characters wl’\en retyping.

User Dictionary Maintenance
Operations are exactly the same as with the Word Processing application. Please refer
to "User Dictionary Maintenance” on page 76 for details.
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Screen Functions
Use the Screen functions from the function menu to control the display. This
function is only available when working in dual mode.

Change Screen: Changes the active file while working in dual mode.

Split Size: Adjusts the screen size while working in dual mode.

Change Screen
The operations are the same as with the Word Processing application. Please refer to

Sptlen = inL "Change Screen” on page 81 for details.

* The short cut keys CODE + Q can be pressed only when you are in
command mode.

» If the file that becomes active is a spreadsheer file, you are in command
mode.

Split Size
The operations are the same as with the Word Processing application. Please refer to
"Split Size" on page 81 for details.
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Print Functions

e BE Use the Print function from the function menu to print a range of cells or the entire
Screen

Bt - worksheet.
Print

When you want to specify print area, move the cursor to one corner of the range
to be printed and press MENU, select Print; then select Print from the submenu.
(Short cut: PRINT) The SPREADSHEET PRINT MENU window appears:

<< SPREADSHEET PRINT MENU >>
PRINT AREA: GLOBAL
PRINT POINT: 12 POINT
PRINT QUALITY: FINE
CUT SHEET FEEDER: OFF
PAGE SETUR: +RESET
(LETTER PORTRAIT}

Press TAB to change setting and press RETURN. i

Setting the Print Options

Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to select the desired options. Press RETURN when
finished.

Print Area
You can print a specified range or the entire worksheet.

To print the entire worksheet, use SPACE BAR 1o display GLOBAL.
OR
To print a range of cells. proceed as follows:
1. Use SPACE BAR to display RANGE (XX..XX).
2. Press CURSOR RIGHT or TAB. This message appears:

[Move cursor to end of block to be printed and press RETURN. i

3. Move the cursor to the opposite corner of the range to be printed, and press

RETURN.

The selected range will now be displayed in the SPREADSHEET PRINT
MENU window beside the PRINT AREA heading. This range specification
will be saved along with your file and will not be reset until you change it
again.

The line just under the PRINT AREA specification shows how many rows
are going to be printed, as well as the number of characters in the rows. This

indication is useful to prevent you from trying to print longer rows than
you can fit on the paper (see PAGE SETUP).
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Print Point

Press SPACE BAR to select the size of the printed characters: 7, 10, or 12
points.

Print Quality

Press SPACE BAR to select the print quality: FINE or DRAFT. DRAFT mode
prints faster and uses less ink. DRAFT is adequate for trial copies, and FINE is
for final copies.

Print Frozen Title

Press SPACE BAR to select YES to print frozen title cells, or NO if you do not
want to print the frozen title cells. If PRINT FROZEN TITLE is set to YES, a
line showing how many rows are going to be printed as well as the number of

characters in the rows is displayed under the words "PRINT FROZEN TITLE".

Cut Sheet Feeder

Set CUT SHEET FEEDER to ON to feed paper automatically with the cut
sheet feeder, or OFF to feed paper without the cut sheet feeder or manually feed
a single page with the cut sheet feeder.

Page Setup
The current paper size is indicated under the CURRENT heading in the
Spreadsheet Print Menu. If the selected print area cannot fit, you can try to reduce
the character size and/or change the PAGE SETUP.

Changing the Page Setup

To change the PAGE SETUP, go to the Spreadsheet Print Menu and proceed as
follows (See Print Functions to learn how to get to the Spreadsheet Print Menu.):

1. Move the cursor down to CURRENT,; then press CURSOR RIGHT or
TAB. 7he PAGE SETUP window will appear:

<< PAGE SETUP »>
PAPER SIZE & ORIENTATION: 8,50
_ i "
LETTER FORTRAIT
3100t
1.
LETTER LANDSCAPE [— ]
A4 PORTRAIT
A4 LANDSCRPE 9.0011.90
AS PORTRAIT \
1,00
OTHER 7 !
.00 |} 780 || _0.00

Press 1, ¢ to change setting and press RETURN.

Press ¢, -+ to mave to another selting.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to select the
paper size and orientation. This determines the width and length of the

paper and the margins.
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3. Use the cursor keys to move the cursor to each entry field to type the
desired values in inches.

* You can move the cursor to the underlined fields only. The margin entry
fields are always underlined. The WIDTH and LENGTH are
underlined only if you select OTHER for the paper size.

* Each field has room for five characters (four digits and a decimal point}.

Pressing BACKSPACE or DELETE clears the whole field.
o Ifthe DATA AREA width is less than one inch or the length is less than four

inches, this message appears:

[Incorrect setting! 41

o With OTHER, if you set the WIDTH to more than 12 inches, or the
LENGTH to more than 14.33 inches, this message appears:

,Incorrect setting! AAJ

Adjust the left and right margins so you can print all of the row of your
selected PRINT AREA.

4. When finished, press RETURN to go back to the SPREADSHEET PRINT
MENU window.

Printing
1. When all the settings of the SPREADSHEET PRINT MENU window are
complete, press RETURN. This message appears:

]Insert paper and press RETURN, J

2. Set paper according to the PAPER SIZE & ORIENTATION settings.

The g‘:axrm;m; 19”19:’; ;frpa’,c’)er If the paper size is less than 10.55 inch (Letter Portrait, A4 Portrait & AS
can ve primied is 14.53 inch. Portrait), please align the paper with the mark (A).

If the paper size is more than 10.55 inch, please align the paper with the
mark (B). In case you think the left margin is too large at this time, please
align the paper with the appropriate position.

B A
lrv “I

Press P INS to insert the paper and press RETURN to start printing.

* Ifyou try to print a range, but did not specify the range (the indication Row:
and CHARACTER: shows XXX instead of actual settings), this message
appears:

No range print area! Press TAB then mark range for printing.

» If'a whole row cannot fit between the left and right margins, the machine
prints the portion that can be printed and displays this message:

Eine (s} truncated. k

* During printing, you can press CANCEL to stop printing.
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4 Addressbook

Use Addressbook application to input and organize data such as a list of names,
addresses, telephone numbers, and fax numbers.

Each entry is called a record and is displayed as a single row divided into several
items. On the top of the list of records, labels identify each item. You can edit, sort,
and print the list. Parts of the list can be selected according to specific conditions.

When you save an Addressbook file, the system adds the extension MRG to the file
name. Files with that extension can be used for merge printing with Word
Processing files.

Starting Addressbook

MAIN MEMRNU

E B

Word Spreadshesl Addressbook Template Typewriter
Processing

U = B v B ,R 0
.J-—L @ i.
Iy o= =]
Communi- File Disk Aulo Letter Desk Top
cation Management Application Layout Reference

To create a new Addressbook file or recall a stored Addressbook file:

1. Switch the power on to display the Main Menu.

2. To retrieve an Addressbook file from a diskette, insert that diskette into the
drive.

3. Press 3 or use the cursor keys to move the finger icon to highlight the
Addressbook icon and press RETURN. If a diskette is inserted, the list of the
Addressbook files stoved on the diskette appears.
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If you get a message indicating
that you have an unformatted
or damaged disk, either replace
the diskette with another one or
go to page 21 in Getting
Started for the procedures on
how to initializc a diskette.

Remember that you can press
CODE + H (HELP} to get on-
screen help.

[m'cdessing\ l?r?::tad- \ / Al;.ggﬂess- \_

HHEWEDOK

e ———————————]

4. To open a stored file, use the cursor keys to highlight the file you want to
retrieve, and press RETURN. To work with a new document. press
RETURN with *NEWBOOK highlighted. If you retrieve an existing
Addresshook file, the View screen appears. If you start a *NEWBOOK, the

Data Input screen will be displayed, and you can enter your first record.

Addressbook Screens

The View Screen
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The Addressbook uses two screens: the view screen and the data input screen. The
View Screen is for editing an existing Addressbook file and the Data Input Screen
for creating a new record for an Addressbook file.

=
FIRST NAME

Harrison

Anthony 313-267-3550 313-267-6242

Elizabeth 914-7685-0677 914-785-0868 i Internat
Kevin 212-696-9700 212-686-8800 Public R
Barbara 608-267-6242

The View Screen displays a list of your records. You can use that screen to make
large-scale edits, such as moving or deleting a block of records, or sorting records.
You cannot edit the contents of a single record on this screen.

The check marks that appear at the left of the records indicate that they are selected
for printing. (A new record that you create is automatically selected for printing.)
For more details about selecting a record for printing, see page 140.



The Data Input Screen

MR/MS Mr

LAST NAME Fletcher
FIRST NAME Lawrence
TELEPHONE 201-272-5110
FAX NO.

TITLE

COMPANY

ADDRESS 39-25 Woodside Avenue, Woodside
CITY New York
STATE New York

ZIP 113778

The Data Input screen displays the contents of a single record and allows you to
enter or edit the data of that record.

Working with Addressbook

When creating or editing an Addressbook file, keep the following points in mind:

* The width of a column can be set between one and 71 characters.
* You can have a maximum of 20 different labels.

* The maximum length of a label name is 12 characters.

File
The File functions are available on the View and Daw Input screens. Use these

If you get a message indicating  functions to open, save, or close your files, and to return to the Main Menu.

that you have an unformatted . . ) o
or damaged disk, either replace  These functions work exactly the same way as with the Word Processing application.

the diskette with another one or  Dlease refer to "File" on page 38 for details.
go to page 21 in Getling
Started for the procedures on

how tu iniliafice a diskelle. BE et Regon | |- T ___ Label
Cipen File Cipert Fie '

Sava File

QOpen File lor Dual

Quit

Close Fila

Eile Management

Save File
Cpen File for Dual

Quit
Close File
File Management

View Screen Data Input Screen
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The Input Functions (View Screen)

File M He_t_:urL

Top Record

Bottorn Record

New Record

Top Record

Bottom Record

Use these functions to create a new record or to move to the top or the bottom of
the list:

New Record: Creates a new record.
Top Record: Jumps to the first record.

Bottom Record: Jumps to the last record.

New Record is used to add a new record at the end of your Addressbool.

Press MENU and select Input; then select New Record from the function menu.
(Short cut: CODE + R). This switches the display to the Data Input screen.

The data entry fields will be empty. The new data that you enter will be added at
the end of your list when you return to the View Screen.

Top Record is used to jump to the first record of your Addressbook file. The record
appears on the Data Input Screen.

Press MENU and select Input; then select Top Record from the function menu.

Bottom Record is used to jump to the final record of your Addressbook file. The
record appears on the Data Input Screen.

Press MENU and select Input; then select Bottom Record from the function
menu.

The Record Functions (View Screen)

Input BOEER] Label  Ed

Copy

Delete

Copy to Clip Board
Paste from Clip Board
nsert
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Use the Record functions from the function menu to change the location or
appearance of an entire block of text.

Move: Moves records from one location to another location in Addressbook.

Copy: Copies a block of records to another location. The originals are not changed.
Delete: Removes a block of records.

Copy to Clip Board: Copies a block of records to the Clip Board.

Paste from Clip Board: Pastes the contents of the Clip Board into the Addressbook.

Insert: Inserts a blank record.



Move

This function removes a block of records from its original position and inserts it at
another location.

1. To move records, position the cursor on the first record to be moved.

2. Press MENU and select Record; then select Move from the function menu.
(Short cut: CODE + E) This message appears:

Move cursor to end of block to be moved and press RETURN. 1

3. Move the cursor to the end of the block. As the cursor moves, the selected
text is highlighted.

4. Press RETURN when the desired block is indicated. This message appears:

[Move cursor to destination for blocked record and press RETURN. ]

5. Move the cursor to where you want the records placed and press RETURN.
The records are removed from its original position and inserted at the
desired position.

Copy

This function copies a block of records to another location without removing the
original records.

1. To copy records, position the cursor on the first record to be copied.

2. Press MENU and select Record; then select Copy from the function menu.
(Short cut: CODE + C). This message appears:

|Eove cursor to end of block to be copied and press RETURN. 1

3. Move the cursor to the end of the block. As the cursor moves, the selected text
is highlighted.

4. Press RETURN when the desired block is indicated. This message appears:

[Move cursor to destination for blocked record and press RETURN. ]

5. Move the cursor to where you want the records placed and press RETURN.
The records are inserted.
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Delete
This function removes a block of records.
1. To delete records, position the cursor on the first record to be deleted.

2. Press MENU and select Record; then select Delete from the function menu.
{Short cut: CODE + D). This message appears:

|Move cursor to end of block to be deleted and press RETURN.

3. Move the cursor to the end of the block. As the cursor moves, the selected text
is highlighted. '

4. Press RETURN when the desired block is indicated. The system asks you to
confirm:

Delete?

Use cursor to select and press RETURN.

(VEZ] NOJ

5. Select YES to delete the block or NO to cancel the function.

Copy to Clip Board / Paste from Clip Board
These operations are described in Clip Board on page 217.

Insert
This function inserts a blank record.
1. Move the cursor to the position where you want a blank record.

2. Press MENU and select Record; then select Insert from the function menu.

(Short cut: CODE + | (INSERT)) A blank record appears at the selected
position.

The Label Functions (View Screen)

Use the Label functions from the function menu to create, edit, or delete labels. The
i [» . .
ogord  JREE] EstSogeen —Z  labels are the item names at the top of each column.

Delete Label Insert Label: Creates a new label.
Change Label Name & Width
Delete Label: Deletes a specified label.

Change Label Name & Width: Edits a label name and changes the label width.
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Insert Label

The maximum number of
labels is 20.

The maximum length for a
label name is 12 characters.

The width of a coltimn must ha
between one and 71
characters.

Delete Label

This function creates a new label and sets the name and width of the label.

1. Press MENU and select Label; then select Insert Label from the function
menu. 7his message appears:

[Move cursor to position for insert label and press RETURN. J

2. Move the arrow mark where you want a new label and press RETURN. 7%;s
window appears:

<< INSERT LABEL »>

LABEL NAME: [ |
LABEL WIDTH: 12

Type label name and press RETURN.

3. Use CURSOR UP and CURSOR DOWN to move to the desired entry field.
Type a label name and a value for the width. Press RETURN when finished.

This function removes columns of information together with their labels.

1. Press MENU and select Label; then select Delete Label from the function
menu. 7his message appears:

[Move cursor to start of block to be deleted and press RETURN. ]

2. Move the cursor to the beginning of the block of labels you want to delete,
and press RETURN. This message appears:

|Move cursor to end of block to be deleted and press RETURN. |

3. Move the cursor horizontally to the end of the block of labels you want
deleted. As the cursor moves, the selected labels are inversely displayed.

4. Press RETURN when the desired block is indicated. The system asks you to
confirm:

Dalate?

Use cursor to select and press RETURN.

[VES] [NC]

5. Select YES to delete the block or NO to cancel the function.
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Change Label Name & Width

The maximum length for a label

name is 12 characters.

The width of a column must be
between 1 and 71 characters.

This function changes a label name and/or width.

1. Press MENU and select Label; then select Change Label Name & Width
from the function menu. This message appears:

[Move curser to position for change and press RETURN. }

2. Move the cursor to the label that you want to edit, and press RETURN. This
window appears:

<< CHANGE LABEL >>

LABEL MAME: BIRTHDAYH
LABEL WIDTH: 12

Type label name and press RETURN.

3. Use CURSOR UP and CURSOR DOWN to move to the desired entry field.
Type a label name and a value for the width. Press RETURN when finished.

The Edit Functions (View Screen)

[EUTINN Eoit |

Sort

Sereen

Sort records

The sort function can perform a
double sort, primary and
secondary. Usually, you will
use the family nama for
primary sort, and the first name
for secondary sort.
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Use the Edit functions from the function menu to sort your records and to select
records from the file.

Sort: Sorts the records.

Select: Selects records.

This function rearranges the records in alphabetic order.

1. Press MENU and select Edit; then select Sort from the function menu. 7%
message appears:

[Move cursor to primary sort label and press RETURN. _]

2. Move the cursor to the primary sort label and press RETURN. This message
appears:

rMove cursor to secondary sort label and press RETURN. |

3. Move the cursor to the secondary sort label and press RETURN. If you do
not need a secondary sort, leave the cursor on the primary sort label. 744
window appears:

Direction?

Use cursor to select ad press RETURN.

EEN=NINE [DESCENDING] [CANCEL]




4. Use CURSOR LEFT and CURSOR RIGHT to select and press RETURN
when finished.

* ASCENDING: Normal alphabetic order (A-Z).
* DESCENDING: Reverse alphabetic order (Z-A).
* CANCEL: Cancels the function.

Select records

This function selects records that match specified conditions. When the records are
found, you can print them or copy them to the Clip Board.

1. Press MENU and select Edit; then select Select from the function menu.
The SELECT window appears:

<< SELECT »>

MR/HS ]
LAST NAME
FIRST NAME
TELEPHONE
FAX NO.
TITLE
COMPANY
ADDRESS
CITY

STATE

ZIP

Type character and press RETURN. I

2. Use CURSOR UP and CURSOR DOWN to move to the desired entry field.
Type the desired conditions.

3. Press RETURN when finished. Al entries that match your conditions exactly
are selected,

A message will tell you if the Addressbook cannot find any record that
matches the conditions.

If the Addressbook can find record(s) that match the conditions, those
records appear in the SELECTED DATA window:

<< SELECTED DATA:  &»>

3 b s d
HMR/MS |LAST HAME FIRST NAME TELEPHONE
Mr Fletcher Lawrence 201-272-511¢

M Connelly Fatrick 212-308-5250
Me Glay Harrison

Use cursor to select and press RETURM.
Press CODE + 1, ¥, +, =+ to view SELECTED DATA.

=50l (PRINT) [COPY TC CLIP)
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4. If necessary, use CODE + the cursor keys to scroll the displayed data. Use
CURSOR LEFT and CURSOR RIGHT to select an option and press

RETURN when finished.
For details about the Clip *  EXIT: Returns to the View screen.
Board, see "Clip Board” on
page 217. * PRINT: Prints the selected data.

* COPY TO CLIP: Copies the selected data to the Clip Board. Once the
data has been stored into the Clip Board, you can paste it to another file.

* CANCEL: Cancels the function.

The Screen Function (View Screen)

Use the Screen functions from to control the display. (This function is only available
in dual mode.)

Change Screen: Swaps the active file while working in dual mode.

Basically, the screen

operations are the same as Split Size: Adjusts the screen size while working in dual mode.
with the Word Processing

application. Please refer to

“Screen” an page 81 for

details.

The Print Function (View Screen)

Use the Print functions from the function menu to select records for printing, and
to print your Addressbook:

Print: The print function prints envelope labels (LABEL printing) or a list of
records (LIST printing).

Print Record ON/OFE: Sets the check (/) mark to turn printing on or off.

Printing labels

1. Press MENU and select Print; then select Print from the submenu. (Short
cut: PRINT) 7he ADDRESSBOOK PRINT MENU window appears:

<< ADDRESSBOOK PRINT MENU >»
PRINT APPLICATION:
PRINT RECORD: ALL
PRINT POINT: 12 POINT
PRINT GUALITY: FINE
CUT SHEET FEEDER: OFF
LABEL 5IZE: 258X1
NUMBER OF LABELS ACROSS: 3

Press SPACE to change setting and press RETURN.
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NOTE: We recommend that
you use name brand laser
printer labels such as Avery®.
High quality white labels work
better than clear labels.

2. Use the cursor keys to move the cursor to the desired setting. Use SPACE
BAR to alternate between the settings. Press RETURN when finished.

PRINT APPLICATION: LABEL Prints envelope labels.
PRINT APPLICATION: LIST Prints a list of the records.
PRINT RECORD: ALL Prints all records.

PRINT RECORD: SELECTABLE(y/} Prints only selected records
indicated with a check mark.

PRINT POINT: 12, 10, 7 POINTS Selects the character size.
PRINT QUALITY: FINE For final quality printing.
PRINT QUALITY: DRAFT For trials.

CUT SHEET FEEDER : OFF Cut sheet feeder is not attached, or you
are using manual paper feed with the cut sheet feeder.

CUT SHEET FEEDER : ON Cut sheet feeder is attached and you
wish to use it for automatic paper feed.

LABELSIZE: 25/8X1,4X11/3,4X 1, or 4 X2 The size of the
labels is in inches. Three 2 5/8 X1 will fit across the page. The other
sizes will allow only two labels to fit across the page.

NUMBER OF LABELS ACROSS /3, 1, 2: If the sizeis 2 5/8 X 1,
three labels can fit across the page; with other sizes, only two labels can fit
across the page.

3. Select LABEL before printing and press RETURN to enter the settings of
the ADDRESSBOOK PRINT MENU window. 7he POSITION SET
PRINT MENU for LABEL printing appears:

<< POSITION SET PRINT MENU >»

vb.LAST NAME

YC.FIRS1 NAME ach
d. TELEPHONE g
e.Fax NO. 251;
£, TI1LE

Use cursor to select label
name and press SPACE to set,

IDELETE lo clear. Press
[RETURN to starl printing.

This window allows you to decide the contents and structure of the labels. The left
box displays the list of titles (labels) of the current Addressbook file, preceded by a
small letter. The right box shows the contents and structure of the label. For

example,

the firse line, ach, means that the first line of the labels will be made of Mr.

or Ms. followed with the first name and last name. A blank space is automatically
added between each item.

The default settings correspond to the standard format for envelope labels in the
U.S.A. If this is what you need, you can press RETURN to start printing. The
Addressbook application will ask you to insert paper. See "To Start Printing” on page

144.
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Changing label settings

if you press CANCEL while the
cursor is in the right box, the
seiting of the current label
name is cancelled and you
return to the left box. If you
press CANCEL while the
cursor is not in the right box,
you return to the
ADDRESSBOOK PRINT
MENU window.

The default setfings for the
label structure and contents
appear only when you are
working with an Addressbook
file in which you have not
changed the standard label
names.

Printing a list
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1. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
label name in the left box of the window.

2. To remove a label name that is already set, press DELETE. 7he check mark
on the left of the label name disappears, and the small letter corresponding to
that label is removed from the right box.

To set a label name, press SPACE BAR and the cursor appears in the right
box. Use the cursor keys to move the cursor in the right box to the desired
position, and press RETURN to confirm the setting. When the cursor
appears in the left box, a / mark appears.

3. Repeat steps 1 and 2 to get all necessary items at the correct location.

4. To start printing, press RETURN when there is no cursor in the right box. 7he
Addressbook asks you to insert paper. See "To Start Printing” on page 144.

1. Press MENU and select Print; then select Print from the function meniw.
(Short cut key: PRINT) The ADDRESSBOOK PRINT MENU window
below appears:

<< ADDRESSBOOK PRINT MENU 3>
PRINT ARRLIGATION:
PRINT RECORD: ALL
PRINT POINT: 12 POINT
PRINT QUALITY: FINE
£UY SHEET FEEDER: CFF
LABEL 5IZE: 258X 1
NUMBER OF LABELS ACROSS: 3

2. Use CURSOR UP and CURSOR DOWN to move the cursor to PRINT
APPLICATION and use SPACE BAR to select LIST. The Addressbook

Print Menu changes as shown below:

<< ADDRESSBO0K PRINT MENU »>
PRINT APPLICATION: LIZT
PRINT RECORD: ALL
PRINT POINT: 12 POINT
PRINT QUALITY: FINE
CUT SHEET FEEDER: OFF
PAGE SETUP: CURRENT  + RESET
[LETTER FORTRAIT}

Press SPACE la change selling and press RETURN. i



Changing page setup

You can set PRINT RECORD.,
PRINT POINT, PRINT
QUALITY, and CUT SHEET
FEEDER as you would when
printing labels. LABEL SIZE
does not appear on this
window. Instead, you can set
the page parameters using
PAGE SETUP. The current
paper size is indicated under
CURRENT.

1. Move the cursor to Page Setup and press CURSOR RIGHT or TAB to select
RESET. The Page Setup window appears.

<< PAGE SETUP »>

PAPER SIZE & QRIENTATION:

LETTER FCRTRAIT

1.00
LETTER LANDSCARE
Ad PORTRAIT
A4 LANDSCAPE 9.00|11.00
A5 PORTRAIT
1. 00
.00 || 7.5 j| 0.0

Press t, 4 to change selting and press RETURN.
Press «, -+ to move to another selting.

2. Use CURSOR UP and CURSOR DOWN to select the paper size and
orientation. This determines the width and length of the paper, and the
margins.

3. Use the cursor keys to move the cursor to the entry field for each margin

setting and type the desired values in inches.

* You can move the cursor to the underlined fields only. The margin entry
fields are always underlined. The WIDTH and LENGTH are
underlined only if you select OTHER for the paper size.

* Each field has room for five characters (four digits and a decimal point).
Pressing BACKSPACE or DELETE clears the whole field.

* If the DATA AREA width is less than one inch or its length is less than
four inches, this message appears:

[Incorrect setting! ]

e With OTHER, if you set the WIDTH to more than 12 inches or the
LENGTH to more than 14.33 inches, this message appears:

[Incorrect setting!
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If you press CANCEL while the 4. When finished, press RETURN to go back to the ADDRESSBOOK

cursor is in the right box, the PRINT MENU window.

setting of the current label name '

Is canceled and you return to 5. Press RETURN 1o display the LABEL SET PRINT MENU window.

the left box. If you press

CANCEL while the cursor is not This window allows you to decide the contents and structure of the list
in the right box, you retum to you want to print. The left box displays the list of the labels of the

the ADDRESSBOOK PRINT

current Addressbook file, preceded with a small letter. The right box

MENU window. .
shows the contents and structure of the list.

The default settings for the label

structure and contents appear

only when you are working with :

an Addressbook file in which right box
you have not changed the << LABEL SET PRINT MENU >> /
standard label names.

3 MR/ M5 /
b.LAST NAME 1

c.FIRST NAME
d. TELEPHONE
e.FRK NO.
f.TITLE

left box

Use cursor to select label ! SETTING CHARACTER:
name and press SPACE lo set, i ER: o

DELETE to clear. Press PRINTABLE CHARACTER: 75
RETURN to start prinling.

Changing label print settings

1. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
label name on the left box of the window.

2. To remove a label name that is already set, press DELETE. The check mark
at the left of the label name disappears, and the small letter corresponding to
that label is removed from the right box.

Tou sct a label name, press SPACE BAR and the cursor appears in the righe
box. Use the cursor keys to move the cursor in the right box to the desired
position and press RETURN to confirm the setting. When the cursor maves to
the lefi box, a /' mark appears.

3. Repeat steps 1 and 2 to get all necessary items in the correct location.

As you add labcls, Addressbook automatically displays the label width to be printed.
The total width, according to the selected character size and your page setup is also
displayed. If you set too many labels in the records to be printed, so that their length
cxceeds the printable length, your records are truncated.

To start printing

1. Press RETURN while there is no cursor in the right box. The Addressbook
asks you to insert paper.
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[Insert paper and press RETURN. |

The maximum length of paper that

can be printed is 14.33 inches.
2. Set paper according to the PAPER SIZE & ORIENTATION settings.

If the paper size is less than 10.55 inch (Letter Portrait, A4 Portrait & A5
Portrait), please align the paper with the mark (A). See illustration below.

If the paper size is more than 10.55 inch, please align the paper with the
mark (B). See illustration below. In case you think the left margin is too
large at this time, please align the paper with the appropriate position.

{

Press P INS to insert the paper and press RETURN to start printing,

(3

To stop printing
When label or list printing starss, this message appears:

Printing....press CANCEL to stop printing.

You can press CANCEL to cancel printing. Thss window appears:

iUse cursor lo select and press RETURN.
NG

OK to cancel printing? ]

Select YES to cancel printing or NO to cance] the function.

Selecting records for merge printing

This function turns on or off the check mark that appears at the left of the records
on the View screen.

During merge printing with the Word Processing application, records without the
check mark is ignored.

During LABEL or LIST printing, only records with a check mark print if you select
PRINT RECORD: SELECTABLE (/). If you select PRINT RECORD: ALL,
thc Chcck mafks n‘lakc no diffcrcncc.

A check mark to the left of a record indicates that the record is active. You may select
only particular records for merge printing. (A new record is automatically active.)

To select records for printing:

1. Press MENU and sclect Print; then select Print Record ON/OFF from the
function menu. This window appears:
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How do you set print record onfoff?
Use cursor to select and press RETURN.
SRS [ALL RECORD ON| [ALL RECORD OFF] [CANCEL]

2. Use CURSOR LEFT and CURSOR RIGHT to select the settings and
press RETURN.

¢ CHOICE: To set the check mark on or off for a block of records.
* ALL RECORD ON: Sets the check mark on for all records.

» ALL RECORD OFF: Sets the check mark off for all records.

¢ CANCEL: Cancels the function.

When you select CHOICE, this message appears:

lUse cursor to select and press SPACE for print record on/off. Press RETURNj

3. Move the cursor to the desired record and use SPACE BAR to set the
check mark on/off. Press RETURN when finished.

You can also highlight the record on the View screen and press SPACE BAR to
make a record inactive. The check mark of the selected record disappears. Pressing
SPACE BAR again reactivates the record.

The Jump Functions (Data Input Screen)

Use the Jump functions to create a new record, to display the top or the bottom
record, or to search for a piece of information.

New Record: Creates a new record.

Bottorn Record
Search .
Top Record: Displays the first record.
Bottom Record: Displays the last record.
Search: Searches for a piece of information.

The first three functions, New Record, Top Record, and Bottom Record work in the
same way as the functions on the View screen. See "Input (View Screen)” on page

134.
Search

This function searches for a specified text string.

1. Press MENU and select Jump; then select Search from the function menu.
The Search window appears.

You can afso press CODE + 2, Definc the scarch string and other parameters as you would with the Word
G( GOT?T) + CUHS%R UPto Processing application. See "Search” on page 46. When an occurrence of the
Jjump io the top record, or . s S .
CODE + G (GOTO) + specified string is found, this window appears:
CURSOR DOWN to jump to

the bottom record. " Mext search?
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3. Select YES to search for the next occurrence, or NO to stop searching. When
the string cannot be found, this message appears:

hu’ord(s) not found. ]

The Label Functions (Data Input Screen)

Jump . ] Oplien Sereen Use the Label functions from the function menu to create, edit, or delete labels.

Delate Lakel Insert Label: Creates a new label.
Change Label Name & Width

Delete Label: Deletes a label.
Change Label Name & Width: Edits a label and changes the column width.

» All these functions work the same way as on the View Screen. Sec "Label (View

Screen)” on page 136.

The Option Functions (Data Input Screen)

The Option function of Addressbook has only one sub-function: Abbreviated Phrase
Maintenance.

For details, see "Abbreviated Phrase Memory” on page 71.

The Screen Functions (Data Input Screen)

Use the Screen functions to control the display.

rean

Return to View Screen
Eplit Size

Change Screen: Swaps the active file while working in dual mode.
Splic Size: Adjusts the screen size while working in dual mode.
Return to View Screen: Returns to the View Screen.

The functions of Change Screen and Split Size are the same as with the Word
Processing application. Please refer to "Using the Screen Functions” on page 81 for
details.

Return to View Screen

This function returns to the View Screen after editing or creating a record on the
Data Input Screen.

Press CODE + RETURN. (Or press MENU and select Screen; then select Return to
View Screen from the function menu.) The View Screen appears immediately.
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5 Template

The Template icon on the Main Menu allows you to open sample files for the Word
Processing, Spreadsheet, or Addressbook applications.

A Template is a file that contains a predefined format for a type of document. Some
example templates include Purchase Order Forms, Fax Cover Sheet Forms, Party
Invitations, etc.

To use a template, open the template file, make any changes you would like and
then save the revised file under a new file name. You cannot change the original
template file. You may use these templates over and over again.

The first template file is named “-README”. You may print this file for a complete
list of all template files contained on your diskette.

Opening a Template File

NMAIN MEMNUD

B

Word Spreadsheet Addressbook Template Typewriter
Processing

6 7 . B — 9 1 0
[~ ’_‘F ==
T oNENE
& | = >
Communi- File Disk Auto Leller Deask Top
cation Management Application Layoul Reference

1. Switch the power on to display the Main Menu.
2. Insert the Template diskette into the drive.

3. Press 4 or use the cursor keys to highlight the Template icon and press
RETURN. The list of the word processing template files stored on the disk

appears.
When a template file is opened, the The template file name extensions are:
file name extension is replaced and .
the file can be edited in the same * WP1: Word Processing

way as a normal WPT/SPR/MRG o )
file. When saving, save the file with SP1: Sp readsheet

a new file name. « MR1: Addressbook

Files with different file name extensions will not appear on the index screen.
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You should first open and read the 4. To select the application, use CURSOR LEFT and CURSOR RIGHT w0

template file named "-README". highlight the desired title; then press CURSOR DOWN or RETURN.
This file is a list of all template files

on diskette. S. Use the cursor keys to select a template and press RETURN. The file opens

and you can start editing,
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6 Typewriter

Starting the Typewriter application

MIAIN MEMNU

OB E

Word Spreadsheet Addressbook Template Typewrlter
Processing
& [ 7 a | 9 - \]
) (. 4 1] g
TEH S5 = B

SE N - = ==
Communi- File Disk Auto Letter Desk Top
calion Managemeni Application Layout Reference

1. Switch the power on to display the Main Menu.

2. Press 5 or use CURSOR LEFT and CURSOR RIGHT to move the finger
cursor to highlight the Typewriter icon and press RETURN.
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Input/Edit screen

Status Line =
Scale =
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1 2 3
<< TYPEWRITER >> [Tennesseef12 a] |2} 3 alajalia] afala
B....:....‘F...:....2....'.....3....:.‘...4....:....5....:....6....:....7.3..:..l

Start typing your text.

Status Line: t'he indicators on the status line show your current document settings.

From left to right they are:

1.
2.
3.

The font name.
The font size (in points) and font mode (double width or height).

The font style indicator. The highlighted indicators (framed with a solid line)
tell you which type style is activated. From left to right, they are bold,
underline, strike-out, italic, outline, shadow, superscript. subscript. and

shading.

The Spell Check indicator. It is highlighted (framed with a solid line} when
Spell Check is monitoring your typing.

The auto return or justification indicator. It tells you when you are in either
the auto return (AUTO) or justify (JUST) mode. When both Justification
mode and Auto return mode are OFF, (AUTO) is not highlighted.

The Insert or Overwrite indicator. It tells you when you are in either the
Insert (INS) or overwrite (OVER) mode.

Numeric lock mode indicator. It is highlighted (framed with a solid line)
when the keyboard is locked in numeric mode.

Capital lock mode indicator. It is highlighted (framed with a solid line) when
SHIFT is pressed (SHIFT) or SHIFTLOCK is pressed and the system is locked
in capital mode (CAPS).



Hot zone

The maximum fength of paper
can be printed is 14.33 inch.

Basic Typing

The maximum length of paper
for printing is 14.33 inches.

Note for Automatic Paper
Feeding with Optional Cut
Sheet Feeder: Do not reverse a
loaded sheet of paper more
than 3/8" (9.5 mm). If you
reverse the paper more than
that, the optional cut sheet
feeder may feed a second
sheet of paper while the first
sheet of paper is still in the

Whisperwriter.
Edit Functions
Syle  Opt

Cenbaring
Right Margin Flush
Auto Return ONFOFF

Justify
Eind Position

Scale: The scale on the screen of the word processor is the electronic equivalent of
the scale on the top of a typewriter. It assists in determining the position of a
character on a page. The numbers indicate the position from the left edge of the
paper. There are other symbols that remind you of format settings: left margin ( [
), right margin (]}, normal tab ( { ), center tab ( T ), leader tab ( 7 ), and
decimal tab ( § ). The scale can be disabled to get one additional line on the

screen FOI‘ yonr text.

The machine will beep when the cursor enters the hot zone. The hot zone starts 0.6
inch before the right margin.

1. Align the paper to be printed against the paper support marks.

If the paper width is less than 10.55 inch (Letter Portrait. A4 Portrait & A5
Portrait), please align the paper with the mark (A).

If the paper width is more than 10.55 inch, please align the paper with the
mark {B). If the left margin is too large at this time, please adjust the paper
to the appropriate position.

B A

v o 4

i

3. Type your text. You may start typing approximately one inch from the top
of the paper. The text is displayed on the screen.

2. Press P INS to insert the paper.

If you make a mistake, use BACKSPACE, DELETE, WORD OUT or LINE
OUT o erase.

4. To print what you have typed, press RETURN. Printing will start
automatically if you type the text beyond the right margin when the Auto
Return is set to ON.

Use the Edit functions from the function menu to make changes in the appearance
of your text.

Centering : Centers text between margins.
Right Margin Flush : Aligns text flush to the right margin.
Auto Return ON/OFF : Print the existing text and go to the next line if you type

the text beyond the right margin.
Typewriler 153




Auto Return ON/OFF

Find Position

After 10 seconds, the carriage
returns to the right end position.

If you are going to filf in a colurnn,
you may want to sef tabs when you
have found the exact position on
the page.
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Justify : Adds extra space between words so thar the lase characrer of a line is aligned
with the right margin.

Find Position: Moves the carriage to the position on the paper that corresponds to
the cursor position on the screen.

To learn how to use Centering, Right Margin Flush, and Justify, please refer to "Edit
functions” in Word Processing,

When this function is turned on, the carrier is automatically returned to the left
margin when you type the text beyond the right margin. The Auto Return ON/
OFF command will toggle this function on and off.

To turn the function on:

Press MENU and select Edit; then select Auto Return ON/OFF from the
function menu, or press CODE + J. Pressing CODE + J changes the settings
through the following cycle:

)——) Auto Return ON —  Justify — Auto Return OFF ‘-I

This function allows you to place text exactly where you need it for filling out forms.

1. Insert paper using P INS and use CODE + P UP to reach the line where you
wish to enter text. Then note the position on the top cover ruler where the
first letter of the first word will begin.

2. At the top of the screen, find the same position on the ruler. Using the
SPACEBAR, place the cursor in this position.

3. Press MENU and sclect Edit; then press F for Find Position. The "Find
Position Arrow" on the ink-jet cartridge moves to the position on the paper that
corresponds to the cursor location on the screen.

Find position arrow

Ink-jet cartridge

Text will appear above
this line.

4, Use CODE + P UP and CODE + P DOWN to move the paper so that the
tip of the Find Position Arrow is just above the blank line you want to fill.

5. If this is the location where you would like text to begin, type your text and
press ENTER. The text will be printed at the desired location on the form.



Style Functions
Edt R Option j Use the Style functions from the function menu to modify the appearance of your

Type Style Changs document.
Fant & Size o
Margins & Tabs Type Style Change: Allows you to switch type attributes on and off. Examples of

these attributes include Bold, Italic, etc.

Line Spacing
Page Setup

Font & Size: Allows you to select font type, size and mode.

Margins & Tabs: Allows you to set left and right margins and tab stops.

Line Spacing: Allows you to set the line spacing.

Page Setup: Allows you to select paper size, orientation, top and bottom margins.

To learn how to use each function, please refer to "Word Processing”.

Option Functions

:m Feedsr  Epit Use the Option functions from the function menu to spell check your text, maintain
*:‘-E-'EEI Frrase [Maistenance a user dictionary, refer to a thesaurus, and maintain an abbreviated phrase file.

ack A
Check dufing Typing ONICQFF
User Dictionary Maintenance
Type Thesaurus
Edit Thesaurus

Abbreviated Phrase Maintenance: Allows you to edit, load and save an Abbreviated
Phrase file.

Check All: Allows you to spell check all text in a line.
Check during Typing ON/OFF: Checks your spelling while you are typing.

User Dictionary Maintenance: Allows you to edit, load and save a User Dictionary
file.

Type Thesaurus: Helps you find synonyms for a word.

Edit Thesaurus: Helps you find synonyms for the word at the current cursor
position in a line.

To learn how to use these functions, please see "Word Processing”.

Feeder Function
= ] Cut Sheet Feeder ON/OFF: This function should be set ON when the cut sheet

Cul Snee| Feeder ONIOFF feeder is installed and you wish to use it for paper feeding.

Press MENU and select Feeder; then press C. With the SPACE BAR, select Cut
Sheet Feeder ON if the cut sheet feeder is installed in your machine and you
wish to use it for automatic paper feeding. Select OFF if you wish to manually
feed paper with or without the cut sheet feeder. For details, see "Feeding paper”
on page 7.

Note for Optional Cut Sheet feeder: If you have the Cut Sheet Feeder ON, you
cannot reverse the paper for more than 3/8" (9.5 mm) with the platen knob (P
Down will not work with the Cut Sheet Feeder set to ON). If you reverse the
papet more than that, the Cut Sheet Feeder will try to feed a second sheet of
paper while the first sheet is still in the Whisperwriter.
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Exit Function

Feeder
———

= i Return to Main Menu: Use this function to return to the Main Menu screen.
Fiedurn to Rz W

Press MENU and Select Exit; then select Return to Main Menu from the
function menu. This will quit the Typewriter application and display the main
menit.

If data is still on the screen, the word processor prints the page before quitting the
Typewriter application.
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7 Communication
(WP-7550J PLUS & WP-7550J only)

About Modems

Before trying to access a data
or electronic mail service, you
must establish an account with
the desired service and
receive an ID name and
password.

Refer to the modem
documentation for setling the
Jjumper connectors and DIP
swilches, if any. Usually, the
manufacturer’s settings do not
need lo be changed.

The Communication application is used to communicate berween your Brother
Word Processor and a personal computer or another word processor. This
communication is done via modem and the telephone line. The most popular use of
this feature is to exchange messages and files with friends and obtain access to
commercial data bases and electronic mail services such as CompuServe. When you
use the Communication application, the data is converted at each end of the line to
ensure compatibility.

In order to connect your word processor to another machine via a telephone line,
you need a modem to connect your word processor to the telephone line. Not all
external modems available on the market are compatible with your machine, When
you purchase a modem and a modem cable (serial), make sure to consult your
Brother dealer. The recommended model is (MO-700 BPS DATA MODEM). You
may use a HAYES AT compatible modem.
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Using Communications

Communication 158

Setting up: Communicating through a modem is very similar to a telephone
conversation between two people. In order to make the conversation possible,
some rules must be observed. For example, both persons will speak the same
language and will agree to speak one at a time. When communicating through
modems, some parameters like baud rate and parity must have the same
setting at each end of the line.

When you subscribe to an information scrvice, you reccive a list of the scttings
that you are required to use. If you use different settings, the host computer
can not communication with your Whisperwriter.

Before you try to communicate with a friend, simply agree on the settings that
you will use. For more details about the setting, see "New Set Up” on page 163.

Being dialed: The COMMUNICATION screen of your system must be
displayed on the screen when someone is dialing you. If you are working with
your system or if you are already communicating with someone, your system
cannot be dialed.

Dialing: This machine performs automatic dialing. This means that you type
the phone number on the screen instead of dialing the phone number on the
telephone.

An information service can usually be dialed at any time. The same is not
always true when transferring a file to a friend’s personal computer. Before
dialing a friend, call them to make sure that their computer is ready.

For more details abou dialing, see "Dial” on page 168.

Auto log-in: The log-in data contains the information that allows an
information service to identify you. This machine records the log-in data as
you enter it on the screen when requested to do so by the information setvice.
Once the log-in data has been recorded, the machine will automatically
transmit it after dialing.

Transmitting/Receiving: Once you are connected, the text that you type is
transmitted and the text that is received is displayed on your screen.
Optionally, the text transmitted can be “echoed” back to your screen for
confirmation.

You can transmit the contents of 2 Document file or store the information
received in 2 memory file. For more details about sending and receiving files,
see "Send WP Text” on page 170 and "Receive ASCII File” on page 172.



Using a Communication Parameter File

A Communication file stores the setting information necessary for communicating.
It stores the set up parameters and any log-in data that is required for transmission

or reception.

Opening a Communication File

1. Switch the power on to display the Main Menu.

MAITN MEMNU

Word
Processing

Spreadshee! Addressbook Templale

Communi- File Disk

Auto Letter

cafion Layout

Management Application

Desk Top
Reference

* You cannot start the communication mode if the modem is not
connected. If you selected Communication without the modem, this

error message appears.

Modem is not connected!
Press any key to continue.

If this message appears, please turn the machine OFF and connect the

modem. Then try again.

2. If you want to retrieve a communication file from a diskette, insert that

diskette into the drive.

3. Press 6 or use the cursor keys t move the finger icon wo highlight dhe
Communication icon and press RETURN. f 2 diskette is inserted, the list of

communication files stored on the diskette appears.

aon

HHEWF ILE 66 CFF
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If you call an information
service, you must also identify
yourself with a “fog-in".

4. Use the cursor keys to highlight the file you want to retrieve and press
RETURN. To start working a blank file, highlight *NEWFILE and press
RETURN. The Communication screen appears.

[EPE__ 9 WEWFILE fover} iLl_rﬂ@

Emulating TTY terminal.

If you retrieve an existing Communication file and a telephone number is
already set up, this window appears.

OK to execute auto diallauto log-in?

Use cursor to select and press RETURN.

INO]

I 'YES is selected, unio dial will be execused and then anio log-in will be exconted if log-
in data exists. If NO is selected, the Communication screen appears without executing
auto dial and auto log-in.

About Communication Files
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Communication files are used to store the communication parameter settings. The
file currently in memory is active. You can edit it and use it for automatic dialing.
You can have only one Communication file in the memory. The file is automatically
updated in the memory as you edit it.

If you need to work on a difterent Communication file, save the current file on a
diskette. For details, see “Save File” on page 166. The system asks you to enter a file
name under which the file will be saved on the diskette. After saving the current file,
you can clear all the data and start creating a new file.



When you retrieve a Communication file from a diskette, the current file is deleted
and replaced with the file that you load. For details, see “Open File” on page 165.

The file name of the Communication file is displayed in the upper-left corner of the
Communication screen. The default file name of 2 new Communication file is
“*NEWFILE”. If the Communication file has been saved on diskette and then
loaded back into memory, the file name under which you saved the file on diskette is
displayed.

Communication Functions

File Functions

(R P e Use the File functions from the function menu to open, save, or close your files, and
- = to return to the Main Menu.

CompuSeve

CompuServe: To create a log-in file that executes the command sequence for
accessing CompuServe.

New Set Up: To set up a telephone number and communication parameters.

Open File: To load a communication parameters file which is already set up on a
diskette.

Save File: To save a communication parameters file onto a diskette.

Quit: To exit the file without saving and return to the MAIN MENU.

CompuServe

This function allows you to create a file to execute log-in for CompuServe.

1. Press MENU and select File; then select CompuServe from the function
menu. This window appears:

<< COMPUSERVE LOG-INFILE »>
PHONE NUMBER:
|
DIAL MODE: TONE
BiT PER SECOND: 2400
USER IC:
PAGSWORLD:

Type telephone number and press RETURN. '

If 2 CompuServe file already exists on a diskette which is inserted into the
drive, the machine automatically loads the file.

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
parameter. Type your user ID number, your password, and use SPACE
BAR to select the DIAL MODE and BIT PER SECOND settings.

« DIAL MODE : TONE For push-button phone
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When the CompuServe fife is
saved, the file name of
“$$COMPUS.CPF" is
automatically sefected.

The information for the
CompuServe file will be
automatically stored and kept
in the memory until overwriting
or exiting from the
Communication function.
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DIAL MODE : PULSE For dial phone

* BIT PER SECOND (BAUD RATE): This parameter determines the
transmission speed in bits per second. There are six rates (300/600/1200/
2400 /4800/9600) available. The sending and receiving units must be
set to the same baud rate.

* USERID: The user ID number which is given by CompuServe. Up to
15 characters can be input.

* PASSWORD: The password that was given to you by CompuServe.

3. Press RETURN to save the file. This window appears:

Save this informalion?

Use cursor to select and press RETURN.
YES INQI

If YES is selected, the following information will be saved automatically in
addition to the above information. These parameters can be changed after
opening this CompuServe file with Open File function. However, even if

these parameters are changed, they will go back to the following setting as
before, except for the phone number, dial mode, and bit per second.

-PARITY: EVEN

-DATA BITS: 7

-STOP BITS: 1

-XON/XOFF CONTROL: ON
-SIGNAL LINE CONTROL: NONE
-LOCAL ECHO: OFF
-AUTO LINE FEED: ON
-AUTO LINE FEED (SEND): ON

If a CompuServe file already exists on a diskette and YES is selected, the window

shoum below appears.

CormpuServe lile already exists on disk!
Owerwrita?

Use cursor lo select and press RETURN.

[NOJ

Select YES 1o overwrite the existing file, or select NO o rewurn to the

COMPUSERVE LOGIN FILE.

. Select YES and press RETURN to save the file onto a diskette, or select NO

if you do not want to save the file. This window appears.

OK to execute aute dialfauto log-in? -

Use cursor to select and press RETURN.

[YEES] [NO}

. Select YES to execute auto dial/auto log-in, or select NO to return to the

Communication screen without executing auto dial/auto log-in.



New Set Up

The underlined sefting is the
default setting.

I'his function allows you to set up the telephone number and communication
parameters to execute log-in for communication.

1. Press MENU and select File; then select New Set Up from the function
menu. This window appears:

<< INFORMATION SET UP »>>
PHONE NUMBER:
DIAL MODE: TONE

[LOGINDATA:  NONE]

BIT PER SECOND: 2400
PARITY: EVEN
DATA BITS: 7
STOPBITS: 1
XONIXOFF CONTROL: ON
SIGNAL LINE CONTROL: NONE
LoCALECHO: oFF
ALITO LINEFEED: ON
AUTO LINEFEED [SEND): ON

Type lelephone nurnber and press RETURN. . I

2. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
parameter. Enter the telephone number which you want to access or use
SPACE BAR to select the setting.

» PHONE NUMBER: The phone number which you want to access. Up

to 40 numerals or characters can be input.
« DIAL MODE : TONE For push-button phone.
DIAL MODE : PULSE For rotary dial phone.
¢ LOG-IN DATA: For indicating whether log-in data exists. This item

cannot be set up.

« BIT PER SECOND (BAUD RATE) (300/600/1200/2400/4800/
9600: This parameter determines the transmission speed in bits per
SCCUlld.

» PARITY (NO, ODD, EVEN, SPACE, MARK): This parameter

determines how the bits of each character are checked for transmission
errors. This machine does not perform SPACE & MARK parity checks

during reception.
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NO: No parity bit is added to the characters.

EVEN: The system counts the number of nonzero bits in a character.
If this number is even, the parity bit is set to zero; if odd, the parity
bit is set to one. This way, all “words” (character + parity bit) will
have an even number of nonzero bits. The receiving unit must have
the same parity setting and expects to receive only words with an
even number of nonzero bits. When this number is odd, the
receiving machine knows that something is wrong (for example, one
bit has been spoiled by noise on the line).

ODD: This is opposite of the EVEN parity. A parity bit is set so that

the total number of nonzero bits is odd.

SPACE (Possible only when DATA BITS=7): The parity bit is

always zero.

MARK (Possible only when DATA BITS=7): The parity bit is

always one.

DATA BITS (7,8): This determines how many bits are necessary to
encode the characters. Standard ASCII characters use seven bits.
Accented letters and other special characters need eight bits.

STOP BITS (1,2): Each word must be separated from the next one with
a special bit called a “stop bit”. This parameter specifies the length of
stop bit (1=single, 2=double).

XON/XOFF CONTROL (ON, OFF): This parameter determines
whether or not to allow flow control by the X parameter. If this control is
allowed, an XOFF code (13hex) will be transmitted by the receiving
machine when the free area in the reception buffer is less than 25%. As
the data is processed and removed from the buffer, the free area increases.
When the free area becomes greater than 75%, the receiving machine
sends an XON code (11hex) that afllows the other machine to resume
data transmission. When the transmitting machine receives an XOFF
code, it enters a state in which it can transmit only XON/XOFF codes.
This state is terminated upon reception of an XON code. Regardless of
the flow control method, the data transmission is possible only when the
control signal lines DSR and CTS are active.

SIGNAL LINE CONTROL (NONE, DTR): This parameter
determines whether or not to allow flow control by the control line
DTR. The DTR line will allow transmission only when active.

LOCAL ECHO (ON, OFF): When local echo is on, transmitted data is

displayed on your screen.

AUTO LINEFEED (ON, OFF): This parameter determines the effect a
received carriage return code (0Dhex) on the cursor. If this selection is
ON, a carriage return will automatically add a line feed. Set Auto
Linefeed to OFF if the received data is displayed with double line
spacing. Set it to ON if the received data is displayed on the same line
and is overwriting the previous message.

AUTO LINEFEED (SEND) (ON, OFF): This parameter determines
what is transmitted when you press the RETURN key.



If you press RETURN without
pressing any key, it will return
to the Communication

screen directly.

if the information that was set
up in the CompuServe function
or the Dial function is stored in
memory, it will be aufomatically
incorporated in the New Set Up
function.

On the other hand, the
information entered in the New
Set Up function will be
incorporated in the Dial
function. This may change any
previous settings you have set
in the Dial function.

Open File

Pressed key AUTO LINEFEED ON | AUTO LINEFEED OFF
RETURN CR, LF CR
CODE + RETURN CR CR, LF

2. Press RETURN to finish setting up. This window appears:

Save this information?

Use cursor to select and press RETURN.

INOJ

3. Select YES to save the set up information (telephone number and
communication parameters) onto a diskette or NO to return to the
Communication screen without saving. If you select YES, this window

appears.

<< SAVE FILE >>

FILENAME: [ | .CPF

/ Existing File(s)

$$CO0MPUS . CPF ARAA
GG .CPF

| S

CPF

Type filename and press RETURN.
Press t, + to scroll file directory.

4. Enter the file name and then press RETURN. The Communication screen

appears after saving the file.

This function allows you to load a communication parameter file on a diskette.

1. Press MENU and select File; then select Open File from the function menu.
(Short cut: CODE + O) The communication file list appears.

et

ANEWFILE $$COMPUS . CPF

RAAA CPF
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Save File

Communication 166

If you have not saved a parameter file when selecting Open File, this window
appears:

Change current setting?

Use cursor to select and press RETURN.
[NO]

. Select YES to display the communication file list or NO to stop this

function and return to the previous screen.

3. Select the file which you want to Joad and press RETURN. The parameter

settings in the selected file will be loaded. If a telephone number is entered
in the selected file, the window below appears.

OK lo execute auto diallauto log-in?

'Use cursar to select and press RETURN.
[NOI

. Select YES to execute auto dial and then to execute auto log-in if log-in data

exists. Select NO to return to the Communication screen without
executing auto dial and auto log-in.

This function allows you to save the parameter settings to a diskette.

1. Press MENU and select File; then select Save File from the function menu.

(Short cut: CODE + 8) The window below appears and displays the parameter

settings which are currently stored in memory:

<< INFORMATION >>

Save this information’?

PHONE NUMBER:
123-4587
DIAL MODE: PULSE
[LOG-INDATA: NONE]

BIT PER SECOND: 2400
PARITY: EVEN
DATABITS: ?
STOPBITS: 1
XONXOFF CONTROL: ON
SIGNAL LINE CONTROL: NONE
LOCAL ECHO: CFF
AUTC LINEFEED: ON
AUTO LINEFEED {SEND): ON

sor to selact and press RETURN.

IfYES is selected, the following window appears. If NO is selected, the previous
screen appears:



<< SAVE FILE »»

FILENAME: [ CPF

" Existing File(s) '1

$$COMPUS. CPF ARAA LCPF
GG LPF

Type filename and press RETURN.
Press t, + to scroll file directary. .
2. Enter the file name and press RETURN to save the parameter file.

Quit

This function allows you to return to the Main Menu.

1. Press MENU and select File; then select Quit from the function menu. 7
the telephone line has not been connected or if a parameter setting bas not been
changed. the Main Menu will appear. The window below appears if the
telephone line is connected.

QK to exit?
Use cursor to select and press RETURN.

2. Select YES to exit from the Communication function and return to the
Main Menu, or select NO to return to the Communication screen. The
window below appears if a parameter setting is changed and is not saved yet:

OK to abandon current file?

Use cursor to select and press RETURN.

[VEZ] [NO]

3. Select YES to exit from the Communication function and return to the
Main Menu. If NO is selected, the Communication screen appears.

Phone Functions

Use the phone functions from the function menu to dial or disconnect
communication.

Dial: For setting up the phone number, dialing the number, or recording
the auto log-in data.

Disconnect: To stop communication.
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Dial

This function allows you to set up a phone number which you want to access, dial
the number, or record auto log-in data.

1. Press MENU and select Phone; then select Dial from the function menu.
(Short cut: CODE + D) This window appears.

<< PHONE NUMBER >>

|
DIAL MODE: TONE

RECORD LOG-IN DATA: OFF

Type telephone number and press RETURN to execute.

2. Usc CURSOR UP and CURSOR DOWN to move the cursor to the desired

setting. Type the telephone number which you want to access or use
SPACE BAR to select the setting.

* PHONE NUMBER: The phone number which you want to access. Up
to 40 numerals or characters can be input.

* DIAL MODE : TONE For push-button phone.
DIAL MODE : PULSE For dial phone.
¢+ RECORD LOG-IN DATA : OFF Na log-in data required.

RECORD LOG-IN DATA : ON To record the log-in data so your
next dialing will be automatic.

3. Press RETURN to dial. 7he Communication screen appears and the machine
will automatically dial the phone number. While sending the data, the screen

below is displayed.
9 WEWILE fouer] run i
ATDITO52821570

Sending dial command string. Press CANCEL to abart.
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Auto Log-In

Recording Auto Log-In

The log-in data cannot be
edited in the same way as
other data. To change the log-
in data, you must restart the
recording procedure for new
data.

Auto log-in data, which is
recorded in memory, will bo
vafid until exiting from the
COMMUNICATION mode. If
you want to keep the auto log-
in data permanently, please
save it onto a diskette.

The first time you dial you must enter the log-in dara manually. However, the log-in
data can be recorded automatically by selecting ON from the RECORD LOG-IN

DATA setting. The next time you dial the same number the auto log-in is carried
out automatically,

1. IFRETURN is pressed on the Dial screen, the Communication screen
appears and the machine will automatically dial the phone number. I
Record Log-in Data is set to ON, it starts recording log-in data as shown below,

|SPE___g NEWFILE MM@

JpToTOS28215720

CONNECT 2400
USER ID: WPOOOOB
PASSWORD:

Recording log-in data....press CODE + R lo stop recording log-in data.

2. Press CODE + R to record the log-in data in memory. Iflog-in data is
already recorded, it is deleted by pressing CODE + R and new log-in data is
recorded. If the log-in data exceeds the memory capacity, recording is stopped,
and the window below appears.

Marnary fulll
Stop recording. Keep log-in data in memory?

Use cursor to select and press RETURN.

[vES] [NO]

3. Press YES to enter the log-in data which is already recorded into memory
and then return to the Communication screen. Press NO to delete it and
return to the Communication screen.,
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Executing Auto Log-In

1. IFRETURN is pressed when log-in data is recorded in memory and Record
Log-in Data is set to OFF on the Dial screen, dialing is automatically

executed.

2. Auto log-in will be executed after connection.

Disconnect
This function allows you to disconnect communication.

1. During communicating, press MENU and select Phone; then select
Disconnect from the function menu. This window appears:

Disconnacting?

Use cursar to select and press RETURN.
[NC]

2. Press YES to disconnect communication and return to the Communication
screen. Press NO to cancel and return to the previous screen.

Transfer Functions

Use the transfer functions from the Function menu to transmit Word Processing text
or receive an ASCII file.

! File Phone OO

Send WE TEXT -

ceive ASCII FILE

Send WP TEXT: to convert Word Processing text to an ASCII file and transmit it.

Receive ASCII FILE: to receive an ASCII file, convert it to Word Processing text,
and save it to a diskette.

Send WP Text

This function allows you to transmit Word Processing text after transferring to
ASCII without protocol. ’

1. Press MENU and select Transfer; then select Send WP Text from the
function menu. This window and guide message appears:

Communication 170



The following information <<SEND WP TEXT >>
cannot be transmitted in ASCII.
For more detaif about
converting to ASCII, please
refer to Convert in Chapter 9
File Management.

lI!Iynr‘:;;:dessin
. ]
-Font & Size
LETTERLO, WPT LETTERL1. WPT
“Type Style LETTERZ .WPT  LETTER3 ,WPT  LETTER4 .WPT
LETTERS .WPT  LETTERG .WPT  LETTERS .WPT
-Header/Footer LETTERS WPT
-Merge code

-Line Format (E/g/ L)

-Left Margin/Right Margin

Selact a file and press RETURM.

2. Select a word processing text file which you want to send and press

RETURN. 7he guide message appears during sending.

<< SEND WP TEXT >> [sENT: xx.xk] [ ins Frunt ;

ATDT0528215720

COMNECT 2400
USER ID; WROOOGE
PRSSWORD!

Sending word pracessing text.._press CANCEL to stop sending.

When sending is completed, a buzzer will sound and the guide message as below
appears.

[Completed. |

3. Press any key to return to the Communication screen.
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Receive ASCII FILE

This function allows you to receive ASCII data and save it as Word Processing text
to a diskette.

1. Press MENU and select Transfer; then select Receive ASCII FILE from the
function menu. You will start receiving the file and the received data displays as
below.

'?: RECEIVE ASCI FILE >> RECEIVED: X«.XKJ[FREE AREA: XX.XK] [ovex wun fier)

CONNECT 2490

June 15, 19XX

ranch Manager

ndrews Cppy Service

412 Sandiego Brive
onderland, New Jersey 03020

yMr. Richard H. Unimant
B
al

Dear Mr. Unimant!

e do not plan to renew our contract for the use of a Copier 14X40 copying machine. The contract
expires June 20, 13XX

‘the copying machine is located at our downfown office in Melrose. We would like to have the machi
Pe removed at your earliest possible convenience,

Sincerely,

Phlange A, Indelible

Receiving ASCII fila.__press CANCEL o stop racaiving.

If CANCEL is pressed during receiving, the window below appears:

Save received file?

Use cursor to select and press RETURN.

[NO} [CANCEL]

Select YES to save the file which is already received.
Select CANCEL or press CANCEL to restart receiving,

If NO is selected, the window below appears.

OHK to abandon received file?

Use cursar lg select and press RETURN.
[YEES] (NOJ

2. Select YES to abandon the file. Selece NO or press CANCEL to restart

receiving.
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f memory becomes full during receiving, the window below appears.

Mernaty fuill
Save received lile?

Use cursor to select and press RETURN.

INO]

Select YES to save the file which is :;]ready received.

IfNO is selected or CANCEL is pressed, the same window as the above note
when selecting NO appears.

3. When receiving 1A HEX which means the end of the ASCII data, a buzzer
sounds and the window below appears:

<< RECEIVE ASCII FILE >> [RECEIVED. XX. xK][FREE AREA: XX, XK (v} m@

CONKECT 2400

<< SAVE FILE »>
June 15, 19xX

FILENAME: WPT
Mr, Richard H. Unima

Branch Manager
Andrews Copy Service

412 Sandiago Drive f Existing File(s)

Wonderland, New Jers
LETTERO .UPT LETTERL WPT
Dear M. Unimant: LETTER10, WPT LETTER1L.WPT
LETTERZ .WPT LETTER3 .WPT :
eipggegogugiaggolgi LETTERS .UFT LETTERE WFT chine. The contract
LETTERE .WPT LETTER? .WPT
The copying machine ) : - ike to have the

machine removed at yj

Type filename and press RETURN.
|Pre5s t, 4 to scrall file direclory.

Sincersly,

Phlange R. Indelible
Completed.

If CANCEL is pressed on the above screen, the file is abandoned and the guide
line appears.

[canceled. ]

Press any key to return to the Communication screen.

4. Type the file name and press RETURN to save the file onto a diskette and to

return to the Communication screen.
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The received ASCII file is automatically converted to Word Processing text based on
the following conditions.

- Font Type/Size: Brougham/10 point

- Line Space: AUTO 1

- Left Margin: 1.0

- Right Margin: 7.7

- Tab: every 8 columns each from left margin
- Auto/Just: AUTO

- Page Set Up: default setting

- Print Menu: default setting

If memory becomes full by converting ASCII file to Word Processing text while
saving, the file is saved as much as possible and the message below appears.

[convert resulted in data loss. ]
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Character Code Table

Code on grey background are ASCII controls. They can be inputted from the
keyboard and transmitted in Communication mode. See “Transmitting Control
Codes” on page 200 for a list of input keys. Code 1SHEX{(NAK) transmits the

character.

0|112|3|4|5|6|7|8/9 A|B|C|DIE|F
0 oj@|P| Ip|C|E|a o=
1 P11 |A|Qlajqglllee]| i B|=x
2 "2/ BI/R|b|rléi\fE|od T
3 #(3/C|Sic|sla ;0|0 .1
4 $14|D{T|d tjajo)n z
5 %|5|E|U|e|ula|d|N o
6 &|B6 F VI fiviad|d|® TR
7 N T7IGIW i g|wlglU|® T
8 (|8BIH|X|blx|e|¥]¢ P °
9 ylo9itlylilyl|é|d e
A * Jizlijlzlelu Qs
B + K[ Tik|[{]T]¢]|% 8 |V
c A T 1 T L T T A A I A R T oo
D =M m Y|V ¥ ¢!
E SIN|AIn| " 1A|Pt] « g
F /[?710|_ |0 Af»
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Transmitting Control Codes

The following keys can be used in the terminal mode to transit ASCII control codes.

KEYS CODE ASCIl Control Name  (Hexadecimal)
CODE + SHIFT + 0 00 NUL
CODE + SHIFT + A 01 SOH
CODE + SHIFT +B 02 STX
CODE + SHIFT+ C 03 ETX
CODE + SHIFT + D 04 ECT
CODE + SHIFT+E 05 ENQ
CODE + SHIFT + F 06 ACK
CODE + SHIFT+ G 07 BEL
CODE + SHIFT + H 08 BS
CODE + SHIFT +1 09 HT
CODE + SHIFT +J OA LF
CODE + SHIFT + K 0B VT
CODE + SHIFT + L oG FF
CODE + SHIFT + M 0D CR
CODE + SHIFT + N OE S0
CODE + SHIFT + O OF Si
CODE + SHIFT + P 10 DLE
CODE + SHIFT +Q 11 DC1(XON)
CODE + SHIFT+R 12 DC2
CODE + SHIFT + S 13 DC3(XOFF)
CODE + SHIFT + T 14 DG4
CODE + SHIFT + U 15 NAK
CODE + SHIFT + V 16 SYN
CODE + SHIFT + W 17 ETB
CODE + SHIFT + X 18 CAN
CODE + SHIFT + Y 19 EM
CODE + SHIFT + Z 1A SUB
CODE + SHIFT + 1 1B ESC
CODE + SHIFT + 2 iC FS
CODE + SHIFT + 3 1D GS
CODE + SHIFT + 4 1E RS
CODE + SHIFT + 5 1F us
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KEY CODE ASCIHl Control Name (Hexadecimal)
BACK SPACE 08 BS
TAB 09 HT
SPACE BAR 20 SPACE
CODE + BACK SPACE 7F DEL
RETURN AUTO LF CR + LF
(SEND)ON:
0D +0A
AUTO LF CR
(SEND)OFF:
oD
CODE + RETURN AUTOLF CR
(SEND)ON:
0D
AUTO LF CR +LF
(SEND)OFF:
0D + OA
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8 File Management

The File Management application allows you to organize and convert your files on a

diskette. The index screen of the File Management application displays the list of all
files.

All operations, except disk copy, can be started from the function menu.

Starting the File Management Application

MAIN MIENU

= E B

Word Spreadsheetl Addrassbook Template Typewriter
Processing

Communi- File Disk Auto Letter Desk Top
cation Management Applicalion Layoul Refarance

1. Switch the power on to display the Main Menu.

2. Tnserr a disketre into the drive.

Please note that only MS-DOS .
formatted 1.44M M:'-J-IQHD and 3. Press 7 or use the cursor keys to highlight the File Management icon and

720K MF-2DD diskettes can be press RETURN.
used on your Brother machine.

<< FILE MANAGEMENT >> [REMAIN: XK. XK | [INs } UM {GHIFT]

fo finati ISR LETTERLO.WPT OOOLX>  LETTERLLMPT (XOGLX)  LETTER2 .WPT CXXX.X)
lfyou geta mgssaga ’nd‘cahng LETTER3 WPT {XXX.X) LETTER4 .WFT (XXX.X2 LEITERS ,WPT XXX, X) LETTERS WPT (XXX.X?

that you have an unformatted LETTER? .WPT (XXX.X)  LETTER8 ,WPT (X¥X.X)  LETTERS .WPT (XXX.X)
or damaged disk, either replace
the diskelte with another one or
go to page 21 in Getting
Started or to page 185 in this Select a file and press MENU. Press CANCEL to exil.
chapter for the procedures on

how fo initialize a diskette.




You can move the cursor to the
file you want to select quickly
by pressing the first character
key of the file name.

For example, if you press C,
the cursor will move to the file
whose name is starting from
“C” characier.

Your machine can only search
the Word Processing file when
the cursor is located at the
extension "WPT". If you want
o search the Spreadsheet file
or Addressbook file, press
TAB, the cursor moves to the
next extensfon.
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Type of File

File Name & Extension

Word Processing

Word Processing Templates
Spreadsheet
Spreadsheet Templates
Addressbook
Addressbook Templates
Communication

Image

User Dictionary
Abbreviated Phrase
ASCII

Lotus® 1-2-3%

ANYNAME.WPT
ANYNAME.WP1
ANYNAME.SPR
ANYNAME.SP1
ANYNAME.MRG
ANYNAME.MR1
ANYNAME.CPF
ANYNAME.BIM
SPELLUSR.DCT
ABBR.PHR
ANYNAME.TXT
ANYNAME.WK1

The list of the files stored on the diskette appears in the order shown in the table
above. The file names are sorted alphabetically for each of those classes. The number
following each file name gives the size of the file in kilobytes.

When using Brother Word Processor files in a personal computer and vice versa, you

need to remember the following points:

* Your Brother system can only read and write from the root directory of a diskette.
Do not create any directories on the diskette.

* When creating or renaming a file with your personal computer, make sure that
you use the proper file name extensions. There are two major errors in working

with extensions that you must avoid.

1. The first error is to change the file name extension of a file that has been
created on your Brother word processor. For example, if you use your
personal computer to change the extension “.WPT” to “.WP”, your Brother
word processor will not recognize the file and will not display it on the
index or the File Management screens.

2. The second error is to create a file in a format that cannot be recognized by
your Brother word processor and give it one of the above file name
extensions. If you use your personal computer to create, say a graphic file,
then give that file the file name extension WPT. The file appears on the
index and File Management screens, but your Brother word processor will
not be able to open or convert the file.



Making a Backup Copy of a Diskette

Executing disk copy wilf delete
the data in Clip Board.

This disk copy function can be
used only between disketfes
which are formatted to the
same size and have the same
format. You cannot use disk
copy to copy from a 1.44MB
diskette to a 720K diskette or
vice versa.

The disk copy function is used to copy all the information contained on a diskette to
another diskette (back up copy). This function does not appear on the function
menu.

CAUTION

Copying an entire diskette to another destroys any data that
may be on the destination diskette. Check the destination
diskette before starting. Make sure your destination diskette
has been initialized. '

1. Press CODE + SHIFT + O. 7% THESSAZE APPErs:

[Insert source disk and press RETURN. 1

2. Insert the source {original) diskette and press RETURN. The word processor
will start reading files from the source diskette. Since the memory space is
limited, the word processor may not be able to read the diskette at one time. In
the case of a diskette containing a lot of information, after reading the first
portion, this message appears:

[Insert destination disk and press RETURN. |

3. Insert the destination diskette and press RETURN. The word processor
transfers the files that have been read from the source diskette onto the
destination diskette. If all the files of the source diskette have not been
transferred yet, the word processor asks you to reinsert the source diskette.

4. Repeat steps 2 and 3 until all files have been transferred to the destination
diskette. You may need to swap these diskettes a number of times before all
of the files are copied to the destination diskette. The word processor
“knows” which diskette is the source diskette and which one is the
destination diskette. If you mistakenly insert a wrong diskette, this message

appears:

incorrect disk!
Press any key to continue.

Insert the correct diskette and press RETURN.

When the operation is completed, this message appears:

|Disk copying completed.
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File Functions

Em Disk Canvert

File Delete
Raname
Return to Main Manu

File Copy
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Use the File functions from the function menu to copy, delete, and rename files.
File Copy: Copies a file.

File Delete: Deletes files.

Rename: Changes the name of a file.

Return to Main Menu: Returns to the Main Menu.

This function is used to copy a file. You may copy to the same diskette or to a
different diskette. If the destination diskette is the same as the source diskette, the
file name must be different.

1. Move the cursor to the file name that you want to copy. Press MENU and
select File; then select File Copy from the function menu. (Short cut:
CODE + C) This message appears:

ﬁnsert destination disk and press RETURN. ]

2. To copy the file on the same diskette, press RETURN.
OR

To copy the file to another diskette, insert thar diskerte in the drive and

press RETURN. The FILE COPY window appears:

<< FILE COPY >>

ORIGINAL FILENAME: LETTERL .WPT
TARGET FILENAME: LETTER1N. WPT

! Existing File(s) \
LETTERL JWPT (XK, X0 LETTERLO.WRT (XXX, X)

LETTERIL.WPT (XXX.X) LETTERZ WPT (XXX.X)
LETTERZ .WPT OXXX.X) LETTERS .WPT (XXX,X}
LETTERS .WPT (XXKK.XJ LETTERS .WFT (XKX.K?
LETTER7 WPT OQ<X.X) LETTERE .WPT (XXX.X)

Type filename and press RETURN.
Press 1, + to scroll file directory.

This window shows the files of the destination diskette that are of the same kind as
the source file. The window also provides an entry field to type the name of the
target file. As soon as you type the first letter of the file name, a list appears, starting
with the file that is alphabetically closest to that letter, and it will automatically scroll
to make sure that you do not enter an existing file name. When you want to see
another file name, scroll manually using CURSOR UP or CURSOR DOWN.

3. Type a file name that is not in use on the destination diskette and press
RETURN to copy the file.



File Delete

Rename

This function is used to delete files from a diskette.

1. Move the cursor to the file name which you want to delete. Press MENU
and select File then File Delete from the function menu. (Short cut: CODE
+ D) The check mark appears at the left of the file name. This message

appears:

[Press SPACE to select file(s) and press RETURN. }

2. Use the cursor keys to highlight a file name and SPACE BAR to turn a
check mark on/off to the left of the file name. Repeat this operation to
mark all files to be deleted, and then press RETURN. 7/ his message appears:

OK to dzlele the selecled fila(s)?

Use cursor to select and press ACTURN.

[VEz]

INOJ

3. Use CURSOR LEFT and CURSOR RIGHT to select YES to delete or NO
to exit, and press RETURN. As files are being deleted, their file name is
displayed. If you press CANCEL while a file is being deleted, that file will
still be deleted; however, files that were indicated for deletion, but have not
yet been deleted when you pressed CANCEL will not be deleted.

<< FILE DELETE »>»

Working....

r—

File Name: N_____ .BMF

This function is used to change the name of a file on the current diskette.

1. Move the cursor to the file name that you want to rename. Press MENU
and select File; then select Rename from the function menu (Short cut:

CODE + R). The RENAME window appears:
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Return to Main Menu
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+

<< RENAME »>

CRIGINAL FILENAME: LETTERLL.WPT
NEW FILENAME: LETTERIM.WPT

f Enisting File(s)

LETTERIL.WPT (XXX.X? LETTER2 WPT (XXX,X)
LETTER3 .WPT OCN(.X) LETTER4 .WPT (XXX, X?
LETTERS WPT (xXXX.X» LETTERE .WPT (XXX,X>
LETTER7 .WPT (XXX.X) LETTERB .WPT (XXX.X)
LETTERS .WPT (XXX.X)

Type filename and press RETURN.

Press t, ¢ to scroll file directory.

This window shows the files of the current diskette that are of the same
kind as the selected file. The window also provides an entry field to type the
new file name. When the first letter of the file name is entered, a list appears
starting with the file that is alphabetically closest to that letter and it will
automatically scroll to make sure that you do not enter an existing file
name. When you want to see another file name, scroll using CURSOR UP
or CURSOR DOWN.

. Type a file name that is not in use on the current diskette and press

RETURN to rename the file.

Press MENU and select File; then select Refurn to Main Menu from the
function menu (Short cut: CANCEL). This will terminate the File
Management application and display the Main Menu.



Disk Functions

Initiali
Directory Read

Use the Disk functions from the function menu to initialize diskettes and to update
the index.

Delete All: Deletes all unprotected files on diskette.
Initialize Disk: Initializes a diskette.

Directory Read: Reads the directory of a diskette when this has not been done
auromatically.

Delete All (Diskette Delete)

Al unprotected files on the root
directory are deleted with this
funetion. This includes
unprotected files created on a
PC that do not appear on the
index. »

Initialize Disk

Your Brother Word Processor
can use both MF-2HD and MF-
2DD floppy diskettes, though the
MF-2DD have half the capacity
of the MF-2HD .

Whenever you use a diskette,
the File Management
appfication checks its format. It
can recognize a new diskelte
or a diskette that is not
formatted to DOS 1.44M or
DOS 720K. If the diskeite is
new, a prompt will appear
asking if you wish to initialize.
Select YES to initialize the
diskette (all contents will be
deleted).

This function is used to delete all unprotected files from a diskette.

1. Press MENU and select Disk; then select Delete All from the function
menu. {%is message appears:

OK to delete all files on disk?

Use cursar to select and press RETURM.
)]

(YES]

2. Use CURSOR LEFT and CURSOR RIGHT to select YES to delete or NO
to exit. Then press RETURN.

CAUTION

Executing /nitialize Disk will delete all the data on the diskette.

A new diskette must always be formatted (initialized) before you try to use it. You
can also reformat a diskette that already contains data in order to clear all files and
subdirectories.

You can format diskettes using either this word processor or a personal computer. If
you use a personal computer, be sure w funnat tie diskettes i MS-DOS and 2HD

diskettes for 1.44M and 2DD diskettes for 720K.

1. Inscrt a diskettc. This message appears if the diskette is unformatted or

damaged:

Unformatted or damaged disk!
insert another disk and retry.

Use cursor to select and press RETURN.

[revey) .

[CANCEL]

2. Press CANCEL.
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3. Press MENU and select Disk; then select Initialize Disk from the function
menu. 7his message appears:

Da you want to initialize disk?
All data on disk will be deleted if initialized.

‘Use cursor to select and press RETURN.
[YES) T

4. Use CURSOR LEFT and CURSOR RIGHT to select YES to initialize or
NO to exit. Then press RETURN.

If you select NO, initializing a disk is canceled.

If you select YES, this message appears.

<< FORMAT TYPE »>

SHD CISE .
200 DISK T20KB

Use cursor to select and press RETURN.

Use CURSOR UP and CURSOR DOWN o select the desired setting
and press RETURN to start initializing the diskette.

Directory Read

Usually, the directory of a diskette is automatically read each time you insert a new
diskette. In some circumstances, however, the directory is not read automatically and
you might need to update the index manually.

Press MENU and select Disk; then select Directory Read from the function

menu (Short cut: CODE + F). The message “Working...” appears while the
directory is being read.
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Convert Functions

Use the Convert functions from the function menu to use your Word Processing
and Spreadsheet files on a PC or to use ASCII files with your Word Processing
application.

Fie  Disk oo
ViF TEXTWPTASCIL TR T et Driv)
WP TEXT.WPTASCILTXT(Text with Layoul)
ABCILTXT+WP TEXT.WPT
BROTHER.SPR4LOTUS123. WK1
WP TEXT.WPT — ASCILTXT(Text Only): Converts a Brother Word Processing

file into an ASCII file (all format codes except TAB and RETURN are removed).

WP TEXT.WPT —ASCILTXT(Text with Layout): Converts a Brother Word
Processing file into an ASCII file; SPACES and RETURN codes are added in order
to preserve the global look of the filc.

ASCILTXT -»WP TEXT.WPT: Converts an ASCII file into a Brother Word
Processing file.

* Conversions to or from ASCII files are carried out according to the IBM PC Code
on page 193. For details about code page switching, refer to your DOS manual
{DOS command mode device codepage). A table on page 175 shows all characters
that can be correctly converted. Characters which are not included in that table
are converted into blank spaces.

BROTHER.SPR —LOTUS123.WK1: Converts a Brother Spreadsheet file into
the Lotus® 1-2-3® format.

* Conversions to or from Lotus® 1-2-3° files are carried out according to LICS
(Lotus International Character Set). For details, refer to your Lotus® 1-2-3®
manual,

Converting Brother Word Processing Files to a PC Format
* WP TEXT.WPT — ASCILTXT(Text Only)
+ WP TEXT.WPT —ASCILTXT(Text with Layout)

You may wish to use the data you create with the Word Processing application on a
PC. To do this, you must first convert the Word Processing file into the ASCII
format. Once this is done, you will be able to import the ASCII file into most word
processing applications available on PCs.

An ASCII (American Standard Code for Information Interchange) file consists of
printable data including no special formatting codes for underlining, boldface, etc.
These special formatting features, such as underlining, do not translate correctly
between your word processor and a computer. Therefore, when a file is converted to
ASCII, all special formats are eliminated. Once the file is transferred, the file must
be reformatted and any special effects must be added.
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An ASCII file can include some formatting codes like carriage returns and tab codes.
When you convert a Word Processing file into an ASCII file, you have a choice:

¢ Text Only removes all formatting codes from the file. When you import
such a file into a personal computer word processing system, the text will
automatically be adapted to the format of the PC word processing program.

e Text with Layout preserves some of the format of the file. A carriage return
will be added at the end of each screen line.

However, if the margins of your original file are unusually wide, additional carriage
returns will be placed into the file and reformatting will be necessary.

1. Press MENU and select Convert; then select WP TEXT.WPT —
ASCILTXT (Text Only) or WP TEXT.WPT — ASCILTXT (Text with
Layout) from the function menu. The Convert Index window appears:

<< CONVERT INDEX >> | CONVERT (Tentonly) ] [REMAIN:  x00¢.xk ) [1Hs fNuM ﬁ@l
PERETNTRAERERIET  LETTERIO.WPT OXX.X)  LETTERILMPT (XXX.X)  LETTERZ .UPT (XXX.X)
LETTERS WPT (XK, X)  LETTER4 .WPT (XOGX)  LETTERS .WPT (XXX.X)  LETTERE .WPT (XXX.X}

LETTER? WPT (XXX.X) LETTERB .WPT (XXX.X) LETTERS .WPT (XX%.X)

Select a fife to convert and press HETUN. Prass CANCEL to exit.

2. The index displays only Word Processing (WPT) files. Use the cursor keys
to highlight the file you want to convert and press RETURN. This message
appears:

[Insert destination disk and press RETURN. ‘|

3. Insert a destination diskette and press RETURN or press RETURN if you
want to store the converted file on the same diskette. This window appears:

<< CONVEAT >>

ORIGINAL FILENAME: LETTERL .WPT
TARGET FILENAME: LETTERIN, TXT

" Existung File |

LETTERL . TXT (XXX.X)} LETTERZ . TXT (XXX.X)
LETTER3 , TXT (XXX.X)

Type lilename and press HTUR!\L

lE“:"_f 1, to soralifile directory.

This window shows the ASCII files (TXT) on the current diskette. The
window also provides an entry field to type a new file name. As so0n as you
type the first letter of the file name, a list appears starting with the file that is
alphabetically closest to that letter and it will automatically scrofl to make sure
that you do not enter an existing file name. When you want to see another file
name, scroll manually using CURSOR UP or CURSOR DOWN.



Once a file is in ASCI format, 4. Type a file name that is not in use on the current diskette and press
you are able to recall that file RETURN to convert the file. During conversion, the message “Working...”

into a word processing . g .
program on a PC. is displayed. When conversion is completed, the word processor requests

you to reinsert the source diskette.

5. To Convert another file, insert the source diskette and continue converting.
To return to File Management mode, press CANCEL.

Converting PC Text Files ta Brother Word Processing Files
ASCILTXT — WP TEXT.WPT

You may wish to use text created on a PC with the Brother Word Processing
application. To do this, you must first convert the text file from the PC into ASCII
format. Most PC word processing software allows you to save a file as an ASCII text

file.

You must also remember that your Brother word processor can only use diskettes
formatted to DOS 1.44M or DOS 720K. If you plan to move data from a PC to
your Brother word processor, you must be sure that the diskette containing the file is
formatted to DOS 1.44M or DOS 720K.

You may format your diskettes to DOS 1.44M or DOS 720K on a PC or on your
Brother word processor. Your PC manual should list the steps necessary to complete
this operation.

The ASCII file must also be stored in the root directory of the diskette and its file
name extension must be TXT.

1. Insert the diskette containing the ASCII file into the drive. Press MENU
and select Convert; then select ASCILTXT — WP TEXT.WPT from the
function menu. The Convert Index appears:

<< CONVERT INDEX 22 [REMAINT o xk | foverF um fistier]

LETTERZ .TXT (XXX.X} LETTER3 . TXT (XXX.X)

Select a file to ¢onvert and press RETURM. Press CANCEL to exit.

2. The index displays only ASCII (TXT) files. Use the cursor keys to highlight
the file you want to convert and press RETURN. This message appears:

[Insert destination disk and press RETURN. |
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3. Insert a destination diskette and press RETURN. Or press RETURN if you
want to store the converted file on the same diskette. This window appears:

£¢ CONVERT »7

ORIGINAL FILENAME: LETTERL .TXT
TARGET FILENAME: LETTERIRWPT

. f Existing File(s) \

LETTERL .WPT (XXX.X)  LETTERLO.WPT OAXX.X}
LETTER1L.WPT (XXX.,X)  LETTERZ .WPT (XXX.X)
LETTER3 WPT (XXX.,X)  LETTER4 .WPT OOXX.X)
LETTERS .WPT (XXX.X)  LETTERE .WPT (XXX, X}
LETTER7 .WPT ¢XXX.X)  LETTERG WPT (XXX.X)

Type filename and press RETURN.

Press t, | 1o scroll file directory.

This window shows the Word Processing files (WPT) on the current
diskette. The window also provides an entry field to type the new file name.
As soon as you type the first letter of the file name, a list appears starting
with the file thar is alphabetically closest to that letter and ic will
automatically scroll to make sure that you do not enter an existing file
name. When you want to see another file name, scroll manually using

CURSOR UP or CURSOR DOWN.

4, Type a file name that is not in use on the current diskette and press
RETURN to convert the file. During conversion, the message “Working...”
is displayed. When conversion is completed, the word processor asks you to
reinsert the source diskette.

S. To Convert another file, insert the source diskette and continue conversion.
Once a file is converted to To return to File Management mode, press CANCEL.
Brother format, you can recall
the file for use with the Word
Processing application.
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Converting Spreadsheet Files into Lotus® 1-2-3° Files

Characters of the SPR file that

do not exist in the Lotus®
format are converted into
spaces. The conversion of the
lext is performed according to
LICS (Lotus International
Character Set).

BROTHER.SPR — LOTUS123.WK1

You can convert a Spreadsheet file from your word processor to the Lotus® 1-2-3®
format in order to use the file on a PC.

1. Insert the diskette containing the Brother spreadsheet file. Press MENU and
select Convert; then select BROTHER.SPR —LOTUS123. WK1 from the
function menu. The Convert Index appears:

<< CONVERT INDEX >> [REMAIN: o<, xK ] [ovER] oM [mieT]|

Select a fie te convert and press HETURN. Press CANCEL to exil.

LETTERL LZFF (-:, ) LETTER2 ,5PR (XXX.X) LETTER3 ,8PR (XXX.X)

2. The index displays only Spreadsheet (SPR) files. Use the cursor keys to
highlight the file you want to convert and press RETURN. Thés message

appmrs iy

|Insert destination disk and press RETURN. ]

3. Insert a destination diskette and press RETURN. Or press RETURN if you
want to store the converted file on the same diskette. This window appears:

< CONVERT 27
ORIGINAL FILENAME: LETTERL .SPR
TARGET FILENAME: LETTERIE.WKT

’ Enisting File{s) \
LETTERL WK1 (OO0 LETTER2 WK1 (XXX.X)
LETTERZ WK1 (XXX.X)

Type filename and press RETURN.
Press 1|

ess 1, | to seroil file diractory.

This window shows the Lotus® 1-2-3® files (WK1) on the current diskette.
The window also provides an entry field to type a new file name. You can
scroll the list to make sure that you do not enter an existing file name.

4. Type a file name that is not in use on the current diskette and press

RETURN to convert the file. During conversion, the message “Working...” is
displayed. When conversion is completed, the word processor asks you to reinsert
the source diskette.

5. To Convert another file, insert the source diskette and continue conversion.

OR
To return to File Management mode, press CANCEL.
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Converting a Lotus® 1-2-3° File into a Spreadsheet File

To use Lotus® 1-2-3® files on your word processor, you do not need any special
conversion tool. A Lotus® 1-2-3® file can be opened just like an SPR file using the
Spreadsheet application if the following conditions are met:
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o The file is stored on the root directory of 2 DOS 1.44M or DOS 720K

diskette.

¢ The file name extension is WK1.

There is no guarantee that the entire Lotus® 1-2-3® will be correctly converted. The
conversion will be incomplete in the following circumstances:

L]

The Lotus® 1-2-3® file is too large (SPR files hold a maximum of 256 rows
x 256 columns). The conversion will be stopped and the following message
appears:

Cells extend bayond range.
Unable to convert!
Press any key lo continue.

The Lotus® 1-2-3° file size is larger than the maximum spreadsheet file size.
The conversion will be stopped and the following message appears:

Not engugh memaoty remaining!
Press any key to continue.

A password is set. The conversion will be stopped and the following message
appears:

Password is set.
Unable to convert!

Press any key to continue.

There are more than 130 errors. The conversion will be stopped and the
following message appears:

Cannot read this file!
Fress any key to continue.

A cell in a Totus® 1-2-3® file conrains mare than 239 characters. In this
case, only the first 239 characters of the cell appears in the converted file if
the data is alphanumeric. If the data is a formula, it is not converted.

When a function available with Lotus® 1-2-3® is not recognized or has a
slightly different format (e.g. @COS(45*@P1/180)), it is not converted.
Please check the Lotus® 1-2-3® file and make sure that only functions and
formats available on your word processor are used.

Characters of the Lotus® 1-2-3° file that do not exist on your word
processor are converted to spaces. The conversion of the text is performed
according to LICS (Lotus International Character Set).



IBM PC Code

The following table shows the printable characters that can be correctly translated
when you convert to or from ASCI! files on this word processor. Empty cells in this
table correspond to control codes or characters that are converted into blank spaces.

ol1]2]3]al5]6]|7]8]e]a|B[c|[D]E]F
0 ole!P| |p|C|E|4 o =
1 P11 {A|Qtalqgilje!i Bl=
2 “l2/B{R|b|r|e|&E|6 r
3 #l3lcls|clslalolu n
4 $lalp{T|d|t]alsln T
5 %|5|ElU|le|lulajolN o
6 &|B6|F|V|flvia|la]® nl+
7 "17IGIW glwle|ule T
8 (1sln|x!nlxle]|y]e. K
9 yloji{y|ilylelo] | o
A * Jlzlilz]elu Q-
'B w kel ile]n § |/
c Cl<lefaloelbilole oo
D -l=im| I mi ¥ 92
E NlAIn| " APt « E-l
F 1210l _jof [Alf]» i
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9 Disk Application

The Disk Application mode allows you to start an application that is not built into
the system, but comes on a separate diskette.

Four disk application programs come with your system: Self-Demonstration,
Tutorial, Graphic Art Print and Frame Print. These programs are described under
"Supplemental programs” on page 28.

Using Graphic Art Print (wp-75504 PLUS only)

The Graphic Art Print Software allows you to print 100 graphic art images. These
images are stored on one diskette. You can select images from various categories and
print them in normal, half or double size.

TllCSc graphic iﬂ':agcs alc pl‘intcd dil‘cctl}f onto Your Papcf. Tl’lc}" arc not SaVCd as
part of a word processing file. If you wish to use an image as part of a printing,
print the image onto the paper, then reinsert that paper for printing your document.
These images allow you to create personalized letterheads, fancy invirations,

newsletters, etc.

This function is used to print one or more copies of an image onto your paper.

1. Switch the power on to display the Main Menu.

Word
Processing

Communi-
cafion

BRAAIN VMIENU

[&

Spreadshes! Addressbook Templale Typewriler

B

File Disk
Managemeni Application

Desk Top
Aeference

Auto Letter
Layout

2. Insert the Application diskette into the drive.
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3. Press 8, CODE + Q or use the cursor keys to highlight the Disk Application
icon and press RETURN. A list of the programs contained on the diskeste
appears on the screen:

<< DISK APPLICATION »> [REmaIN: xx x K] foverE kim HiFT)

FRAMEPRT.APL ( XX.X) GPRRTRST AFL

Select a file and press AET . Press CANCEL to display MAIN MENU.

4. Use the cursor keys to highlight GRARTPRT.APL and press RETURN.
The Image File List appears.

ACCENT .BIM ANNOUNC .BIM
B-DAY BABY BIM BALOONS .BIM
BAREFEET.BIM BASEBAL .BIM BRT +BIM
BIGEVENT.BIM BILL JBIM BLACKCAT.BIM
BORDERL .BIM BORDER2 ,BIM BORDER3 .BIM
BORDER4 .BIM BORDERS .BIM BORDERS ,BIM
BORDER7 .BIM BORDERE .BIM BSNSMAN ,BIM
BSNSWMN . BIM BUNNY  .BIM CAR +BIM

5. Use the cursor keys to highlight the image file you want to print and press
RETURN. T7he GRAPHIC ART PRINT screer appears.

<< GRAPHIC ART PRINT >>
FILENAME: BRSEBAL .BIM

PRINT SIZE: R ¥: 0.50
(197X 2.51) ( ’ X 2.90

REPEAT PRINT: NO

NUMBER OF COPIES: 1

PAPER SIZE: LETTER PORTRAIT

CUT SHEET FEEDER: OFF

PRINT QUALITY; FiNE

4 to change setting.
Press TAB to set posilion, RETURN ta print

Disk Application 196




The size of the cursor means
size of the specified data.

When you set REPEAT PRINT/
YES, you can move the cursor
only vertically. The cursor can
move within the entry field of
the selected paper.

When you set REPEAT PRINT/
YES, the maximum number of
images which can be printed
within the width of the specified
paper are printed.

6. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use SPACE BAR to change the settings or type the desired values.

* PRINT SIZE / NORMAL : Prints image at actual size.
PRINT SIZE /HALF SIZE : Prints image at half width and half height.
PRINT SIZE / DOUBLE SIZE : Prints image at double width and
double height.

* REPEAT PRINT / NO : Prints one image data.
REPEAT PRINT / YES : Prints multiple copies of an image.

* NUMBER OF COPIES : The number of times the paper is to be
printed (maximum 999),

* PAPER SIZE : The size of paper to be printed.

* CUT SHEET FEEDER / OFF : Feed paper without cut sheet feeder.
CUT SHEET FEEDER / ON : Feed paper with cut sheet feeder.

* PRINT QUALITY / FINE : For final quality printing.
PRINT QUALITY / DRAFT : For trials. With this setting, you save

time and ink.

7. Press TAB to set printing position. The cursor appears in the right box.

<< GRAPHIC ART PRINT >>
FILENAME; BASESAL .BIM

PRINT SIZE: NORMAL ¥: 0.50
. {1.97% 251) . % 290

REPEAT FRINT: NO

NUMBER OF COPIES: ' A

PAPER SIZE: LETTER PORTRAIT

CUT SHEET FEEDER: OFF

PRINT QUALITY: FINE

Move cursor to set posilion.

Press TAB to change setling, RETURN to prinl.

8. Move the cursor to the desired printing position and press RETURN. 7%is
message appears:

|Insert paper and press RETURN. ]

9. Set paper according to the size setting in the GRAPHIC ART PRINT
window and press P INS to insert the paper. Press RETURN to start
printing. This message appears:

Printing....press CANCEL to stop printing.
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10. You can press CANCEL to stop printing. This window appears:

OWK to cancel printing?

Use cursor lo select and press RETURN.
{NO)

Select YES to cancel printing, or NO to continue printing,

Using Frame Print (wp-75504 PLUS only)

ThCSC outcr ﬁ‘amcs arc printcd dircctly onto }70111' papcr. ThCy arc not savcd as part
of a word processing file. If you wish to use an outer frame in a printing, print the
frame onto the paper, then reinsert that paper for printing your document.

This function is used to print the special outer frame in your document.

1. Switch the power on to display the Mfain Menu.

2. Insert the Application diskette into the drive.

3. Press 8, CODE + Q or use the cursor keys to highlight the Disk Application

icon and press RETURN. A /fis of the programs contained on the diskette
appears on the screen:

<< DISK AFPLICATION >> [REMAIN: 5x.x_ K| [oveRE NuM JEHIFT]

BRARTPRT.APL ( XX.X)

Selec! a lile and press AETURN. Press CANCEL to display MAIN MENU.

4. Use the cursor keys to highlight FRAMEPRT.APL and press RETURN.
The FRAME PRINT screen appears.
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<<FRAME PRINT »»

IIEJ[]DDD

DESIGN:
- &
] . . g Sl 4
NUMBER OF COPIES: 1
PAPER SIZE: LETTERPORTRAIT
CUT SHEET FEEDER: OFF
PRINT QUALITY: FINE

Prass ¢, + lo change selting and press RETURN.
Press t, § to move ta another selting.

5. Use CURSOR UP and CURSOR DOWN to move the cursor to the desired
setting. Use CURSOR LEFT, CURSOR RIGHT or press SPACE BAR to
change settings, or type the desired values.

* FRAME TYPE : An icon shows an example of each type of frame.
* DESIGN : An icon shows a example of each type of design.

Set FRAME TYPE, and * NUMBER OF COPIES : The number of times the paper is to be
then DESIGN. . .
printed (maximum 999).

¢ PAPER SIZE : The size of paper to be printed.

» CUT SHEET FEEDER / OFF : Feed paper without cut sheet feeder.
CUT SHEET FEEDER / ON : Feed paper with cut sheet feeder.

* PRINT QUALITY / FINE : For final quality printing.
PRINT QUALITY / DRAFT : For trials. With this setting, you save

time and ink.

6. Press RETURN to enter the settings of the FRAME PRINT window. This
message appears:

|Insert paper and press RETURN. ]

7. Set paper according to the size setting in the FRAME PRINT window and
press P INS to insert the paper. Press RETURN to start printing. This
message appears:

Printing....press CANCEL to stop printing.
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8. You can press CANCEL to stop printing. This window appears:

OK to cancel printing?

Use cursor to select and press RETURN.

[NOJ

Select YES to cancel printing, or NO to continue printing.
Tutor/Self Demo

1. Switch the power on to display the Main Menu.
2. Insert an Application diskette into the drive.

3. Press 8, CODE + Q or use the cursor keys to highlight the Disk Application
icon and press RETURN. A list of the programs contained on the diskette
appears on the screen:

<< DISK APPLICATION >} [REMAIN X XK} puﬂmq]iiﬁn;

LEFD JHFL L TUTOR  LAPL ( XXX

Sataet a file and pracs AFTURAM. Prass CANCE! o display MAIN MENL)

4. Select the desired application and press RETURN. The selected program
will start. Proceed according to the instructions displayed on the screen.
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10 Auto Letter Layout

The Auto Letter Layout application can automatically apply standard letter formats
to an cxisting Word Processing (ile. Five different single page letter formats are
available:

1. Full Block
2. Block
3. Semi-Block

Only the first page of a fite can 4. Hanging-Indented

be automatically reformatted )
with the Auto Letter Layout 5. Official Style
application. The Auto Letter Layout application identifies different parts of a single page letter

(date, salutation, etc.) and formats these different parts separately. To make sure that
the different parts of the letter are correctly identified, you must follow a few rules
when typing the letter using the Word Processing application.

Creating the Letter

While creating your letter using the Word Processing application, remember the
following procedures:

* Do not use formats like centering, paragraph indent, or right margin flush. These
are overwritten by the Auto Letter Layout formats.

* The Auto Letter Layout application will overwrite tab stops. If you need a table in
your letter, create the table after you have formatted the letter using the Auto
Letter Layout application.

When typing a letter that you want to format using the Auto Letter Layout
application, remember that the application is going to apply different formats to
different parts of the letter. The application must therefore be able to identify those
different parts of the letter. The different parts are identified as follows:

Date line: The application will first look for a line containing a fully spelled out
month, and identify that line as the date line.

If you have some text before the date line, that text will not be reformatted. To make
sure the application finds your date line, spell out the month fully (e.g. April). If you
do not spell our the month fully (if you use an abbreviation or a number insicad),
the application will not be able to identify a date line in your letter and it will not be
formatted.

Address block: All information found between the date line and the salutation
(defined below) will be identified as the address block.

Auto Letter 201




Auto Letter 202

Salutation line: The application identifies the salutation line as a line which starts
with only “Dear” or “Ladies and Gentlemen.”

Body block: Everything between the salutation line and the complimentary close
(defined below) will be identified as the body of the letter.

Complimentary close line: A line of more than 5 and up to 30 characters followed
by a comma and return code " ¢3" will be identified as the complimentary line.

Signature block: Everything between the complimentary close line and the
identification line (defined below) will be identified as the signature block.

Identification line: The identification line is used to identify the person who
dictated the letter and the person who typed the letter. The first set of initials
identify the letter dictator and the second set of initials identify the letter writer. The
Identification Line must contain one set of initials, or two sets of initials separated

with a slash "/" or colon ":". Blank spaces are not accepted. Example: KA/mn <.

Enclosure notation: The enclosure notation block must starc with enclosure(s),
enc.(s), or encl You can use either lower or upper case letters. Anything between the
line starting with those characters and the first line containing only a return symbol
will be identified as the enclosure notation. Make a line containing only a return
symbol to mark the end of the enclosure notation.

The following illustration shows how you should type the data for your letter.

[Dates 1

Inside address

s

{salutations ]

Body

K

Complimentary close 4, =) 1

s

Signature

)

s

Identifications

[Enclosure notations |

s




Applying Auto Letter Layout

The Auto Letter Layout application can be started from the Word Processor or from
the Main Menu.

From the Word Processor Application

1. After typing the text of your lettet, press MENU and select Option; then
select Auto Letter Layout from the function menu. The Auto Letter Layout
window appears:

<< AUTOLETTER LAYOUT FORMAT #>

NN
RIK
RN
QiR

il

BLOCK SEMI- HANGING: OFFICIAL-
BLOCK INDENTED STYLE

Use cursor to select and press HRE TURN. I

Five formars are available:

Full-block: A single format is used for all parts of the letter. Everything is

aligned with the left margin.

Block: Everything is aligned with the left margin, except for the date line,
complimentary close line, and signature block which are indented to the
same position. ‘

Semi-block: Same as the block format, but the first line of each body
paragraph is indented.

Hanging-indented: Same as the block format, but each body paragraph is
indented (except the first line which starts from the left margin).

Official-style: Same as the semi-block format, but the address block is

transferred between the signature block and the identification line.

After applying a format to a file, 2. Use CURSOR LEFT and CURSOR RIGHT to select a format and press

ou can use the Auto Letter .
JL/ayout application to apply RETURN o start automatic formatting of the file. This message appears:

another format to the fils,
except after applying Official- Working....
style format. This is because
the Official-style format moves
the address block to a place
where it cannot be identified by or edit it as you would with a normal document.

the machine.

The formatted letter appears on the screen. You can save the letter, print ic,
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From the Main Menu

Auto Lctter 204

1. Switch the power on to display the Main Menu.

Processing

Communi- File Disk
calion Managament Applicalion

NMAIN MENUS

Word Spreadshest Addressbook Template

Auto Leller
Layout Reference

Typewruer

Deask Top

2. Insert the diskette that contains the Word Processing file that you want to

format.

3. Press 9 or use the cursor keys to highlight the Auto Letter Layout icon and
press RETURN. The list of the Word Processing files stored on the diskette

appears.

W Word
¥ Processing

LETTERLO.WPT
LETTER3 .WPT
LETTERE .WPT
LETTERS .WPT

LETTERY WFT

LETTER2 .WPT
LETTERS .WPT
LETTERE WPT

LETTERLL. WPT
LETTERA .WPT
LETTER? WPT

4. Use the cursor keys to highlight the file you want to format and press
RETURN. T/he AUTO LETTER LAYOUT FORMAT window appears.

<< AUTOLETTER LAYQUT FORMAT »>

l'lll
|
i I'

0 ||

;_.= e
SEMI- HANGING- QFFICIAL
BLOCH INDENTED STYLE




5. Use CURSOR LEFT and CURSOR RIGHT to select a format and press
RETURN to start automatic formatting of the file. This message appears:

Working....

The formatted letter appears on the screen. You are now in the Input/Edit
screen of the Word Processing application and you can save the letter, print
it, or edit it as you would a normal document.

You can press CANCEL instead of RETURN to return to the screen you had
before starting the application. However, if the application was entered from
the Main Menu, you will return to the edit screen of the chosen file.

The Auto Letter Layout application fails in the following cases:

¢ For all formats: If the application cannot identify a date, salutation,
complimentary close line.

* For the Official-style format: If it cannot recognize either the signature or the
identification line. '

* If you have more than two format marks on the first page of the original file.
* Ifthe first page of the original file contains charts or a table with frame lines.

s If the first page of the original file uses the multi-column format.

When the application fails, this error message appears:

Cannot use AUTO LETTER LAYOUT
for this file!
Press any key to continue.
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11. Desk Top Reference
(WP-7550J PLUS & WP-7550J only)

The Desk Top Reference application gives you access to the built-in dictionary or to
your user dictionary and provides you with powerful search tools.

Starting Desk Top Reference

1. Switch the power on to display the Main Menu.

WVIAIMN MEMNUS

| &

=1

Word Spreadsheet Addressbook Template Typewriter
Processing
7 N B [ be) o

e (i T

iaj = =

] ! =
Communi- File Disk Auto Letter Desk Top
cation Management Application Layout Reference

2. Press 0 or use the cursor keys to highlight the Desk Top Reference icon and
press RETURN. The Desk Top Reference screen appears.

lflfs Desk ﬁl?l )

Top

Roforence
T

: Usar Dictionaty
Mainlenance
BB (-tymaticnal ConecSpatimepafing cotvadion syrtan@109!

and Rogels | Eladranic Thesaurus 1985
by inoSot Iairalionsl, Inc.

liighs reasved.
Relumlo
MainMenu
e ol

3, Use CURSOR UP and CURSOR DOWN to select one of the funclions and
press RETURN.

¢ Word Reference: Displays the definition, hyphenation, and synonyms
for a specified word.

« Jumble: Gives a list of words made by rearranging the characters of a

specified word.
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s User Dictionary Maintenance: Edits your user dictionaries.

¢ Return to Main Menu: Returns to the Main Menu.,

Word Reference

This function is used to find information about a specified word. The information
includes definitions, hyphenation, and synonyms. If the specified word is misspelled
or includes a wild card character, a list of possibilities is displayed.

When you start Word Reference, this screen appears:

e WORD: MEANING(S):
!

| % and ? for WILD CARD

i <HYPHENRTION >

I svnoNyisE:

To search for a word, type the word in the entry field Word and press RETURN
to update the display. The information displayed next depends on the specified
word.

Wword Refarenci

If the specified word is correctly spelled, this screen appears.

i
i
] WQRD: MERNING(S):
enclose, et e 5 =
L] 2 1 .
it and ? for WILD CARD Verb! To surround and advance upon.
" CMYPHENATION ¥
s en-close
! SYNONYMI5):
f (lggn — — — — ~—— ~ T ™) i
shut in
fence
hem
wall To confine within @ limited ares.
i | coop
i | cace
. immure E

The Hyphenation box shows all the possible hyphenation positions. The
Meaning(s) box displays a list of short definitions and parts of speech.

The whole definition will appear within the frame that is at the bottom of the
Meaning(s) box.
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* You can move the cursor over these definitions using CURSOR UP and
CURSOR DOWN. The Synonym box will display synonyms of the word
that belong to the selected definition.

* You can use CURSOR LEFT to move the cursor to the Synonym box.
Then you can select a word using CURSOR UP and CURSOR DOWN.

Pressing RETURN will copy the selected word to the Word entry field. Pressing
CURSOR RIGHT or TAB scnds the cursor back w e Meaning(s) box.

If the specified word is not correctly spelled, this screen appears:

]
WORD: MEANINGIS):
peuty,

*and ? for WILD CARD

Speiling mislake!

B SUGGESTION(S)

P

" The machine will tell you that there is a spelling mistake. The Suggestion box will
display a list of correct words that resemble the misspelled word.

* You can move the cursor over these words using CURSOR UP or CURSOR
DOWN. Pressing RETURN will copy the selected word to the Word entry field.
Pressing RETURN a second time will show information about the word.

If the specified word is entered containing wild cards, you can enter a word using
wild cards, ™" or "2." The machine will try to find words that match your word
upon substitution of the wild card character. ™" can be substituted for a string of
characters of any length; "?" can be substituted for a single character.

Example: If you enter inti,, the machine searches for words starting with inti,
followed by any combination of characters.

intimacies and intimate are examples of matches.

If you type br?wn, the machine searches for words that are identical to
br2wn except for the third character. Brown is an example of such a
match.
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WORD: MEANING(S):

inti¥,

*and ? for WILD CARD

< HYPHENATICN >

My SUGGESTION(S)

! e ——

i i | intimacy
intimacy's

§ | intimate

intimate's

intimated

M| intimately

i ‘ﬂj intimates

" intimating

A | intimation

mal | intimation's

il | intimations

* You can move the cursor over the matching words using CURSOR UP
or CURSOR DOWN. Pressing RETURN copies the selected word to the
Word entry field.

Press MENU and make a selection from the Index menu to switch to another tool
or to return to the Main Menu.

Jumble

This function is used to search for words that resemble a specified word upon
character rearrangement. The machine will assemble all possible strings of a specified

length made of characters from the specified word. The strings that make actual
words are displayed.

When you start fumble, this screen appears:

el woRD:

Rl MINLENGTH: JUMBLES);
£

< HOW TO FIND JUMBLES >

1. Type ward that you wanl le Jumkie and
prass RETURN,

2.Press t, 4 to select MIN. LENGTH for
Jumble and prece RETUURN.

3. For cther eplions, press MENU.

1. Type a word in the entry field Word and press RETURN.

2. Use CURSOR UP and CURSOR DOWN to specify the minimum length of
the words and press RETURN.
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A maximum of 20 words will
appear in the JUMBLE box.

WORD:
arple
d MIN.LENGTH: JUMBLE(S):

2
2 I ———

_ 1 leap
5 pale
peal
rles

< HOW TG FIND JUMBLES >

1. Type word Ihal you wanl lo dumbie and
press AETURN,

2.Prass t, 4 to setac MIN. LENGTH lor
Jurnble and press RETURN.

3. For clher options, press MENU.

A list of words appear in the Jumble box. You can use CURSOR UP or
CURSOR DOWN to scroll the words and by pressing CURSOR LEFT on the
top word of the list, you are able to choose and modify the minimum number of
characters. When the cursor is in the Jumble box, press TAB and the cursor will

move to the Word entry field.
Example: The specified word is apple, and the specified minimum length is
4. The word apple contains 1 2,2 p’s, L land 1 e.
Using only those letters, the machine then writes all the possible strings of four or
more characters, and displays those that are actual words (apple, Lapp,...).

Press MENU and make a selection from the Index menu to switch to another tool
or to return to the Main Menu.

User Dictionary Maintenance

When User Dictionary
Maintenance is opened from
the Desk Top Reference, there
is no Exit in the Operate menu.
To exit User Dictlonary
Maintenance, you must either
go to another mode using the
Index menu or choose Retumn
to Main Menu.

This tool is also accessible from other applications. When you start User Dictionary
Mauintenance and there are no entries to the user dictionary, the following screen will
appear. For details, see “User Dictionary Maintenance” on page 76.

TOTAL:
[ | ¢ word(s)

LIsT:

<MESSAGE >

« HOW TO EDIT USER DICTIONARY >

To add, lype word and prass RETURN,
Press MENU lor other oplions.

¥ User Dictiorary €

Press MENU and make a selection from the Index menu to switch to another tool

or to return to the Main Menu.
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12 calculator

In the Calculator application, the screen displays a pocket calculator for basic
arithmetic. The results can be transferred to the Typewriter, Word Processing,
Spreadsheet, or Address Book screens.

Starting the Calculator

1. Press CODE + 8 (CALC) with any of these screens:
* Main Menu
+ Typewriter
* Word Processing Input/Edit screen
* Spreadsheet

» Addressbook (data input screen)

The Calculator window and this message will appear:
A second way the Calculator

can be started is by selecting
the calculator icon on the [pxces cODE + 7 to change NIM-L on/off. R to enter +/-, F to finish. 4]

main menu. (WP-7400J only)

The Calculator can be called
up only during normal input.
You cannot call up the
Calculator when the HELP
window is displayed, or when
a special function fike the
Thesaurus is activated.

Using Number Lock Mode (NUM LOCK)

A portion of the keyboard can be used like the numeric keypad of a pocket
calculator.
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Inputting Data

Use these keys to enter numbers and perform calculations:

Display Key Used for

1-0 Numeric keys 1 - 0 To entet numbers
or their equivalent
in Num Lock mode

Period Decimal point

+=*] + = */ or their The four operations: add,
equivalent in Num subtract, multiply, divide
Lock modc

+/- R To change the sign

c C or DELETE To clear the current input

AC A To clear all

= = or RETURN To get the result

S (W) w To exit the Calculator and

paste the result at the
current cursor position

IEl®)] F or CANCEL To exit the Calculator
BACKSPACE To delete a digit

Order of Calculation
Operations are carried out in the following order of precedence:

multiplication or division first; then addition or subtraction.

Example: To calculate 1+2*3=7,usc 1 + 2 * 3 =,

You can change the order of operation by calculating temporary results.

Example: To calculate (1+2)*3=9, use 1 + 2 =* 3 =,

Maximum length of humbers and precision

The maximum length of a number is 10 digits. If you enter more digits, they are
ignored.

Example: 1234567890 or 0.123456789 are accepted.
12345678901 is truncated to 1234567890 (1 is ignored).
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Storing a constant

If you enter the same operation
more than twice consecutively,
K disappears and reappeatrs
alternately with each additional
entry.

Clearing

When an error occurs during
calcuiation, -E- will appear. To
delete this, clear the whofe
mathematical equation with A.

If you enter the same operation twice consecutively, K appears on the screen and the
previous result is stored in a temporary memory. That result is automatically reused
if you neglect to enter an operation before a number.
Example: 5 + + (K appears and 5 is stored) 2 = gives 7.
Then, press 3 = 8 is displayed.

C clears the last entered number or operation.

Example: 1 + 2 C 3 gives 4 (2 has been cleared).

To clear an operation and replace it with another, you may also enter the second
operation. When you enter two or more different operations in a row, or only the

last operation is used.
Example: 1*+2 gives 3.

A clears all operations and numbers.

Returning to the Current Application

To quit the Calculator, press CANCEL or F.

If you started the Calculator with the Typewriter, Word Processing, Spreadsheet, or
Addressbook application, you can also press W to return to that application and
insert the last result on the Calculator at the current cursor position.
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13 Clip Board

The Clip Board copies a portion of a file into temporary memory, and pastes it into
another file. This makes it possible to transfer data between files and different
applications (Word Processing, Spreadsheet, Addressbook).

Each time you copy new data to the Clip Board, the new data overwrites the old
data. The Clip Board is cleared when the power is turned off.

Copying Data to the Clip Board

You can copy data to the Clip Board from the Word Processing, Spreadsheet, or
Addressbook applications.

1. Position the cursor on the first character of the block you want to copy.

2. Press MENU and select Block (Word Processing and Spreadsheet) or Record
(Addressbook); then select Copy to Clip Board. (Short cut: CODE + C
CLIP)

This message appears for Spreadsheet or Addressbook:

[Move cursor to end of block and press RETURN. J

This message appears for Word Processing:

Move cursor to end of block and press RETURN.
To jump to paragraph end, press SHIFT + €—, SHIFT + —.

3. Move the cursor to the end of the block and press RETURN. This message
appears:

[Data is stored in CLIP BOARD. ]

« If there is not enough free memory to store the selected data, the Clip Board
clears and this message appears:

Nat enough memory remaining!
Press any key to continue.

Clip Board 217



Pasting Data from the Clip Board

Clip Board 218

The contents of the Clip Board remains unchanged until you overwrite them or
switch the power off. This means that you are able to paste the contents of the Clip

Board more than once.

You can paste the contents of the Clip Board into the same file, in which case the
operation is equivalent to a block copy, except that you can copy the same data
many times in the same document.

You can also paste the contents of the Clip Board into another file. To do this, you
must open the target file after copying the data from the source file into the Clip
Board. The target file can be opened either in normal or dual mode.

1. Move the cursor to the position to be pasted.

2. Press MENU and select Block (Word Processing and Spreadsheet) or Record
(Addressbook); then select Paste from Clip board. (Short cut: P CLIP)

The following window appears:

<< PASTE FROM CLIP BOARD =»
Do you want lo paste this in file?

The quick brown fox jumps over the lazy dogd

DATAFROM: WORD PROCESSING
Use cursor lo select and press RETURN.

3. Use CURSOR LEFT and CURSOR RIGHT 1o sclect and press RETURN.
*  NO: Cancels the function.

* YES: Inserts the Clip Board data at the cursor's current position.

When you are pasting a Spreadsheet range into a Word Processing file, YES
is replaced with YES AS TABLE and YES AS TEXT. Select YES AS
TABLE when you want the range to be automatically formatted as a table
with frame lines. Select YES AS TEXT when you want to paste the text
only.

If there is not enough free memory to store the Clip Board dasa into the file, this
message appedrs:

Press any key to continue.

[ Not enough memary remaining! ]

However, for Spreadsheet, this message appears:

Paste CLIF BOARD incomplete. Memory fulll
Press any key ta continue.




Copy/Paste from Word Processing to Word Processing

Data is inserted at the current cursor position and is formatted the same way as
when you use the Block Copy function.

Copy/Paste from Spreadsheet to Word Processing

If you select YES AS TEXT, the data is inserted as a block of text, the way it appears
on the PASTE FROM CLIP BOARD window. Type Style, Font, and Size are reset

to the values at the cursor position.

If you select YES AS TABLE, the data and table is inserted starting from the next
line. The font is automatically set to Brougham and the font's point size is set to
match the point size that is currently set at the cursor position.

» If the table cannot fit between the margins, this window appears:

Table will be truncated!
OHK to cancel table insart?

Use cursor o seecl and press RETURN.
[TES] {NOJ

* YES: Cancel the table insert and return to the previous display.

e NO: Table will be truncated (Some of the table will be chopped off to make the
table fit.)

« If one cell is too large to fit between the margins, the following message appears:
Cannot insert tahle!
Press any key lo continue.

Pressing any key returns the previous screen without inserting the table.

o A frame cannot contain more than 22 rows or more than 30 columns. If the Clip
Board data exceeds that limit, this message appears:

!Crossed positions full. Cannot insert table lines.

In that case, the data will be inserted without the table lines.

Copy/Paste from Addressbook to Word Processing

The data is inserted as a block of text, the way it appears on the PASTE FROM
CLIP BOARD window. Type Style, Font, and Size are reset to the values at the

cursor position.
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Copy/Paste from Word Processing, Addressbook to Spreadsheet

The pasted data overwrites existing data in the Spreadsheet. All data is considered
alphanumeric and will be lefi-aligned in the cells. A line in the Word Processing file
or a record in the Addressbook file becomes a single cell in the Spreadsheet file (in
the column that you selected as the pasting position).

If data longer than 238 characters is found, the additional characters are ignored,
and this message appears:

[Truncated data exists. )

Copy/Paste from Spreadsheet to Spreadsheet

The data from the Clip Board overwrites the target range as when you use the Block
Copy (A Range of Cells) function.

Copy/Paste from Word Processing or Spreadsheet to Addressbook

The pasted data will be inserted in existing data in the Addressbook. A line in the
Word Processing file or a row in the Spreadsheet file becomes a single record in the
Addressbook file. The record is divided into different items according to the width
of the columns in the Addressbook.

If data longer than the length of a record is found, the remaining characters are
ignored, and this message appears:

[Truncated data existe.

Copy/Paste from Addressbook to Addressbook

The pasted data will be inserted in existing data at the cursor position. The machine
pastes the first column of the Clip Roard data inte the first calumn of the

destination file, and so on. If a label width in the Clip Board is larger than the label

width of the destination file or when the number of labels in the destination file is
insufficient, the data of that label is truncated, and this message appears:

[Truncated data exists. » ]
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Appendix

100 Graphic Art Images

The standard Graphic Art
Images disk are READ only.
Therefore, if you edit these
images, we recommend that
You save them onto another
disk.

There are also 100 graphic art images stored on the standard Graphic Art
Images diskette as follows. These images allow you to create personalized
letter heads, fancy invitations, newsletters, etc. 100 graphic art images are
shown on the following pages. The file name of each border or graphic is
listed at the bottom of each graphic. The borders are accessed by the Frame
Print function and the other graphic images are accessed by the Graphic Ast
Print function.

BOh

BUNNY BORDERI1 B-DAY
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100 GRAPHIC ART IMAGES

747

ACCENT

ANNOUNC

Mmm@ouc 'ln "

BABY

BALOONS BAREFEET BASEBAL BAT BIGEVENT
BILL BLACKCAT BORDERI1 BORDER2 BORDER3
(8.2
~ S
BORDER4 BORDERS BORDERé6 BORDER7 BORDERS

BSNSMAN

BSNSWMN

BUNNY

CAR

CHAMPGN
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CHECK CHEETAH CHURCH CONGRAT CROSS
(-3
CRUISE CUT DOG
FIRST CLASS

EGGHEAD FIRECRKR FIRST FISH FIST

FREE!

.

FLAG FOOTBAL FREE FUNBUS GOLF
W‘HM GRAND OPENING Seasons ng£m34 ‘MWP@ Hanukkoh
GRAD GRAND GREET HANDSHK HANUKKAH
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HAPPYHOL HOT-AIR JACKOLN JOY KITTY
LIMO LINCOLN LIPS MARTINI MODEL

®

MOONDUDE NEW NEWBURST NOSMOKE

NOTE NOTES PAPERCLP PARTY PIGGYBNK
< 4

PINAPPLE PUSHPIN REMINDER ROSE RUSH
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SALE

£sAavE ¢

KYLFLUSH SALE1 SALE2 SANTA SAVE
SCHOOL SHAMROCK SKULLBNS SOLDSIGN STAR
g@ THANK-OU
7 ot
STARDUDE SUNDUDE TEARDROP TENNIS THANK
Jr—
TRACK TROPHY UMBRELLA VALENTN WAITER
T
i)
WASHNGTN WEDDING WREATH XMASBELL YOU
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Extra character table
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Troubleshooting

Your Whisperwriter has been manufactured to give you years of trouble-free
use. In the rare case that trouble does happen, you will probably be able to
find the solution in the table below. If you cannot, please do not attempt to
repair the machine yourself. Instead, please contact your Brother dealer.

Trouble Remedy
Nothing works after Check that the power cord is plugged in.
the machine has been
switched on.

Printout is impossible
or difficult to read.

Check that the ink cartridge is installed correctly. (Please refer to
Installing/replacing an ink-jet cartridge on page 14.)

Check that there is ink in the cartridge.

Press CODE + SHIFT + INK CHG to clean the head. If printout is still
difficult to read, press CODE + INK CHG. Aftcr the print hecad moves
to the left, replace the ink cartridge. Then press RETURN to clean the
head. Repeat this operation several times if necessary.

Back of paper is stained
with ink.

The main roller is stained. Feed two or three sheets of paper through
the printer to clean the roller.

Ink runs on the paper.

Try printing on the other side of the paper. If this does not solve the
problem, try other types of paper.

White horizontal lines
appear in the printed
text.

The printer and the print head on the cartridge are not properly
connected. Remove and reinsert the cartridge. (See Replacing the Ink-
jet Carcridge for more information).

Paper jams.

If the paper jams while you are using the cut sheet feeder, first remove
the cut sheet feeder then remove the jammed paper.

All seems normal after
the machine hag heen
switched on, but

nothing is displayed.

Adjust the brightness controller.
Check that the cable is firmly connected to the CRT display.

Disk operation is not
possible.

The diskette has been damaged, or a television set or the CRT display
is located too close to the disk drive. Try with another diskette and/or
move the word processor.
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Error messages

Please consult the following table when an error message appears.

Press any key
to continue.

detected.

Message Cause Remedy
Check Malfunction of the Press any key to erase the
printer! printer mechanism message, turn the power off,

then on again and check to
see if the printer moves
correctly. If the error message
reappears, consult your dealer.

Press any key
to continue.

CPU.

Malfunction at a Turn off the power and
Incorrect soldering point consult your dealer
spec! detected. immediately.
Press any key to erase the
brinter Malfunction rﬁcssage, turn thcd p(;lweli off,
detected in the slave | €7 Of 2gin and check to
error!

see if the printer moves
correctly. If the error message
reappears, consult your dealer.

RAM down!

Malfunction
detected in your
machine’s Random
Access Memory.

Turn the power off and
consult your dealer
immediately.
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Specifications

Display: CRT, 800 x 324 dot

Keyboard: 65 keys

Auto repeat function

Printer:
Print method:
Print speed:
Paper capacity:
Print capacity:

Ink-jet Cartridge:

Font type:

Font size:
Memory

Text memory:

External memory:

General
Voltage:

Built-in ink jet printer

300 x 300 dpi ink jet printing

160 cps (for regular & fine mode printing)
304.7 mm (12 in.)

231.14 mm (9.1 in.)

Approx. 1,000,000 chr. / cartridge in regular
print mode*

Tennessee, Helsinki, Brougham, US, Calgary
10, 12, 18, 24, 36 point

70K
1.44M/720K (formatted) 3.5" floppy disk

120V

* Estimated by using standard text in 12 point, Brougham font.

Compatible accessories

Obtain supplies from your nearest authorized Brother dealer. Brother cannot
be held responsible for difficulties caused by the use of unauthorized supplies.

Supplies
MFD-80
IN-700
CF-710
MO-700

Package of ten HD 3.5" disks, 1.44MB
Ink-jet Cartridge

Cut Sheet Feeder

Data Modem (WP-7550] & WP-7550] only)
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Glossary
T ———————————————

Abbrevi.ated }f)hrase: A function that allows you to enter phrases you use frequently by typing an abbreviation rather than the
entire phrase.

Absolute address: A spreadsheet cell address specified in a formula that is not updated if you change the layout of your
spreadsheet.

Accelerator keys: Letter keys which will activate respective functions and are the underlined letters on function menus or
pull-down menus.

Address: The position of a spreadsheet cell, designated by its column letter and row number.
Address block: In a letter, the area in which the recipient’s address is shown.

Alphanumeric data: Data entered into a spreadsheet that cannot be calculated.

Application: A program such as word processing, spreadsheet, or Addressbook.

Argument: The information such as a value or cell address, which you must supply when using a math function in the
Spreadsheet application.

ASCII file: A text file for which all special formatting has been eliminated and consists of only ASCII codes,
Backup: A copy of your data on a separate diskette that you keep in case your original data and/or diskette is damaged.

Block: An area of text that you can copy, delete, or move to another part of that document or to another document in Word
Processing, Spreadsheet or Addressbook applications.

Body block: In a letter, the main body of text.

Bold: To make characters thicker than normal, or characters which are thicker than normal,

Calculator: An application that enables calculations to be made on the screen.

Center tab: A tab used to center text at that position.

Cell : The area on a spreadsheet that is located at the intersection of a row and column. It is where one piece of data is stored.
Centering: A Word Processing function which centers text between margins.

Change screen: A function used with the dual display mode to change the active file, that is, to move the cursor between the
two files displayed on the screen.

Character keys: Keys that produce a letter or symbol.
Chart symbol: A symbol that indicates that there is a chart beginning from chat line.
Clip Board: Memory for storing data that you want to put at another location.

Column: In Addressbook, a vertical group of information that represents one category, such as names or addresses. In
Spreadsheet, 2 vertical group of cells extending from the tap of the worksheer area to the hottom and which is one cell

wide.
Command mode: The state in which you can access the function menu by pressing MENU in the Spreadsheet application.

Complimentary close line: In a letter, a line containing ending words and phrases such as “Sincerely”, or “Truly yours™. In
the Auto Letter Layout application, the complimentary close line must contain more than five and up to 30 characters

and followed by a comma and RETURN.

Conversion: Changing computer data into a form that can be used by a different computer system or program. This
machine allows you to convert a Word Processing file into an ASCII file and vice versa, as well as a Spreadsheet file into a

Lotus® 123®file and vice versa.
Cursor: 1) A small blinking box used to select a position on the screen.

2} A long illuminated block used to select menu items by highlighting them.
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Cursor keys: The four keys with arrows on them. The cussor is moved by pressing these keys.

Cut sheet feeder: A paper feeder, available as an option, that automatically feeds individual sheets of paper.

Date line: In a letter, a line showing the day's date.

Decimal tab: A special tab used to align a column of numbers by their decimal point rather than by the first character.
Denominator: The bottom half of a fraction or equation.

Direct number: Spreadsheet data consisting of digits and possibly a decimal point, that can be used in calculations.
Disk Drive: The mechanism that writes data to and reads data from diskettes.

Diskettes: A thin, magnetic-coated disk on which computer data can be stored. This machine uses 3.5-inch floppy diskette.
Double sort: Rearranging data according to two specified conditions.

Dual display: Displaying two files (not necessarily from the same application) on the screen.

Enclosure notation: In a letter, a line containing information on attached materials.

Entry field: On the Data Input screen in the Addressbook application, each data entry area.

Exponentiation: A notation that indicates the number of times a number is to be multiplied by itself. In the Spreadsheet
application, 2°is displayed like 2#3 and means 2x 2x 2.

Extension; Characters added to the end of a file name after a period to identify in which application the file was created.
Extra Character: Foreign language characters, special marks and common symbols are available for use in your files.

File: The unit in which data is stored on the diskette, for example, a single Word Processing document, Spreadsheet, or
Addressbook file.

Floppy diskette: See Diskettes.

Font: A specific printing style that is assigned to the characters set. You may use one font or a combination of fonts within
one file. (Tennessee, Helsinki, etc.)

Font Size: The height and width of a character is determined by the selected point size.
Font & Size: Screen that allows you to select both the font and the size of the font for typed characters.
Footer: A line of text printed at the bottom of every page in a document.

Format: The visual arrangement of text on a page, determined by such factors as margin and tab settings, justification,
centering, etc.

Format change symbol: A symbol indicating that there was a format change, such as Justify on/off.
Formatting: See Initializing,

Format mark: Symbols that designate spreadsheet data as alphanumeric data, and can also be used to place data flush right or
flush left in cells.

Formula: Numeric data entered on a spreadsheet consisting of operators, operands, and parentheses that directs the system to
petform a calculation. ) ‘

Frame: A set of horizontal and/or vertical lines such as those used in forms and tables.
Function key: A key thar initiates a specific operadion. The MENU Key is an example of a function key.

Function menu bar: A bar-shaped area that appears across the top of the screen that contains pull-down menu names. Itis
made available by pressing MENU.

Graphics: Any non-alpha/numeric image that you add to your document, such as vertical/horizontal lines, charts, and graphs.
Header: A line of text printed at the top of every page in Word Processing files.
Help window: A window that shows a list of short-cut keys.

Hyphen scan: A Word Processing function that scans your document for lines of text with long blank spaces caused by the
ward wrap fiinction.
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Identification line: In a letter, the line containing the name of the sender.

]uilia].izing: A process by which the system divides a diskette into sections that organize the storage of your files. If the
diskette contains data, the system will delete it during formatting,

Ink-jet cartridge: An accessory needed to supply ink for printing.

Input area: In the Spreadsheet application, the upper row where the cursor moves to when inputting data.
Input/Edit screen: In the Word Processing and Addressbook applications, the screen where you enter data,
Insert mode: The mode in which you can insert text at the cursor while “pushing” other text further on.
Integer: A whole number (without any fraction or decimal places).

Justify: A Word Processing function used to adjust each line end to the right margin by evenly adding extra space between
words.

Label: A string of characters that identifies each category of information in an Addressbook file.

Label printing: A method for printing Addressbook records on envelope labels.

Leader tab: A tab used to enter a line of dots from the position where TAB is pressed up to the next tab stop.
Line framing symbol: A symbol indicating that there is a frame beginning on that line.

Line out: A function that quickly erases all characters before the cursor on the current line.

List printing: A method for printing Addressbook records as a list.

Memory: A part of the Whisperwriter that temporarily stores data. The contents of the memory are cleared when you turn
off the Whisperwriter.

Merge printing: A function for printing a Word Processing document incorporating Addressbook records (such as addresses)
in desired positions.

Non-character key: Keys that don’t provide letters or symbols. Non-character keys activate the functions indicated on their
respective key tops.

Normal tab: A tab stop used to left-align text with chat position.
Numeric data: Data entered in a spreadsheet that can be used in calculations.

Operand: The data in a spreadsheet formula on which a mathematical operation will be performed. In a spreadsheet
formula, an operand can be a number, address, function, or formula enclosed in parentheses.

Operator: The character in a spreadsheet formula that specifies the mathematical operation to be performed (+, -, #, *, and /).
Overwrite mode: The mode in which inserting text at the current cursor position deletes the text at that position.

Page break symbol: A symbol that ends a page and starts a new page.

Pamgraph break: The end of a paragraph formed by pressing RETURN. The paragraph break symbol < is displayed.

Permanent hyphen: A hyphen to protect words from being separated on two lines. Words with a permanent hyphen
between them are treated as if they are one word.

Permanent space: A space to protect words from being separated on two lines. Words with a permanent space between them
are treated as if they are one word.

Point: The unit used to express the size of characters. 72 points = 1 inch.

Print Preview: A screen illustration of your typed document displayed to give an overall format layout before printing,
Prompt: A message or format displayed on the screen that requires the user’s response.

Pull-down menu: A list of functions that appears below the menu name when the menu name is selected.
Recalculation: Redetermining the results of all formulas in a spreadsheet to incorporate new or changed data.

Record: One listing in an Addressbook file, for example, the name, address, and telephone number of one individual.
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Relative address: A spreadsheet cell address that gives the location of a cell in relation to its position from another cell. This
address updates when the spreadsheet document's layout changes.

Right margin flush: Aligning text with the right margin.

Root directory: The original file directory of a tree structured file system. The root directory exists even if the user does not
make any other directories.

Row: On a spreadsheet, a horizontal line of cells that extends from the extreme left of the worksheet area to its extreme right.

Salutation line: In a letter, the line before the body of the letter, containing a phrase beginning with the likes of “Dear”, or
“Ladies and Gentlemen."

Scale: The line at the top of the display that shows the horizontal position of the cursor as well as the position of the right and
left margins and tab settings.

Scroll: To quickly move through the data display area when all the data cannot fit on the screen. As old data disappears from
one edge of the screen, new data appears at the opposite edge,

Search: A Word Processing, Spreadsheet, and Addressbook function to find a specified string of characters.

Select: A Spreadsheet and Addressbook function to list data that match the specified conditions.

Self-demo: A program that shows you examples of a Spreadsheet, Word Processing, and Addressbook documents.
Short-cut keys: A combination of keys to activate a function without selecting the function from the function menus.
Signature block: In a letter, an area where the sender signs his or her name.

Soft hyphen: A hyphen entered with CODE + S or inserted with hyphen scan function.

Soft space: A normal space produced by simply pressing SPACE BAR.

Sort: To reorganize Spreadsheet or Addressbook data in either alphabetic or numeric order {or reverse order).

Spell check: A function that checks your text for misspelled words and displays a list of possible corrections.

Split size: A function used to adjust the ratio of the displayed portion of files when two are shown on the screen,
Status line: The area at the top of the screen showing thie name of the file you are working on, and other current settings.
Subdirectory: Directories created below a root file directory or other file directories, by the user.

Subscript: Characters printed slightly lower than normal characters.

Superscript: Characters printed slightly higher than normal characters.

Symbols: Special dliaracters that can be induded i your decumens.

Tab: A key that moves the cursor (and text) to the next preset tab stop. Tabs can align text in various ways. For example,
decimal tab aligns numbers by their decimal points.

Text area: In the Word Processing Input/Edit screen, the range over which you can move the cursor and enter data.
Tutorial: A program that shows how to use the Word Processing application.
Type style: An attribute, such as underlining, that is given to your typed text to add effect.

User dictionary: A list of words that are not in the Spell Check’s standard dictionary and which are entered by the user. The
Spell Checker consults this when checking spelling in your document.

Word out: A function that allows you to quickly delete the word immediately before the current cursor position.

Word wrap: This function allows you to type a paragtaph continuously pressing return. When a word is going beyond the
right margin, the word will be moved to the next line automatically.

Write protection: Protecting a diskette from accidental erasure by setting the write-protection switch in Read Only position.

Wild card character: A character induded in a character string to represent one or more unknown characters when scarching
for a character string. In this machine, “?” is used to represent one unknown character in a string, and * to represent one
or more characters.

?

Worksheet area: The area in the spreadsheet application where the data is entered and manipulated. This area is divided into cells.
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Abbreviated Phrase
Creating a File 72
Maintenance 71, 126, 155
Abbreviated Phrase Memory 71
About Communication Files 160
About Modems 157
Absolute Address 114
Adding a Word to the User Dictionary 77
Address Block 201
Addressbook 131
Addressbook screens 132
Data Input Screen 133
View Screen 132
Description of 26
Starting Addressbook 131
Working with Addressbook 133
Addressbook Function Menu
Edit Functions (View Screen) 138
Select 138, 139
Sort 138
File Functions 133
Input Functions 134
Bottom Record 134
New Record 134
Top Record 134
Jump Functions (Data Input Screen) 146
Bottom Record 146
New Record 146
Search 146
Top Record 146
Label Functions (Data Input Screen) 147
Change Label Name & Width 147
Delete Label 147
Insert Label 147
Label Functions (View Screen) 136
Change Label Name & Width 136, 138
Delete Label 136, 137
Insert Label 136, 137
Option Functions (Data Input Screen) 147
Print Functions (View Screen) 140
Print 140, 142
Print Record ON/OFF 140
Record Functions (View Screen) 134
Copy 134, 135
Copy to Clip Board 134, 138
Delete 134, 136
Insert 134, 136
Move 134, 135
Paste from Clip Board 134, 136

Index

Screen functions (Data input Screen)
Change Screen 147
Return to View Screen 147
Split Size 147
Screen functions (View Screen) 140, 147
Change Screen 140
Split Size 140
All Off (Spreadsheet) 109, 114
Application
Descriptions of 26
Application Description 26
Applying Auto Letter Layout 203
From the Main Menu 204
From the Word Processing Application 203
Attaching
Monitor Stand to Monitor 5
Auto Letter Layout 201
Address Block 201
Applying Auto [ etter Layout 203
from the Main Menu 204
from the Word Processing Application 203
from Word Processing 79
Body Block 202
Complimentary Close Line 202
Creating the Letter 201
Data Line 201
Description of 27, 71
Enclosure Notation 202
Identification Line 202
Salutation Line 202
Signature Block 202
Auto Log-In 169
Executing Auto Log-In 170
Recording Auto Log-In 169
Auto Page Numbering 48
Auto Return On/Off 153, 154

Backing up Diskettes 22
Basic Editing 37
Basic Typing
Typewriter 153
Word Processing 34
Block Functions 60, 114
Body Block 202
Bold
Text Style in Spreadsheet 109, 110
Bottom Record
in Addressbook (Data Input Screen) 146
in Input Menu (Addressbook) 134
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Calculation Method 118, 124
Calculator 213
Clearing the Calcutator 213
Description of 27
inputting Data 214
Order of Calculation 214
Maximum Length of Numbers & Precision 214
Quitting the Calculator 215
Starting the Calculator 213
Storing a Constant 215
Using Number Lock Mode 213
Cancel key 25
Cautions & Warnings
General Cautions 4
Meaning of
Caution Symbol 1
Warning Symbol 1
shock warning 4
Cautions when Using the Cut Sheet Feeder 11
Center tabs 55
Centering
Text in Spreadsheet Cells 103, 104
Text in Typewriter 153
Text in Word Processing 44, 48
Change Label Name & Width
Addressbook{Data input Screen)} 147
Addressbook(View Screen) 136, 138
Change Screen 127
Data Input Screen 147
in Addressbook (View Screen) 140
in Word Processing 81
Changing Label Print Settings 144
Changing Label Settings 142
Changing Page Setup (Addressbook) 143
Character Code Table 175
Character Keys 23
Chart
Examples of Different Types €56
Check All 126, 155
Check 71, 74
Capitalization Mistakes 76
Misspelled Words 74
Redundant Words 76
Check During Typing ON/OFF
in Typewriter 155
in Word Processing 71, 76
Cleaning the Print Head 18
Clear
a Block of Cells in Spreadsheet 114, 117
Data from the Calculator 215
Clipboard 28, 217
Copy/Paste from Addressbook to Addressbook 220
Copy/Paste from Addressbook to Word Processing
219
Copy/Paste from Spreadsheet to Spreadsheet 220
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Copy/Paste from Spreadsheet to Word Processing
219
Copy/Paste from Word Proc. or Spreadsheet to
Addressbpp! 220
Copy/Paste from Word Processing, Addressbook to
Spreadsheet 220 '
Copy/Paste from Word Processing to Word Pro-
cessing 219
Copying Data to 217
Pasting Data from 218
Close File
in Word Processing 38
Code Key 25
Column Width 118
Command mode in Spreadsheet 89
Communication 157
About Modems 157
Auto Log-In 169
Character Code Table 175
File Functions 161
CompuServe 161
New Set Up 161, 163
Open File 161, 165
Quit 161, 167
Save File 161, 166
Opening a Communication File 159
Phone Functions 167
Dial 167, 168
Disconnect 167, 170
Transfer Functions 170
Receive ASCII FILE 170
Send WP TEXT 170
Transmitting Control Codes 176
Using a Communication Parameter File 159
using a Communication Parameter File
about Communication Files 160
Using Communications 158
Communication Functions 161
Complimentary Close Line 202
CompuServe 161 ’
Connnecting
the Equipment 6
the Modem &
the Monitor 6
to Power 6
Convert Functions 187
Converting Spreadsheet Files
Brother to Lotus 1-2-3 191
Lotus 1-2-3 to Brother Format 192
Converting Word Processing File Formats
Brother Format to PC Text 187
PC text to Brother Format 189
Copy
a Block of Records (Addressbook) 134, 135
a Block of Text (Word Processing) 60, 61
Copy to Clip Board
from Addressbook 134, 136



from Spreadsheet 114, 117, 220
from Spreadsheet to Word Processing 219
Copy to Clipboard
from Addressbook 219, 220
from Word Processing 60, 62, 219, 220
Copy(a range of cells) 114, 115
Copy(One Cell to Other Cells) 114, 116
Copy Format 52, 58
Copy Graphic 63, 70
Copy to Clipboard 217
Create New Chart 63
Creating a New File 31
Creating the Letter 201
Currency 109, 111
Cursor Keys 23, 37
Cut Sheet Feeder. See Optional Cut Sheet Feeder
Cut Sheet Feeder ON/OFF 155

D

Data input Screen 133
Date Line 201
Decimal Tabs 55
Delete
a Block of Records (Addressbook) 134, 136
a Block of Text (Word Processing) 60, 61
a Label from Addressbook
Data Input Screen 147
View Screen 136, 137
in Spreadsheet 118, 122
Delete All 185
Delete Graphic 63, 70
Deleting Text 38
Deleting Data from a Chart 64
Deleting Format 52, 58
Desk Top Reference
Description of 27
Jumble 210
Starting Desk Top Reference 207
User Dictionary Maintenance 211
Word Reference 208
Dial 167, 168
Direct Numbers 94
Diractory Read 185, 186
Disconnect 167, 170
Disk Application 195
Description of 27
Tutor/Self Demo 200
Using Frame Print 198
Using Graphic Art Print 195
Diskettes 20
Backing Up 22
Initializing New Diskettes 21
Write Protecting 22
Dual Display 27

E

Edit Chant 63, 67
Edit Functions
in Addressbhook (View Screen) 138
in Spreadsheet 103
in Typewriter 153
Edit Thesaurus
Typewriter 155
Word Processing 71, 80
Editing a Frame 69
Editing an Exisiting File 31
Editing Headers and Footers 48
Editing the User Dictionary 78
Enclosure Notation 202
Entering and Editing Data in Spreadsheet 91
Executing Auto Log-In 170
Exit from a Header or a Footer 48
Exit Function 155

F

Feeder Function 155
Feeding Paper
with the Cut Sheet Feeder 12
File Copy 182
File Delete 182, 183
File Functions 103, 133, 161, 182
File Management 38, 43, 179
Convert Functions 187
Converting Spreadsheet files
Brother to Lotus 1-2-3 191
Lotus 1-2-3 to Brother 192
Converting Word Processing File Formats
Brother to PC Text 187
PC Text to Brother 189
Description of 27
Disk Functions
Directory Read 185, 186
Disk Functions
Delete All 185
Initialize Disk 185
File Functions 182
File Copy 182
File Delete 182, 183
Rename 182, 183
Return to Main Menu 182, 184
IBM PC Code Page 437 193
Making a Backup Copy of a Diskette 181
Starting the File Management Application 179
File Name Extensions for Template Files 149
Fill 103, 105
Final Points about Charts 67
Find Position 154
Fixed 109, 111
Font & Size
Typewriter 154
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Word Processing 49, 52, 53, 60, 62 Inserting Text 38

Footer 44, 48 Installing the First Ink-jet Cartridge 15
Format Marks 93 Installing the Optional Cut Sheet Feeder 8
Formula Text 109, 113 J
Formulas 95
Function Keys 25 Jumble 210
Function Mark ON/OFF 81 Justify
Function Menus 27 Text in Typewriter 154
G Text in Word Processing 44, 45
Getting Started 1 K
Graph?c Art Prirjnt (Wp-~7550d only) 28 Keyboard 23
Graphics Functions 63 Keys
H Cancel 25
Character Keys 23

Header 44 Code 25
Help Windows 28 Cursor Keys 23, 37
Hot Zone 153 Function Keys 25
Hyphen Function 34 Keypad Keys 24
Hyphen Function Menu Key 25

Normal Hyphen 34 Return Key 25

Permanent Hyphen 34

Soft Hyphen 34 L
Hyphen Scan 44, 49 Label Functions 136, 147
| Layout 83, 85

Leader Tab 55

IBM PC Code Page 437 193 Left Alignment of Data (Spreadsheet) 103, 104
Identification Line 202 Line Framing 63, 68
Initialize Disk 185 Line Indent 55
Initializing Diskettes 21 Line Spacing
ink-jet Cartridge 14 Typewriter 154
Ink-jet cartridge Word Processing 52, 56

Handling Tips 14

installing 15 M

Replacing 16 Main Menu Screen 26

input Area 89
[nput Functions in Addressbook 134
Input/Edit Mode 88
Input/Edit Screen
Spreadsheet 89
Status Line 89
Typewriter 152

Making a Backup Copy of a Diskette 181
Margins & Tabs (Typewriter} 154

Margins & Tabs (Word Processing) 49, 52, 54
Maximum Length of Data 93, 214

Menu Key 25

Merge Code 44, 50, 51

Merge Printing 85, 145

chd rrocessing Modem 3
cale 3?’ Connecting to the System 6

Status Line 32 Monitor 3

Text Area 33 opttor = : .

. Connecting to the Main Unit 6

Inputting a Range 98 Monitor Stand 5
Inputting Data into the Calculator 214 Move
Insert 118, 121 a Block of Records (Addressbook) 134, 135
Insert (Addressbook) 134, 136 a Block of Text (Word Processing) 60
Insert Label a Range of Cells (Spreadsheet) 114, 115

Data Input Screen 147 Moving Around the Screen 90
View Screen 138, 137 Moving the Cursor

Inserting and Removing a Diskette 20 Spreadsheet 90
Inserting Merge Codes in your Document 51 Word Processing 37
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Multi-column

in Word Processing 52, 56
Multi-column Layout

Typing Text in 57

N

New Record
in Addressbook (Data Input Screen) 146
in Input Menu (View Screen) 134

New Set Up 161, 163

No Display 109, 113

Normal Hyphen 34

Normal Tabs 55

Number Lock
Mode in Calculator 213

o

Open File for Dual Command

in Word Processing 38, 40
Open File Command
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in Word Processing 38, 39
Opening a Communication File 159
Opening a Template File 149
Operation Overview 26

Main Menu Screen 26
Option Functions 71, 126, 147, 155
Optional Cut Sheet Feeder

Installing 8
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of a Formula 96, 214

P

Page Break 35
Page Setup

Spreadsheet 129

Word Processing 52, 58
Page Setup

Typewriter 154
Paper

Feeding Paper 12
Paragraph Break 35
Paragraph Indent 35, 55
Parts of Your WP-7400J/WP-7550J 2
Paste from Clip Board 218

into Addressbook 134, 136

into Spreadsheet 114, 117
Paste from Clipboard

into Word Processing 60, 62
Percent 109, 112
Performing Calculations in Spreadsheest 94
Permanent Hyphen 34
Permanent Space 34
Phone Functions 167

Precautions 4
Print 83, 140, 142
Print Area 128
Print Frozen Title 129
Print Functions 128, 140
Print Head
Cleaning 18
Print Options
Cut Sheet Feeder 129
Print Point 129
Print Quality 129
Print Record ON/OFF 140
Printing
Addressbook Labels 140
Addressbook List 142
from Spreadsheet 128, 130
Merge Printing 85
Word Processing Documents 83

Q

Quit
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R

Range of Cells 97
Range Protect 118, 123
Recalc 118, 123
Receive ASCII FILE 170
Record Functions 134
Recording Auto Log-In 169
Relative Address 114
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Rename 182, 183
Replace
in Spreadsheet 103, 104
in Word Processing 44, 47
Replacing a Used Ink-jet cartridge 16
Return Key 25
Return to Main Menu 155, 182, 184
Return to View Screen 147
Right Alignment of Data (Spreadsheet) 103, 104
Right Margin Flush
Typewriter 153
Word Processing 44, 45, 48

S

Salutation Line 202
Sample Document 29
Save File

in Communication 161, 166
Save File

in Word Processing 38, 40, 42
Scale 33, 153
Scale Line ON/OFF 81
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Screen Functions 81, 127, 140, 147
Screens in Addressbook 132
Search
In Addressbook (Data Input Screen) 146
In Spreadsheet 103, 104
In Word Processing 44, 46
Select
in Addressbook 138, 139
In Spreadsheet 103, 106
Selecting Records for Merge Printing 145
Self Demo 28
Send WP TEXT 170
Set Up ( of your maching) 5
Setting the Print Options 128
Sheet Functions 118
Signature Block 202 '
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Soft Space 34
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in Spreadsheet 103, 105
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Permanent Spaces 34
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Special Characters 35
Split Size 127
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in Word Processing 81
Spreadsheet
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Move 114, 115
Paste from Clip Board 114, 117
Command Mode 89
Description of 87
Descriptions of 26
Direct Numbers 94
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Search 103, 104
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Entering Data
General Procedure 91, 92
File Functions 103
Format Marks 23
Formulas 95
Functions 99
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Abbreviated Phrase Maintenance 126
Check All 126
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Print Point 129
Print Quality 129
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Starting the Application 88
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Starting Applications 27
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Starting the Typewriter application 151
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Status Line. 32, 89
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Storing a Constant 215
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Style Notes 109
Supplemental Programs 28
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Tab 35
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Description of 149
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Tips for Using Files 39
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Top Record
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Transfer Functions 170
Transmitting Control Codes 176
Tutor/Seif Demo 200
Tutorial 28
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Description of 28
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Shock Warning 4
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Auto Page Numbering 48
Basic Editing 37
Block Functions 60
Copy 60, 61
Copy to Clipboard 60, 62
Delete 60, 61
Font & Size 60, 62
Move 60
Paste from Clip Board 60, 62
Type Style Add 60, 62
Type Style Change 60, 62
Creating a New File 31
Creating and Editing an Abbreviated Phrase File 72
Deleting Text 38
Description of 26
Edit Functions
Replace 44, 47
Edit Functions
Centering 44, 48
Footer 44, 48
Header 44
Hyphen Scan 44, 49
Justify 44, 45
Merge Code 44, 51
Right Margin Flush 44, 45, 48
Search 44, 46
Editing a Frame 69
Editing an Existing File 31
Examples of Different Types 65
File Functions 38
Close File 38
File Management 38, 43
Open File for Dual 38, 40
Quit 38, 41
Save File 38, 40, 42
Tips 39
File Menu
Open File 38, 39
Final Points about Charts 67
Graphics Functions 63
Copy Graphic 63, 70
Create New Chart 63
Delete Graphic 63, 70
Deleting Data from a Chart 64
Edit Chart 63, 67
Line Framing 63, 68
Input/Edit Screen
Scale 33
Status Line 32
Text Area 33
Inserting Text 38

Merge Code 50
Merge Printing 85
Option Functions 71
Abbreviated Phrase Maintenance 71
Auto Letter Layout 71, 79
Check All 71, 74
Check During Typing ON/OFF 71, 76
Type Thesaurus 71, 79, 80
User Dictionary Maintenance 71, 76
Print Functions
Print 83
Printing and Previewing the Document
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Screen Functions
Change Screen 81
Function Mark ON/OFF 81
Scale Line ON/OFF 81
Split Size 81
Starting Word Processing 31
Style Functions
Copy Format 52, 58
Delete Format 52, 58
Font & Size 49, 52, 53
Line Spacing 52, 56
Margins & Tabs 49, 52, 54
Multi-Column 52, 56
Page Setup 52, 58
Type Style 49
Type Style Change 52
Understanding the Abbreviated Phrase Memory 71
Using tabs to Create a Table 55
Normal Tabs 55
Word Reference 208
Word Wrap Function 34
Working with Addressbook 133
Worksheet Area 89
Worksheet Protect 118, 124
Write Protecting Diskettes 22



& For technical or operational assistance you may call our customer
service representatives at (301) 373-6256 (8:30 am to 6:30 pm CST).

To order brochures on other Brother products or to locate your nearest
Authorized Service Center or Authorized Dealer, you may call our auto-
mated voice response system at (800) 284-4357 {(anytime).

To urder Brother accessories by Visa or MasterGard, you may call (800}
284-4357, or complete the order form included in the Whisperwriter
packaging material and fax both sides of it to (800) 947-1445.
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