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Introduction 

Apple Writer is the most popular word processing 
program for the Apple lie computer (as well as 
the II +). One reason for its immense popularity is 
that it is very easy to learn. It has comparatively 
few commands. And most of the more frequently 
used commands are easy to remember because 
their command letters reflect their functions. You 
press the CONTROL key and B, for instance, to 
move to the beginning of the text on your screen, 
and CONTROL and E to move to the end. CON
TROL and L lets you load a file from the disk, 
and CONTROL and S lets you save a f ile on a 
disk. CONTROL and F tells Apple Writer that you 
want to find a certain word or phrase in your 
text, while CONTROL and G lets you insert com
plicated words or phrases from a special glossary 
file so you don't have to keep typing them. Other 
commands are listed on convenient displays called 
menus, from which you select a command by typ
ing a single letter. You can use the control com
mands or call the menus onto the screen at any 
time whi le you are typing or editing text. 

But Apple Writer's easy-to-learn command struc
ture is not the only reason its users praise it. En
tering text-which can be complicated on some 
systems- is also very easy with Apple Writer. All 
you have to do is type. You don't have to make 
format decisions before you know what your com
plete text will consist of. And you never have to 
reformat your text on the screen just because you 
made a few changes. Once you have finished en
tering and editing a document, you just call the 
Print/Program Menu onto the screen and select 
the margin settings, line spacing, paragraph in
dentation, and the kind of justification you want. 
Apple Writer even gives you preselected settings 
(called default settings) to use as a guide. Then, if 
you need to, you can also set the automatic page 
numbering, change paper length, center lines on 
the page, or enter headers and footers to be 
printed on every page- all from the same menu. 

Editing, too, is quick and easy with Apple 
Writer- whether you need to make a few changes 
or do a major rewriting job. You can move any
thing from a single character to a large block of 
paragraphs with a few simple "cut and paste" 
commands. With the find command, you can 
search for specific words or phrases in your text 
and replace them, if necessary, either one at a 
time or all at once. You can also use the find com
mand to delete unwanted text or to move quickly 
through a long document. You can even use it as 
a "shorthand" command to enter text faster. 

Introduction 

Need to turn lowercase letters into uppercase? 
Apple Writer's automatic case change command 
lets you do it in a f lash, whether it's a single letter 
or an entire document-without erasing anything. 
In fact, you can replace just about anything in 
your text; Apple Writer's replace command lets 
you type right over text, replacing it as you type. 

You can also use Apple Writer to compare dif
ferent documents on the screen, set up extra-wide 
tables and lists, build documents like contracts 
and agreements from stock paragraphs on a disk, 
check your printing format with a quick screen 
display before actually printing it, create specia l 
print and tab formats and then save them on a 
disk for future use . .. and to perform a multitude 
of other typing and editing tasks that can be diffi
cult, tedious, and time-consuming on a typewriter. 

And the best part is, you choose the level of 
automation you want. You can use Apple Writer 
as a sophisticated correcting typewriter, or you 
can take full advantage of its automating power 
with Apple Writer's own mini-progamming lan
guage, WPL (Word Processing Language). The Ap
ple Writer Master disk already contains several 
useful programs: one that finds and replaces 
words in different files right on the disk, one that 
automatically prints several f iles in succession, one 
that chainprints several files as one document, 
and one that moves files from one disk to an
other, to name a few. 

In addition to the WPL programs on your Apple 
Writer Master disk, we have included several 
ready-to-use form letter programs in this book. 
You just enter and save them on a disk, and then 
use them any t ime to merge your mailing list with 
form letters of your own design. You can write 
virtually any kind of form letter and print out 
hundreds of personalized copies with matching 
envelopes or mailing labels-all without learning 
the first thing about WPL. 

This book is designed to help beginners learn 
App le Writer and to aid intermediate and ad
vanced users in expanding their utilization of the 
program's options. After a brief introduction to 
the computer and the Apple Writer program, the 
basic text entering and editing commands are de
scribed step by step. Each step is illustrated and 
fully explained so you can't get confused. If you 
stop after learning this basic materia l you'll have 
automated your paperwork to a great degree. But 
you' ll find you don't have to stop there. The rest 
of the book is designed for use as a desk refer
ence, and it is organized around the results you 



want. There are sections on entering and editing 
text, formatting and printing, and running off 
form letters. Each section is broken down into 
specific tasks, like "Entering Control Commands," 
"Saving Your Tab Settings" and "Giving Yourself a 
Message with the Insert Command," all of which 
are indicated with bold page headings and tabs 
cross-indexed to the table of contents. 

Each section is complete and self-contained. 
What you need to know has all been brought to
gether under one roof. You won't have to search 
for pieces of information scattered throughout 
the book. When the time comes that you want to 
move text around in a document, turn to the sec-

tion on moving text (page 77) . When you want to 
compare documents, see the section on making 
comparisons (page 71). When you want to know 
how to enter complicated text quickly, turn to the 
section on the glossary command (page 46) or us
ing the find command as shorthand (page 53). If 
you know what you want to do, you can quickly 
find out how to do it by using the table of con
tents and page tabs, which were specially de
signed to make this book an easy-to-use desk ref
erence. If you want ideas, you can browse 
through the table of contents and see what the 
possibilities are. 
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The Notation Used in this Book 

Throughout this book symbols are used to indi
cate keys that you have to type to perform Apple 
Writer commands or special characters that you 
will see on your screen. Here is a summary of the 
symbols used and the keystrokes they refer to: 

[] 

a 
refers to the CONTROL key. It 
works much like the shift key 
when you are entering Apple 
Writer commands: you hold it 
down while you press another 
key. CTRL also refers to the 
CONTROL key. 

[B] and similar two-key command 
symbols with a letter enclosed 
by the square brackets tell you 
to hold down the CONTROL 
key while you press another 
key to complete the command. 
In this example you would hold 
down the CONTROL key while 
you typed the letter B on the 
keyboard to move the cursor to 
the beginning of the file on 
the screen. Although key
strokes are always indicated 
with uppercase letters, it 
doesn't really matter whether 
you use upper- or lowercase 
letters in the actual commands. 

[Q]G is an example of a three-key 
command symbol in which you 
press the CONTROL key and 
another key to call a menu to 

Gl fQ1~ the screen and then type a 
/.:~~..Jr::--, third character by itself to en-

: : :\ ,'• :~1 ter a selection from the menu, 
·,I I I ' 
: , __ :. •l '---': thus completing the command. 
,' : I \ In this example, you would 

' ' · hold down the CONTROL key 
while typing Q. This would call 
the Additional Functions Menu 
to the screen. You wou ld then 
type G to indicate your selec
tion of Toggle Carriage Return 
Display. You must release the 
CONTROL key before typing 
the third keystroke. If you 
don't, Apple Writer will not ac
cept the menu selection. 

Notation 

!RETURN' 

] 

[ 

refers to the carriage return 
key located on the right-hand 
side of your keyboard. You use 
this keystroke to end para
graphs, to enter blank lines, 
and as the final keystroke in a 
number of commands. 

refers to the escape key, la
beled ESC on your keyboard 
and located in the upper left
hand corner. You use this key 
primarily to change from the 
Data Line display to a display 
of your tab settings or to turn 
off the Data Line display (see 
page 37) . You can also use it to 
interrupt printing (see page 144). 

refers to the tab key. You use 
this key to move the cursor to 
tab stops (see page 39). If you 
are using a II + , you don't have 
this key, but you can use [I] to 
tab (see page 39) . 

refers to the DELETE key lo
cated in the upper right-hand 
corner of your keyboard. You 
use this key to delete charac
ters to the left of the cursor 
position, as you would use the 
backspace-erase key on a cor
recting typewriter. 

refers to the special functions 
key to the left of the space bar. 

refers to the specia l functions 
key to the right of the space bar. 

refers to the carriage return 
symbol you see in your text 
when you turn on the carriage 
return display. You will see this 
character in every place where 
you pressed the RETURN key 
while entering text. 

refers to the escape symbol you 
see in your text when you 
embed an escape command to 
obtain one of the special print 
enhancement features (see 
page 133). 
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Introduction to Apple Writer 

Apple Writer continues to be one of the most 
popu lar word processing software packages be
cause it has a lot of power and yet is very easy to 
learn. Here is a quick overview of some of the 
ways Apple Writer can make your writing and 
t yping tasks easier than you ever imagined they 
could be: 

FIND AND REPLACE 

< Z Her.i :46715 ten: lJO 1"'81 lJO Tab: 129 PU., 

Plnd Mii Replace: You can Clnd specific words or phrases in your t ext Md 
replace tie> with eamething else .. 1th a sinC}le ca:mnd. 

(F( ind : 

Find and Replace: You can f ind specific words or 
phrases in your text and replace them w ith 
someth ing else with a single command. Use this 
function to replace a word repeated th roughout 
the text each time it occu rs or al l at once. Use it 
to correct misspellings that you notice fa r away 
from where you are now typing. Use it to delete 
an unwanted word w it hout the bother of moving 
through all of t he text to find it. Or just use it to 
take you quickly through an entire file to search 
for possible mistakes. (See page 63.) 
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GLOSSARY 

< Z Heu:46512 Len: 333 Pos: 333 Tab: 332 Pile: 

Glossary: AWJ.e Writer's glossary fooctiC11 Nkea entering long or anfmiliar 
words over and CNtJ.r 89Ain a breezel Just assign the wed a one-letter 
designator when you enter It In tho 9lOBU1ry flle1 then when you need to insert 
It in your text, you insert the entire word by using only a twcrkoy conrnanil 
(three for llpple II+ usccs). 

(GJ lossary(?-Oeflne/ ' •Purge) : 

Glossary: Apple Writer's glossary function makes 
entering long or unfamiliar words over and over 
aga in a breeze! Just assign the word a one-letter 
designator when you enter it in the glossary f ile; 
then when you need to insert it in your text, you 
insert the ent ire word by using only a two-key 
command (three for Apple II + users). You type 
the word itself on ly once! (See page 46.) 

JUSTIFICATION 

Left justified text 

Justificati on: With Apple Writer, you can align the text on the page in 
four different ways. If you want your printout to have an evenly 
aligned left margin, you use LEFT JUSTIFY, and if you wont an evenly 
aligned right margin, you use RIGfl' JUSI'IFY'. You use PILL JUSTIFY to 
align both margins and cwrER JUSTIFY to center each line on the page. 

Fill justified text 

Justification: With Apple Writer, you can align the text on the page in 
f our different ways. If you wont your print out t o have an evenly 
al i (jl1ed left margin, you use t.EFl' JUSTIFY, and i f you want an evenly 
al i gned eight maJ:gin, you use RlGltr JUSTIFY. You use Pl!L JUSTIFY to 
al ign both ma rgins and Cf2n'ER JUSTIFY to center each line on the page . 

Justification: With Apple Writer, you can al ign the 
text on the page in four different ways. If you 
want your printout to have an evenly aligned left 
margin, you use LEFT JUSTIFY, and if you want an 
evenly aligned right margin, you use RIGHT 
JUSTIFY. You use FILL JUSTIFY to align both 
margins and CENTER JUSTIFY to center each line 
on the page. (See page 119.) 



EASY CURSOR MOVEMENT 

Moving the cursor is easy w ith Apple Writer for 
the lie (II + users shou ld see the Appendix on page 
185). By using the arrow keys, you can move t he 
cursor up, down, left, or right with only one 
keystroke. Or if you want to move several 
characters or lines at a time, all you do is hold 
down the 9 key while you press one of the arrow 
keys. And a quick two-key command wil l take you 
to the beginning or end of a file in a flash. 

APPLE WRITER COMMANDS 

as SS 
Apple Writer Commands: By using the CONTROL 
key, which is indicated by[] w hen it is used with 
a letter command (e.g., [R] or [G]), you can 
make standard character keys perform many 
useful editing functions. This uncomplicated 
design makes it easy for you to move quickly 
anywhere in your document and type in a 
correction or delete and insert words, phrases, or 
even entire paragraphs at a stroke. You can also 
easily reformat a document with various margin 
settings, find and replace words or phrases, and 
print out a document. 

!RESET' 

SPEED AND ACCURACY 

Uncorrected 

~f'ud Viti 1.a11r1.ey• c•f' 
~ ·~~er ognin have to r otype a n entice page 

because o( ..r--ju~ ... o~~.., ~r~}or . All you will have t o retype are 
changes o r co r ct i ons . Po"r l nntance, once you have entered or edited 
a !or~let r r document, you c an use it over and over again by Qocel y 
chon9ln9 h date, nagcs , ond key word~ 

,. or plw.fll!j) 

Corrected 

Spceo ana accuracy : You v ill never again have to retype an entire page 
because o f Just one e cro r . All you will have to retype are changes or 
corr-ect iona. For instance, once you have entered or edited a !orm 
letter o r document, you can use it over and over again by iDerely 
ch3nging the date , nae:ea , and key vocdo o r phcaoea. 

Speed and Accuracy: You w ill never again have to 
retype an entire page because of just one error. 
Al l you w ill have to retype are changes or 
corrections (see page 63). For instance, once you 
have entered or ed ited a form letter or document, 
you can use it over and over again by merely 
changing the date, names, and key words or 
phrases. 

The Computer and Apple Writer 

3 



4 

Introduction to Apple Writer, continued 

HELP WHEN USING APPLE WRITER 

A. Co:llllnd Su:laaty 
B. CUrsor-
c. Upper/Lower case a..nge 
D. Delet e/Retrieve Text 
E. Tabs 
P. Glossary 
G. Saving Piles 
JI. l.ooding Piles 
I. Fin<VReplace Text 
J. Dtbedded Pcint. Q.;QalsrKb 

Press R£ItJRN to Exit 
Enter YO<Jr Selectioo {A - J) 1 

Help When Using Apple Writer: When you are 
working on a document with Apple Writer and 
you forget the letter for a particular command or 
how to use it, you can turn to the help screens. 
Each major function has its own explanatory help 
screen and all of the screens are listed on a 
convenient menu. 

WORD WRAPAROUND 

Word wraparound off 

> Z llem:466SI Len: 161 Pos: 0 Tab1 0 File: 

word Wraparound: l>'h<!n t )p<!d chor•ct.ers go beyond the width of the screen, lljlele 
Writer •ut omatically brings the last full word down to the next line (thi.n f\;ll>l 

Word wraparound on 

> Z Mem:46683 Len: 162 Po81 0 Tabs 0 Pile: 

word Wraparoond: w'hen typed charoctera go beyond the width of the acreen, A!>Ple 
~~ 

0
autaMtically brings the last full word down to the next line {this I 

Word Wraparound: When typed characters go 
beyond the width of the screen, Apple Writer 
automatically brings the last full word down to 
the next line (this Apple Writer feature is called 
word wraparound). You don't have to worry 
about entering a carriage return at the end of 
each line as you do with a typewriter. 
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EMPHASIZING KEY WORDS OR PHRASES 

The screen 

< z He11u46695 Len• 150 POa1 149 Tab1 148 File• 

The printout 

etpllllBizing Key Words or Phrases: You can choose a nUl!Oer of ways to 
make key words or phrases stand out, including boldfacing Md 
tmdftrl inina. 

Emphasizing Key Words or Phrases: You can 
choose a number of ways to make key words or 
phrases stand out, including boldfacing and 
underlining (see page 133). 

DOCUMENT FORMAT IS EASY 

Print/Progrmn cam.ands: 

Left Hargl.n (UI) • 9 
Paragrapi Har gin ( 1'11) • 0 
Right Hargl.n (Ill) • 79 
Tep Margin ('DI) • l 
eott:au Margin (Ill) • l 
Page llld>u (Pli) • l 
Printed Linea (PL) • 58 
Page Inteival (Pl) • 66 
Line Intetval (I.I) • 0 
Single Page (SP) • 0 
Print Destination (I'll) • l 
carriage Return (~ • o 
thlerline Token (111') • \ 
Print - (LJ,FJ,CJ,JU) • LJ 
Tep Line (TL) I 

llott:au Line (BL) I 

Preaa REnlRN to Bl<lt 

[P) rint/Progr .. I 

Document Format Is Easy: You don't have to 
worry about margins, paragraph indentations, 
spacing, or any other format decision until your 
document is completely finished and ready for 
printing. Then you simply choose the format 
features you want from a convenient menu, 
preview what the printed copy will look like on 
the screen (Apple II+ users do not have this 
option), and print it out (see page 117). 



The Computer System You Need 

Although a computer isn't essential for good com
munications, it can save you a great deal of time 
and effort. You will see as you proceed through 
this book that using your Apple computer and 
Apple Writer will not only speed up and simplify 
your writing and the preparation of correspon
dence but it can also open new opportunities for 
improving the quality of your communications. A 
computer can speed the preparation of letters and 
other documents, store them for future use, print 
them quickly and accurately so they can be sent to 
one person or even hundreds of people, and then 
even print out the envelopes or mailing labels. 

Because a computer can handle information in 
so many different ways, it is considered a general
purpose machine, whereas a typewriter, which has 
only one function, is a single-purpose machine. 
When you use your computer as a word processor 
it can perform many functions, and you determine 
the specific function you need by the software 
you use. 

Software, or the program, is the set of direc
tions that tells the computer what to do through 
specially coded instructions. If you want to use 
your computer to create and edit letters or re
ports, you can use p,·epacka_ged word processing 
software, such as Apple Writer, which is described 
in this book. For example, if you want to send a 
personalized copy of the same letter to everyone 
on your mailing list, you can use a form letter 
program written in Apple Writer's own simple 
programming language which is designed to 
make form letters look as if each letter has been 
done separately. If you want to make quick and 
easy corrections in a letter before printing it out, 
all you need to do is give Apple Writer a few sim
ple commands. Your wish is literally Apple Writ
er's command. In short, Apple Writer can easily 
turn your Apple personal computer into a sophis
ticated word processor. And you don't have to 
know much about computers or anything at all 
about programming languages to use Apple 
Writer effectively. 

But software is only part of the complete com
puter system you will need. 

A system consists of interdependent parts work
ing together as a whole, much like a stereo sys
tem. Putting together a computer system, how
ever, is not as simple as putting together 
something like a stereo system where virtually all 
available components interact with each other 
and the only choices you have to make are about 
quality. With the rapid growth of computer tech
nology, a variety of competing and often incom
patible products have come on the market. Many 

of these system components do not work with 
other brands, and even when they are supposed 
to, only a few people have enough expertise to 
explain to the novice how to put them together 
correctly. This situation is ca lled the "compatibility 
problem." Eventually the industry will establish 
standards to solve it (some people are predicting 
the early to mid-1990s), but until then, we not
very-knowledgeable consumers will have to settle 
for being very careful in our selection of computer 
system components. 

If you have shopped for or used a personal 
computer system, you may have already encoun
tered the compatibility problem. For instance, the 
computer company representative will tell you 
everything you want to know about the com
puter; the software company spokesperson can 
explain everything about the software you are in
terested in; while someone from the printer man
ufacturer will advise you about their printers. But 
hardly anyone will be able to tell you how the 
software running on your computer interacts with 
your printer. Obviously, once you've bought a sys
tem, you won't be able to solve a compatibility 
problem by yourself. Al l you can do is avoid the 
problem. 

The best way to skirt the compatibil ity problem 
is to deal with the issue head-on by doing carefu l 
research on each component you are considering 
buying. Select brand-name components with 
proven customer support. Let others do your test
ing for you and buy only products that have 
passed a threshold of consumer acceptance. Also 
make sure that you select a reliable dealer-pre
ferably someone recommended by a knowledgea
ble or trusted friend. Even though the computer 
field is growing too rapidly for anyone to compre
hend it completely, a knowledgeable dealer is a 
useful guide and will work with you while you 
learn to operate your system (lots of dealers are 
now offering a few hours of "free" training as 
part of package deals-take them up on it!) . Once 
you have found a dealer you think you can trust, 
ask for compatibility demonstrations of the spe
cific components you're considering purchasing. 

The computer system you need to use this book 
is composed of rel iable products that have passed 
the consumer test and that work well together. 
We've selected only the essentials-the bare mini
mum-you need to form a functioning system. 
We've also suggested some accessories that will 
expand the capabilities of the basic system. These 
accessories are optiona l, however, and for further 
advice about them you should consult your dealer. 
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The Computer System You Need, continued 
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There are six essential parts to the computer 
system you need (see diagram) in order to use Ap
ple Writer. Each part is discussed briefly here. 

1. An Apple lie Personal Computer: This book is 
written primarily for the App le lie user but the 
program will also run on the new Apple lie and 
the Apple II + . Apple II + owners should refer to 
the appendix which explains all the major differ
ences between the lie and the II+. Apple Writer, 
whether the lie, lie, or the II+ version, is designed 
to run only on an Apple computer. This makes 
your selection of a computer very easy once you 
have decided that Apple Writer is the word pro
cessing program you want to use. Some extras 
that wi ll help you utilize Apple Writer more easily 
and fully: 

Extra Memory: If you use Apple Writer primarily 
for letters or other short documents, t he 64K of 
memory that comes in the box-stock lie is ample. 
But if you plan to work on longer documents, you 
might want to consider installing an extra mem
ory board to expand your lle's memory. The more 
internal memory your computer has, the less often 
you wi ll have to "piece together" segments of a 
document from separate files on the disk. 

An BO-Column Text Card: The 80-column card ex
pands the w idth of your screen display from the 
regular 40 columns to 80 columns. This means you 
can view twice as much text on the screen at once 
and you have to spend less time moving around 
to review your text. 

A Programmable Keyboard Expander: Also known 
as programmable keypads, these handy items not 
only boost your key count, but they also give you 
a whole set of extra keys that can be programmed 
w ith the more commonly used Apple Writer con
trol commands. Thus, instead of having to press 
two keys for one command, you simply press a 
sing le preprogrammed key. But beware-there 
may be compatibility problems with your 80-col
umn text card. Make sure the keyboard expander is 
compatible with everything else in your computer. 

Internal storage space, or memory, in a computer 
is measured in kilobytes, known as Ks. 1 K = ap
proximately 1,000 bytes; 1 byte = 8 bits or 1 char
acter. Memory is described in units that are multi
ples of 8: 16K, 48K, 64K, 128K, etc. If all of the 
internal memory of a 48K computer were filled 
with text, it would hold approximately 38Y2 stan
dard typewritten pages. 

2. Display Monitor: A display monitor, which is a 
screen similar to a television screen, displays the 
information stored in the computer's memory. 
(You can see exactly what you have just entered 
on the keyboard.) You can choose among differ
ent styles. For the purposes of this book, a black
and-white monitor is sufficient. However, a green
and-white or amber monitor is easier on t he eyes 
and not much more expensive. Color monitors are 
expensive, and some models give poor resolution 
(i.e., do not display text in an easily readable 
form) when used for word processing. Television 
sets have even worse resolution, and although 
they can be used, you might get eyestrain if you 
used one for very long. Apple makes its own mon· 
itor, Monitor Ill, which is usually sold as part of 
the Apple starter system package. Monitor Ill has 
a green-on-black screen, which, although quite 
readab le, is not ideal for preventing eyestrain. 

3. Disk Drives and Floppy Disks: The external 
storage medium for most personal computers, in
cluding the Apple lie, is the floppy disk-a round, 
f lat, rotating sheet of plastic coated with a mag
netic surface and encased in a square, plastic 
cover. These disks, like the magnetic tapes used in 
sound recording, can be recorded onto and played 
back; in computer terms, though, we say the disks 
are written onto and read from. The device that 
does the writing and reading is the disk drive. The 
disk drive is operated by a circuit board inside the 
computer console and allows the computer to 
store information on and retrieve it from a floppy 
disk. The disk spins in the disk drive while a head 
in the drive (like the heads of a tape recorder) 
writes or reads bits of information on the disk sur
face. 

A lthough you can use Apple Writer with one 
disk drive, it is highly recommended that you in
vest the extra money and get a second disk drive. 
Apple Writer can run f ine with one drive, but you 
w ill f ind that there are many t imes when you 
need to do something that involves two disks. For 
example, you might want to copy information 
from one disk onto another or use Apple Writer's 
help screens or a WPL program, and it can be 
both time-consuming and confusing when you 
have to switch back and forth between disks with 
one drive. If you have two drives, you wil l never 
have this kind of problem. 

As with the monitor, the Apple startup system 
package usually includes one of Apple's own Disk 
II disk drives and a control ler card (the additional 
circuit board that goes into your computer con-
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The Computer System You Need, continued 

sole and operates the drive). But you are not re
stricted to buying the Apple disk drive. You 
should consider the kind of storage capacity you 
will require before choosing the kind of disk drive 
you buy. 

Disk storage capacity, like the computer's inter
nal memory, is measured in kilobytes, or thou
sands of bytes-and sometimes in megabytes, or 
millions of bytes. The larger the number of kilo
bytes or megabytes available, the more files you 
can store on a disk. Having large amounts of disk 
storage capacity can be helpful for several rea
sons: it reduces the number of disks and disk stor
age space you need; it simplifies the task of keep
ing track of your disks; and it lessens the chance 
of encountering a DISK FULL message when you 
are trying to save a document (see page 29). 

In addition to single-sided drives, it is possible 
to get Apple-compatible double-sided drives 
(twice the storage space) and even the more ex
pensive 10-megabyte hard disk drive, which far 
surpasses anything a floppy disk drive can do in 
terms of storage capacity. Talk to your dealer 
about what is available and what is best for your 
needs. 

4. Printer: A printer is a typewriter-like machine 
that prints out documents created and edited on 
the Apple Writer screen display. Printers come in 
two standard sizes: 80 or 132 characters wide. The 
SO-character model uses standard 81/2-inch-wide 
paper and is an ideal document printer. 

The two basic forms of printers are dot matrix 
and impact or letter quality. The main difference 
is in the way they make characters on the paper: 
The dot matrix printer forms characters by shap
ing them out of many tiny dots at a very high 
speed-thus, each character is a matrix of dots. 
The impact printer prints characters like a type
writer, striking them onto the page with pre
formed metal or plastic pieces of type attached to 
each other in a thimble-shaped or wheel-shaped 
("daisywheel") arrangement. Impact printers are 
more commonly known as letter-quality printers 
because they produce printed material that looks 
like it was done on a typewriter. 

A second difference between dot matrix and 
letter-quality printers well worth considering is 
their relative speeds. Printer speed is measured in 
characters per second, or c.p.s .. Dot matrix printers 
typically print at speeds up to 90- 100 c.p.s. higher 
than letter-quality printers. This can make a signif
icant difference in your production time. 
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Many high-quality printers are available at a 
cost ranging from a few hundred to a few thou
sand dollars. Whether you want a dot matrix or a 
letter-quality printer, or both, will depend, once 
again, on your needs and your budget. Dot matrix 
printers usually cost quite a bit less than letter
quality printers that are comparable in quality. 
But you can't go by the old saw, "You get what 
you pay for." If it's speed you need and you don't 
care about looks, get a dot matrix printer. If you 
need top-quality appearance and can afford to 
sacrifice a little speed, get a letter-qual ity printer. 
Probably, you'll want to work out a compromise. 
If you have the money to spend, it is nice to have 
both: the dot matrix printer for trial-run copy or 
strictly in-house material and the letter-quality 
printer for f inished work that has to look pol
ished. 

Whatever else you base your choice of a printer 
on, be sure to consider the compatibility angle. 
Compatibility is particularly important in the case 
of the printer because most word processing pro
grams have a number of "print enhancement" 
features that you will want to be able to use. Ap
ple Writer is no exception. If possible, try to get a 
printer that supports the following Apple Writer 
print enhancement features: 

Underlining: With Apple Writer, underlin ing is ac
complished by enclosing the text to be underlined 
between two backward slashes. If your printer 
uses another method for underlining, be sure that 
you know what it is and how to implement it 
with Apple Writer. 

Boldface and Doublestrike or Shadowprint: These 
are print enhancement features t hat most printers 
will carry out if you know how to give the correct 
commands. Apple Writer doesn't have specific 
commands for these features, so again, you will 
have to learn which commands your printer will 
accept. 

Subscripts and Superscripts: These are used to 
move words or symbols above or below the cur
rent line (to indicate a footnote, for example). 
Apple Writer uses embedded commands for these 
features, and some, but not all, printers will ac
cept them. 

Apple Writer handles proper placement of foot
notes on the page by having the user enclose the 
footnote in double brackets- actually, parentheses 
and pointed brackets : (<>). Check to see if the 
printer you want will carry this scheme through. 
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"•· Donn• 01 nto 
Ed1 t o,.1•l ~•,.vie••· Inc. 
47 o.,.1o1, Street 
Crucavo. ll. 606e:5 

Oe•r fll•. P1nto1 

t •M ol••••O to ,.••oo'l'IO to tne Qu••t1on• out lined , .,.. you,. lett•r o f 
~a,.cn l•t conc•,.nh''IV th• d1ff•,.•nt tyo•• o f print•"• avatlabl• t ocu1y. 

i:i,..1nt •r'• c:o•• tn two •t•nd• r d •1te•1 80 or 132' cn•r•t:t•,.• Nl de. Tne 
811- cl'l• ,.•Ct• .. ..Od• J u••• •t•nd• .. d 8 1/2 t"<"h- .. 10• ruin•,. •'"1 1• •n 1d••I 
tlu•ln••• lette ,. 01"lnt e r. The two O••lC for •• o f 01"1r'lt •,.• .,.. c•l l•d 
"'dot • •tr1•" and "l • tte,.-ou•llty." 

Letter• or1nt•d on • let t•r-qual1ty O"' lnte,. are u•u • lly 1nd1st1n9u1•Fl
a bl • ,,.Oii, •na ~tuws e ve n better-loolung th•"• letter• t yped on a 
regul•r t yo-,.1 t e 1". 

"•11)' n111n-a1.1•l t ty or1nt•r• •r• •v• tl•bl• •t • co•t o f a fe1o1 n1.1na.-eo t o 
a f e.., tno1.1•u ld dol lars. S.O.. o f t h • saec1a l l=l:>ol • w,.1te,. t•atur••· 
• ucn •• tri• con tf"ol• u••O to und e 1"ltne t••t .and tn••"t footl\Ot••· Nt 11 
worl.t on only cer"t•l n ty~• o f Or'lnt•,.•· We s1.1g9••t tha t yo1.1 a1scu•• 
th• - oot tone Ml th your d eale r" o,. t •k• your' co-out• r' to th• d eal•.- to 
h • v• th• o r1 nter ln•t • l led. 

S1rM:"9re ly you,.•, 

1..1noa D'Anna 
Cu&toaM'r" Se,.v1ce 

A letter printed on a dot matrix printer looks different from a 
letter printed on a regular typewriter. 

According to Apple, the following printers are 
compatible with Apple Writer : Apple, Qume, and 
Centronix. If someone tells you that another kind 
of printer can emulate one of these, ask for a 
demonstration before you buy it. 

5. Apple Writer: The Apple Writer package for 
the lie comes with two disks (a master and a 
backup), a manual for operating Apple Writer, 
and a separate manual for learning and using 
WPL, Apple's programming language for word 
processing. Occasionally, you may find a dealer's 
starter system package that includes Apple Writer 
for the lie. 

6. Reference Books: Although books aren't part 
of the actual computer system, they are so helpful 
in setting up and operating a system that we sug
gest you consider them part of your system. 
Whatever computer system you settle on will 
come with operating and instruction manuals for 
all of its components. It is impossible to duplicate 

Hs. Donno Pinto 
Edito r hl S•rvices,. Inc . 
47 Pack Street 
Chlca.90 , lL 6060$ 

Dear Ila. Pinto: 

I al'I pleoaed to respo:'ld to the questions outllnod in your lotter of 
Htirch ht conce r ning the difhnnt types o f p rintere avo.ilo.ble todoy. 

Pr lntou cor.ie in t'olo s t andord oh.ce1 80 or 132 charact er• vidc. Tho 

:~;i~!!:c~=~t:~d;~ 1~~=~. at~~:·~~o 8 b!~~c i f~~;;i:~ ~:f~~e:~d .~! ~~l f =~al 
•do: oat r ix• and •1etter-qual lty. • . 

Letters printed on a. lette r-quality printer an uauolly indlstinquiah
o.ble fro::i , and soc.eti::a.es even b•tter-lookln9 th<ln , letters typed on a 
r cg:.Jla r t ypevr iter. 

!lony high-quolity pnnt.era air• availoble at a coat of a fev hundred t o 
a fev thousand dollars . Some of the spe:cl111l ~pple Utlt•r featu r es , 
aucri aa the controls 1.u1ed to underline text ond insert (cot notes , vill 
vorot on only t:ert<lin types o f print.e r a. we suggest that you d i seuaa 
these options with your deale r or take your computer to the dealer to 
have the printer installed. 

S 1n:::erely yours , 

Linda o• Anna 
Cuatocer Service 

Letters printed on a letter-quality printer are usually indistin
guishable from, and sometimes even better looking than, let
ters typed on a regular typewriter. 

in this book all the instructional material found in 
these manuals. However, throughout this book we 
have presented the procedures that you really 
need to know and use as you progress through 
the steps to becoming an experienced word pro
cessor with Apple Writer. 

Apple lie Users 

The Apple Writer program for the lie is com
pletely compatible with the Apple lie. However, 
you will notice that uppercase inverse characters 
appear as graphic symbols on the Data Line. As 
this book goes to press, Apple Computer, Inc. is 
developing a Pro DOS version of Apple Writer 
specifically for the lie. 
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Disks: Anatomy and Care 

Although a disk can perform amazing feats, its 
anatomy is quite simple. Since reference is made 
in this book to parts of a disk, a brief review of 
disk anatomy is included here. With this book, 
you'll be using two forms of disks: working, or 
storage, disks and the Apple Writer and DOS Mas
ter disks. The anatomy of a typical disk is illus
trated at the right. 

1. Storage Envelope: This envelope protects the 
disk from scratches, dust, and fingerprints. With 
better disks, the envelope is also treated to elimi
nate the static buildup that attracts abrasive grit. 
Always store a disk in its storage envelope. 

2. Outer Cover: The black plastic outer cover pro
tects the disk while allowing it to spin smoothly. 
The cover is permanently sealed for safety and 
contains lubricants and cleaning agents that pro
long the life of the disk. Always grasp the disk 
only by this outer cover. 

3. Labels: A disk comes with a manufacturer's la
be l on it. A user's label can be added to identify 
and number the disk for easy reference. 

4. Oval Opening: This is a space where an operat
ing disk drive head picks up and records informa
tion on the disk. There is an oval opening on both 
the top and bottom sides. 

5. Top Side: On a single-sided disk, the top side is 
the one with the manufacturer's label on it. A 
disk is inserted into the machine top-side-up, with 
the oval opening directed toward the machine. 

6. The Actual Disk: The round, flexible plastic disk 
has a magnetic surface that stores information in 
a manner somewhat analogous to that of a sound 
recording tape. This actual, or inner, disk can be 
seen through the three openings in the disk's 
outer cover. 

7. Alignment Notches: These two notches align 
the disk squarely over the disk drive head when 
the disk is inserted into the machine. 

8. Central Hole: The disk drive unit fits into the 
central hole to engage and rotate the disk. 

9. Hub Ring: This plastic, protective ring, normally 
not on a disk, can be glued onto the rim of a disk's 
central hole to prevent the hole from deteriorating 
as the drive unit repeatedly rotates the disk. 
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10. Write-Protect Cutout: This notch tells the disk 
drive whether or not to store a f ile on the disk. 
When the cutout is left open, the disk drive "sen
ses" this and w ill store a file (on command) on the 
disk. If the cutout is covered with tape, the disk 
drive will not accept new f il es on the disk until 
the tape is removed. Thus the tape protects-or 
"write-protects" -the disk. 

11. Recording and Reading Head: This area is 
used by the disk drive head to locate disk sectors 
on which information is stored. 

DISK CARE AND HANDLING 

Disks are relatively durable under ordinary condi
tions and have a useful life of about 40 hours' 
spinning time. That life, however, can be short
ened or abruptly ended by improper handling, 
while proper care assures that disks will accurately 
store and play back the data you need. Here are 
some useful tips on how to care for disks and as
sure them a useful, productive life. 

DO ... Keep disks in their protective storage en
velopes. The envelope reduces static buildup, 
which can attract dust that might scratch the disk. 

DO ... Keep disks dry, away from sneezes, coffee, 
or anything wet. A wet disk is a ruined disk. 



DO ... Prevent disks from getting too hot or too 
cold. They should be stored at temperatures of 10 
to 52 degrees C or 50 to 125 degrees F. Tempera
ture extremes can destroy a disk's sensitivity, so 
treat them the same way you treat photographic 
film, that is, keep them out of direct sunlight, 
don't leave them in a car exposed to temperature 
extremes, and so forth. 

DO . .. Keep disks away from magnets. The mag
nets found in radio or stereo speakers, televisions, 
electric motors, air conditioners, novelty items, or 
even some cabinet latches can ruin a disk's sensi
tivity. How far is "away"? A safe distance is at 
least two feet. 

DO ... Always make backup copies of important 
disks and store them a safe distance from your 
working area. Make sure that the same accident 
can't happen to both the disk and its copy. Often 
the information on the disk is worth much more 
than the disk itself. 

DO ... Insert the disk into the drive unit gently. 
Otherwise, it may bend, center improperly, or ro
tate in an elliptical orbit that misses data. 

DON'T ... Touch a disk's recording surface. Han
dle it on ly by its protective cover. 

DON'T ... Use a hard pen to write on a disk label. 
Use on ly a fe lt-tip pen and light pressure. 

DON'T . . . Leave a disk in a non-operating disk 
drive for more than an hour. Open the drive door 
and lift the drive head from the surface of the 
disk. 

DON'T ... Insert or remove a disk when the disk 
drive is running (i.e., when the red light is on). 

DON'T ... Bend, fold, or crimp disks. 

One more note: Even with the best of ca re, 
disks can last only so long. Close to the end of 
their expected functional life, they show their 
own form of sen ility by losing information or giv
ing invalid commands. These are indications that 
it's time to replace the disk, which, ideally, you've 
already copied. 

TIPS Cleaning the Disk Drive 

Cleaning the disk drive is one of those "house
keeping chores" you can easily overlook. If you 
fail to clean the disk drive regularly, however, er
rors can occur as a result. The disk drive head op
erates like a tape recorder head, picking up mag
netic signals from the magnetic recording material 
(in this case, the disk) and in the process also pick
ing up debris. If this debris isn't removed, it can 
begin to reduce the sensitivity of the head and its 
effectiveness in accurately recording on or picking 
up data from the disk. 

The easiest way to clean the head is with a spe
cial cleaning disk. You insert the disk into the 
drive Oust like a regular disk) and it cleans the 
head as it spins in the drive. You can obtain a 
cleaning disk from your dealer. 

The Computer and Apple Writer 
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Your Apple lie Keyboard 

Your Apple lie keyboard is much like a typewriter 
keyboard . (The keyboard on the new Apple lie is 
the same as the one on the lie.) The letters and 
most of the characters are set up in the standard 
typewriter pattern. If you already know how to 
type (even if it's only by hunt-and-peck) you won't 
have any trouble adjusting to the typing pattern. 

The lie keyboard does have some convenient ex
tra chara.cters that most typewriters don't have. 
But more importantly, it has twelve function keys 
that you won't find on any ordinary typewriter. 
Some of these keys are shared by other computer 
keyboards-though they may be in different posi
tions-and others are unique to the Apple lie. 
Here's a brief explanation of the significant func
tion keys in the illustration above: 

1. ESC: The ESCAPE key is common to most 
computers and has a multitude of functions, de
pending on the software you're using. In Apple 
Writer for the lie, you press ESC to do one of two 
things: turn off the Data Line display or change it 
to a Tab display (it is like a toggle switch in that it 
also restores the Data Line display); or stop the 
computer from sending information from memory 
to the printer. 

2. CONTROL: The CONTROL key (usually short
ened to CTBL in this book or indicated by[]) is 
used to suppress the normal function of a charac
ter key so that you can use the same character to 
give Apple Writer an editing, printing, or file 
management command. When you give the com
puter one of these commands (called control com
mands), you hold down the CONTROL key while 
you press the letter for that particular command. 
To save a document on a disk, for example, you 
hold down CONTROL while you press S. 
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3. CAPS LOCK: The CAPS LOCK key is like the 
shift-lock mechanism on a typewriter, with one 
big difference: Locking the CAPS LOCK key only 
gives you capital letters; it has no effect on non
alphabetical characters. Thus, if you want to type 
& or >, you have to press the SHIFr key even 
when the CAPS LOCK key is locked. 

4. a: The O key is a "special functions " key. It has 
a number of handy uses, such as acting as a short
cut replacement for the glossary command when 
you want to insert a glossary term. When you use 
it with the left and right arrow keys, it allows you 
to delete and retrieve characters. 

5. 9: The 9 key is also a "special functions" key. 
It gives the arrow keys (which move the cursor) a 
little "power boost," so that you can move quickly 
through your text . It also allows you to tab over 
text (a feat that the llB key alone cannot accom
plish). In addition, when you use it in conjunction 
with the word or paragraph moving commands, it 
allows you to make a copy of a word or para
graph. 

6. ARROWS:The four arrow keys move the cursor 
around the text in the direction of the arrows
up, down, left, or right-allowing you to move 
through a document just to review it or to make 
changes. 

7. DELETE: The DELETE key deletes text, one 
character at a time, from right to left. Once text is 
removed with the DELETE key, it cannot be re
trieved. 



8. RESET: The RESET button enables you to 
halt an automatic Apple Writer operation in ac
tion (such as printing a document or running one 
of the WPL programs). You have to hold down 
CONTROL at the same time as RESET in order 
to make the reset function work. 

9. \: Between the RETURN key and the DE
LETE key is a key that looks like a character key, 
but really isn't-at least, not entirely. The upper 
character, a straight vertical line, is a text charac
ter. But the lower character, the one that looks 
like a backward slash, is actually a function char
acter. You use this character to mark text for un
derlining. Printers designed to interact well with 
the Apple computer recognize the backward slash 
as a signal to begin underlining the text that fol
lows (underlining stops when the printer runs into 
a second backward slash). Therefore, if you put 
this character into the text, it will appear on the 
screen, but it will not be printed out on paper. 
Even printers that don't recogn ize this character 
as the underlining command won't accept it as a 
text character. (Usually what happens with those 
printers is that text following a backward slash is 
printed out like this: t _e_x_t .) 

TIPS The Return Key Is More Than Just a 
Carriage Return 

As you use Apple Writer, you will see that you use 
the BETUBl'f key for a number of functions 
other than just starting a new line of text. (In fact, 
the only time you use BETUBl'f to start a new 
line is when you want to begin a new paragraph 
or when you are typing items in a list, such as 
names and addresses or prices. See page 35.) 

One very important function of the BETUBl'f 
key is to enable you to get around from one part 
of memory to another. For example, when you 
press BETUBl'f after you have finished using one 
of the command menus, you will be taken back to 
the section of memory that holds your current 
document. 

The BETUBl'f key also often functions as a sig
nal to the central processor that you are ready for 
it to proceed with a particular operation. For in
stance, when you use the save command to store 
a finished document on a disk, you are prompted 
for a file name (the name under which the docu
ment will be stored). After you enter the file 
name, you have to press BETUBl'f to let the com
puter know you have finished entering the file 
name and would like it to go ahead and file your 
document under that name. 

The Computer and Apple Writer 
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A Short Course in Apple Writer 

If you have never used a word processing program 
before, you will be amazed at how easy it is to 
turn typing into a worry-free task. Although Ap
ple Writer may seem complicated at first, don't be 
concerned about it, because you can learn most of 
the functions as you go along. To begin you need 
to know only a few basic commands. This brief 
step-by-step lesson wil l get you started and help 
to remove some of the mystery from using a word 
processor for the first time. If you follow the in
structions below, you'll see how easy Apple Writer 
can be. Each step is cross-referenced to the pages 
in the text where the step is described in more 
detail. If you have any problems with these brief 
instructions, or if you want to know more, turn to 
those pages for additional information. 

STEP 1. INSERT THE APPLE WRITER PROGRAM 
DISK INTO DISK DRIVE 1 

The first step is to insert the Apple Writer Master 
disk into disk drive 1 and load the program into 
the computer's memory. Begin with the computer 
turned off. Open the door to drive 1 and insert 
the Apple Writer Master disk into the drive. (Or, if 
you prefer, you can use the backup disk of the 
master that came with Apple Writer.) Close the 
drive door and turn the computer and monitor 
on. The disk drive begins to whir and the red "in 
use" light goes on. In a few minutes, you will see 
Apple Writer's copyright notice on the screen. At 
the bottom of the copyright notice, the words, 
Press RETURN: appear (if you have a II + , the line 
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wil l read Press RETURN to begin:). This message 
is called a prompt, because it prompts you for ac
tion. You will see many prompts-some asking 
you to do something and others asking you for 
information- as you learn to use Apple Writer. (If 
you have a II+ without an 80-column text card, 
your screen will display this message: DO YOU 
HAVE LOWERCASE DISPLAY (YIN) : Type N, for 
"No," and press RETURN.) (See page 22.) 

STEP 2. PRESS IRETURNI 

< 1 ,._14'8'5 lAl'U 0 Po91 0 Tab1 0 Plle1 

The second step is to do as the prompt asks and 
press the RETURN key. This tells the computer to 
go ahead and set up a space in its memory for 
you to work in-like a work space on your desk, 
with clean paper, a pen, an eraser, and so on, all 
there ready for you to use. As soon as you press 
RETURN, the drive spins again and a nearly 
blank screen replaces the copyright screen. It isn't 
quite blank, though- there is a reversed (black on 
green) line of letters and numbers at the top. This 
is the Data Line, but you can ignore it for now. 
(Apple II + users will first see a menu of Fre
quently Used Control Commands. Press RETURN 
again to see the Data Line.) 

STEP 3. INSERT A BLANK DISK INTO DISK DRIVE 2 



The next step is to insert a blank disk into disk 
drive 2. You will use this disk for saving the text 
you are going to type (which Apple Writer calls a 
fi le). Open the door to drive 2 and insert the 
blank disk and then close the door. (See page 24.) 
(Note: If you have a disk that is already formatted 
for Apple Writer, you can insert it into disk drive 2 
and skip Step 4.) 

STEP 4. TYPE icTRLll£) TO BEGIN FORMATIING 
THE BLANK DISK 

IXl6 aHWDl 

"· Clltalog B. e.- Pile 
c. Verify Pile 
D. Lodt Pile 
B. Ol1ock Pile 
p. Da1ete Pile 
G. Initialize d1Jlk 

Pr .. R£!tRI to !xit 

Enter your ..i.c:tico (A - GI 1 

Apple Writer can't use a plain blank disk; the disk 
has to be formatted, or initialized, before Apple 
Writer can store files on it. You initialize a disk by 
holding down the CONTROL key while you press 
0. A list of DOS commands, ca lled a menu, ap
pears on the screen with a prompt at the bottom 
asking you to Enter your selection ( A- G) : Press 
Gin response to the prompt (I I+ users press 6). 
Another prompt appears asking you to tell the 
computer which drive the blank disk is in. The 
prompt reads Enter Slot,Drive ( Example 86,Dl ) : 
Because your uninitia lized disk is in disk drive 2, 
you enter S6,D2-exactly in this order (for the 
time being, you don't need to know what S6 
means; you' ll learn that later). Now press BE
TURN. Drive 2 sp ins and makes a few funny 
noises as it initializes your blank disk. When it is 
finished , the DOS Command Menu appears for the 
second time. Just press BETUBN to exit back to 
your workspace. (See page 25.) 

Now you are ready to start typing your letter! 

STEP 5. BEGIN TYPING 

< Z llCJl1127331 Len: 314 Pos: 260 Till> : 188 P1lu=~~-~----. 

l~Kate Johnoon~ 
P. 0 . llOx 1127 1!:1 
Scltuotc, HI\ 02066~ 
I::!.! 
Dear Ms. Johnson: l::!J 
~ 
1 ' r.t USir.cJ yiour book •The Apple Wutcc JIDrd;.J()ok• ond hove 90tten this fa r 
without blowing up t he coaput er or causinq a clcctciCAl power failuer on the 
~re East COAst. Pl ease send me my d 1plom:>. eJ 
Slncerely yours,~ 
el 
(enter your ~n name here) t2) 

Just below the Data Line, you' ll see a blinking rec
tangle in the left-hand corner. Th is is called the 
cursor and it indicates where the next character 
you type will appear on the screen. The cursor 
moves automatical ly as you type letters so just 
pretend you're working on a regular typewriter. 
To see how it works, try typing the letter exactly 
as it appears above. In some cases, words are mis
spelled, but type them just as t hey appear any
way. If you make any typing mistakes besides 
those we have built into the sample, don't worry 
about it. Just plow ahead and continue typing be
cause you'll see how to correct them in a few 
minutes. 

One last point: use the carriage return, which is 
indicated by a IRETURN I in the letter, only where it 
is indicated. Apple Writer wi ll know when it 
reaches the end of a line within a paragraph and 
wi ll move your text to the next line automatically. 
(See page 35.) 
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A Short Course in Apple Writer, continued 

STEP 6. TYPE jcTRLll]] TO SAVE YOUR FILE AND 
CONTINUE 

< 2 11""':27331 Len: 314 Poe: 260 Tab: 1 88 File: 

Ms. Kate Jotriscn 
P. 0 . Box 827 
Scituate, UA 02066 

Dear M!i. Jolnsoru 

I '.m using yiour book "'!'he Jl!lple Wr iter Randbook" and have gotten this fa r 
w1~hout blowing up the cccrpJter or causing a e l ect dcal p>wer failuer on the 
ntue East coast. PloMc send ae cny dlplocm. 

Since.cely yours, 

(enter your own na."'° here> 

ISi ave : LE.'ITER 

If you have made it this far, you won't want to 
have to start over if you make a serious mistake. 
A serious mistake means only that you lose the 
file, not that you hurt the computer or Apple 
Writer. It's almost impossible to harm them. But a 
lot of things could cause you to lose your letter. 
Until you save the letter in a file, it's stored in the 
computer's memory. If you pull the plug or have a 
power failure, everything in the computer's mem
ory is erased. It's even possible for you to erase 
your letter by pressing the wrong keys. To be safe, 
a copy of your letter must be filed on the working 
disk in drive 2. Even though we aren't finished 
with the letter, we want to save what we've got 
so far and then continue working. Hold down the 
CONTROL key and type the letter S . The prompt 
[S]ave: appears beneath your letter. Apple Writer 
wants you to enter a name for your new file. Let's 
call it LETIER. Enter the name, LETTER. (See 
page 86.) 

Note: If you skipped Step 4 because you already 
had an initialized disk, the default disk drive will 
still be drive 1. Default means that Apple Writer 
will automatically save your file on the disk in 
drive 1 unless you tell it to go to drive 2 instead. 
You can tell it to save your letter on the disk in 
drive 2 by typing a comma, then D2 after the file 
name (i.e., when the prompt [S]ave : appears, 
type LETTER,D2). From this point on, drive 2 
will be the default drive-unt il you use the same 
method to change it back to drive 1. (See TIPS on 
page 88.) 
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Why isn't anything happening? Shouldn't the 
disk drive be whirring or something? Yes, it 
should be, but it isn't because the computer has 
no way of knowing that you have finished enter
ing the file name. You have to indicate that you 
are finished by pressing RETUBN. Then disk drive 
2 will spin and its red light will go on as Apple 
Writer saves your letter in a f ile on the disk. When 
the file is saved, the f ile name LETTER will ap
pear at the far right of the Data Line, after the 
word File:. (Note: LETTER,D2 will appear there if 
you saved your letter with the drive designation 
,D2 after the file name.) 

STEP 7. CORRECT THE MISTAKES 

< Z lle:l :2733l Len: 314 POs: 260 Tab: 188 File: 

ns. Kate Johnson 
P. O. Box 827 
Scituate , llA 02066 

Dear im. Jomson: 

! 1m using y~our book "Tho Apple \i'riter Handbook" and have gotten this far 
without bl owing up the c::onp.iter or causing a el ect rical power fanucr on the 
nt i rc East Coast. Please •end mc my di plana. 

Sincerely yours, 

(enter your own narc here) 

[Slave :LE:l'rl\!! 

If you have gotten this fa r, you now have a letter 
with a lot of mistakes (ours and maybe yours). 
Let's see how to remove them. You can start by 
moving the cursor to the immediate right of the 
first incorrect letter. First move the cursor to the 
top of the file. Type [B] and you'll see the cursor 
move to the top left corner of the f ile right on 
the "M" in the word "Ms." Let's ignore any mis
takes you made for the moment and come back 
to them later. For now, let's correct the mistakes 
we built into the letter for you. 

Let's move the cursor down to the line w ith the 
first mistake, in this case t he li ne beginning, "I'm 
using yiour book." Since the cursor is in the first 
line, we have to move it down. Press the i key 
once; the cursor will jump down one line. Now 
press the same key as many times as you need to 
move t he cursor down to the line we want. Don't 
hold the key down because when you hold down 
Apple lie keys, they repeat very fast and you may 
miss the ta rgeted line. Just type t he key quickly as 



if you were striking a key on a typewriter. (II + 
users should consult the Appendix on page 185 
for instructions on how to move the cursor.) 

*HINT: If you overshoot the line, press the f key 
to move back up one line at a time. 

Now you have to move the cursor over to the 
right side of the first error, the "i" in "yiour." To 
move the cursor to the right, press the ~ key 
once. Each stroke of the key will move the cursor 
one letter to the right. Keep pressing the~ until 
the cursor is on "o" immediately to the right of "i." 

*HINT: If you overshoot the error, press the+- key 
as many times as you need to move the cursor 
back to the "o" in "yiour." 

We want to remove the mistake, the letter "i." 
Press the DELETE key once (II + users press the 
+-key". You'll see the cursor (and the "o" that it 
is sitting on) jump to the left one letter and the 
"i" disappear as it does so. Congratulations! You 
have corrected your first mistake. 

Now let's go down a line and over just past the 
"a" after the word "causing." This "a" should be 
the word "an" so we need to add an "n." To 
move the cursor down a line, use the same key 
you used before : the l key. The cursor moves 
down one line. Now hold down the ti key and 
press the~ key once. The cursor jumps to the be
ginning of the next word. Repeat this word-jump
ing technique until the cursor is on the "a" we 
want. Now press the ~ key by itself to move one 
space further. You are now in the correct position 
to insert the letter "n." All you have to do is type 
n . The next word, "electrical," will move over au
tomatically to make room for the new word, "an." 

There are still some mistakes on the next line. 
You know how to move the cursor down and to 
the right, but how do you move it to the left? 
Begin by pressing the l to get to the next line 
down. Now hold down the ti key and press the .
key once. The cursor will jump in between the 
word you started on and the next word t o the 
left. Keep doing this until the cursor is between 
"ntire" and "East." Now use the+- key by itself to 
move one letter at a time until the cursor is on 
the "n" in "ntire." Type the letter e and the rest 
of the line will move to the right to make room 
for it. Try moving the cursor over to correct the 
word "failuer. " 

Remember how to move the cursor? Here's 
some help: Each arrow key moves the cursor one 
character or line at a time when you press it by 

itself. When you press the arrow keys while you 
hold down the ti key, the cursor jumps one word 
(a maximum of 12 characters) or 12 lines in the 
direction of the arrow key. The DELETE key de
letes one character at a t ime to the left of the 
cursor. In order to insert a letter, you must posi
tion the cursor on the letter that you want to be 
on its right (in other words, characters are in
serted, as well as deleted, to the left of the cursor). 

< Z Hcm:27330 Len: 315 Pos: 224 Tab: 152 Pile: lEM"ER 

1-\S . Kate JolVlson 
P. O. !lox llJ.7 
SCituate, 1-1/\ 02066 

Dear M.s. JoMson: 

I'm using your book ~ Apple Writer Handbook• and have gotten this far 
without bicwiJ>J up the ooct>1ter or causing an electrical power failure oo the 
enfifo East Coast. Please send ""' my diplor.13. 

Sincerely yours, 

(enter your own na:re he.re) 

Now that you know how to correct mistakes, 
you can tackle any mistakes you made yourself 
(see page 59). Here is a summary of the keys 
we've discussed so far that move the cursor and 
delete unwanted characters : 

l moves the cursor down one line 
f moves the cursor up one line 
~ moves the cursor right one character 
+- moves the cursor left one character 
ti + l moves the cursor down 12 lines 
ti + f moves the cursor up 12 lines 
ti + ~ moves the cursor right one word (or a 

maximum of 12 characters) 
ti + +- moves the cursor left one word (or a 

maximum of 12 characters) 
DELETE erases one character to the left of the 

cursor 

*HINT: Now that you have invested so much ef
fort, you might want to save the corrected file. 
Just hold down the CONTROL key and type the 
letter S. When the [S]av e : prompt appears, type 
the file name, LETTER, again and press RE
TURN. Your file will be saved onto the disk 
again, but this time all of your corrections will be 
saved as well. 
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A Short Course in Apple Writer, continued 

STEP 8. INSERT NEW MATERIAL 

< Z l\<111:27325 Len: 320 Pos: 266 Tab: 194 File: 1£1T!ll 

N.o. Kate Jolrwon 
P. 0. llOX 827 
SCituate, HA 02066 

Dear Ks. Jolr\aoru 

I ' r.i ualnci )'Oii< book "'!be Apple Writer Hanclx>ok" and baVc qotten this far 
without blowln<J up the OOlt'pltcc or C4USing on electciC4l powor 1.4llucc on the 
entire E48t COO.St. Please send ne CIY Cree dipl<XM. 

Sinccroly youra, 

(enter your own nor.e here) 

Up to now we have corrected typos, but what if 
you want to polish the letter? This is where a 
word processor leaves a typewriter in the dust. 
Let's make a simple addition to our letter to illus
trate the point. Move the cursor onto the letter 
"d" in the word "diploma" in the third line of the 
letter. (If you are using a II + , the cursor will ap
pear to the left of the "d.") Type the word free 
and then press the SPACE bar once. The word 
"diploma" moves over to make room for the new 
word. No matter how long the insert, Apple 
Writer will automatically make room for it. (See 
page 62.) 

STEP 9. TYPE lcmLI([) TO SAVE THE FINISHED 
LETIER 

> z ll<r.>:46525 Len: 320 Pos: 264 Tab: 193 File: wrrm 
l l!i . !late Jolwlon 
P. O. Box 827 
Scitu.nte, UA 02066 

Ocar Ila. Jam.on: 

I 'r.i W>ing your book ""n>e Apple linter lklndbook" and hove <JOtten this far 
without blowing up the ooqiutcc or causing an electrical power laUure on the 
entire EaDt COO.St . Please terd ""' ciy free <lipla:a. 

Sinccroly youru, 

(enter your own nor.:e here) 

( S) ave :LE.Tll!R 

Now that the letter is finished, it's time to save a 
final copy on your working disk. Type [S] and 
when the [S]ave: prompt appears, type in the fi le 
name, LETTER, one more time. Then press RE
TURN to give the computer the go ahead to save 
it. (See page 87.) 
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STEP 10. TYPE jcTRLllfil[!) TO ERASE THE LETIER 
FROM THE SCREEN 

< z r<em:46525 Len: 320 Poe: 264 Tao: 193 Pile: 
llS. l<ateJolvlson 
P. O. Box 827 
Scituate, llA 02066 

0eat llS . JOl'Non: 

I ' 11 using your book "'nle Apple llriter Hllnctloo<" and hove qotton this far 
without blowing up the oor.piter or c:.>uslng on a!ectcical powor fallure on the 
entire F.ast COO.St . Please send r.ic r.tt tree Cllplor..o. 

Si.ncc:rely yours, 

(enter your own nace here) 

(NJ ew (Erase t'~ry) Yc=:J/Uo ? 

With a whole letter under your belt, it's time to 
go on to something else, huh? But first you have 
to get this letter off t he screen. Type [N] to erase 
the screen contents, or clear memory. A prompt 
wil l appear beneath your letter: [ N ]ew (Erase 
Memory) Yes/No ? Type Y for "Yes" and press 
RETURN. Your letter will disappear and only the 
Data Line wi ll remain on a blank screen. (See page 
61.) 

STEP 11 . TYPE jcTRLI [) TO LOAD YOUR FILE BACK 
INTO MEMORY 

( L) oad : 1Ein:R 

Wait a minute! We forgot to print out a copy of 
your hard-won letter! In order to print out a fi le, 
it has to be in memory (the printer will not print 
files directly from a disk). Type [L] to load the 
file into memory from the disk. The prompt 
[ L]oad: will appear asking you for the name of 
the file you want to load. That's easy. Type LET
TER and press RETURN. After the drive spins for 
a few moments, your letter (the f inal, corrected 
version) will reappear on the screen. (See page 
95.) 



STEP 12. TYPE lctRLll!)[I TO FORMAT AND 
PRINT YOUR LETTER 

( Z llal\: 46525 Len: 320 PoD: 320 Tab: 26 File: t.el'm\ 
Scituate, 11r1 02066 

Dear ttn . Johru;on: 

I'm using your book "'l'he Apple Writer llancllook" and have gotten this far 
without bla11ing up the oooputcr or causing an electrical power fAiluro on tho 
entire East coaat. Please smd oe ray f ree dipla.>a. 

Sincerely yours, 

(ESit.er your own ~ here) 

IP! rint/Program : ? 

Let's print out the letter so you can mail it and 
get your free diploma. First, let's get the printer 
ready by turning it on and making sure there is a 
piece of paper in it. Then type [P]. The prompt 
[P]rint/Program : wi ll appear beneath your letter. 
Type ? and press RETURN. A new menu w ill re
place your letter on the screen (don't worry-your 
letter is still in the computer's memory even 
though it isn't on the screen right now). This is 
the Print/Program Command Menu and it is the 
menu from which you make format decisions such 
as margin settings and line spacing (single or dou
ble) before you print your letter. You'll learn what 
all the settings are and how to change them later 
on. For now, let's just change the left and right 
margins. 

Pr int/Progr<D ca:i.anos: 

Lett llilr91n (Wl • 9 
Paragraph fl>rgin ( l'H) • 0 
Right l·l>rgin (!<!I) • 79 
Top Hargin ('Ill) • l 
Botton llorgin (Bl) • l 
Page llUl:bot I !'NI • l 
Printed Lin~ (PL) • SB 
Page IntcrvAl (PU • 66 
Line Intorval (LI) - O 
Single Pago I SP) • O 
Print llestination (PO) • 1 
carriage Retum 1m1 - 0 
l.t>dcrlino Td<en ((Ir) • \ 
Print node ' , PJ , CJ, RJ) • u 
Top Linc ( 'll.) I 

Bott.cm t..ine l BL! : 

Preas REl'lR~ to Exit 

IP) rint/Program : lml2 

First, type the letters LM and the number 12 
(no need to put a space between M and 1) and 
press RETURN. Voila! The left margin setting at 
the top of the menu changed to 12. Now the 

right margin: type the letters BM and the number 
80 and press RETURN. The right margin 
changed to 80. But what do the numbers mean? 
When your letter is printed on paper, the left 
margin will be 12 characters from the left-hand 
edge of the paper and the right margin w ill be 80 
characters from the left-hand edge. Your printed 
letter wi ll look different from what you see on 
the screen because it will be formatted for print
ing. (See page 117.) 

Now for the actual printing. Is the printer on? 
Good. You should still have the Print/Program 
Command Menu on the screen. (If you don't for 
some reason-say you pressed RETURN at the 
wrong time-just type [P] again. As long as you 
see the prompt, [P]rint/Pr ogram :, either at the 
bottom of the menu or at the bottom of your let
ter, you're okay.) Now type the letters NP and 
press RETURN. In a minute or so, you will have a 
copy of your letter ready to mail. (See page 138.) 

Us . Kate Johnson 
P. 0 . Box 827 
Scituate , HA 02066 

Dea r Hs . Johnson : 

I ' D using your book • The Apple Wnter Handbook • and have gotten this 
Car without b l ovinq up the computer oc causing an electrical pover 
fail ure on the ent i re East Coast. Plcauc send me my free diploma . 

Sincerely youu; , 

(enter you r own name he r e) 

Wait a minute. The paragraph should be in
dented. What's gone wrong? Nothing .. . and 
that's what the rest of this book is all about. To 
solve this particular problem, see page 125. 

The Computer and Apple Writer 
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TIPS Protecting Your Work 

All of you who have used a word processor have 
discovered how important it is to protect your 
files by frequently saving work in progress, mak
ing backup copies, and write-protecting disks (i.e., 
taping over the disk cutout to prevent the disk 
from being erased by new material writing over 
it). Unfortunately, most of us have learned the 
hard way after we have lost files and spent hours 
reconstructing them. 

Why protect your work? Here are just a few of 
the things that can go wrong and cause you to 
lose files: 

• Power failures, or pulled or loose plugs, can re
sult in the file being lost from the computer's 
memory. 

• The disk drive head can crash onto the surface 
of the disk and make the f ile unreadable. 

• Disks can be lost or damaged in handling. 

• Disks eventually wear out. 

• You can inadvertently enter the wrong com
mand when working on a file and delete it. 

• Lightning can strike power lines miles from 
where you are working and send a power surge 
through your computer that will erase the file in 
the computer's memory. 
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HOW TO PROTECT YOUR WORK 

Save files frequently while you are entering text 
by using the [8] command (see page 86). 

Make backup copies of your disks and store 
them separately from the original disks. The pro
gram for making copies is on the DOS 3.3 System 
Master disk. See page 112 for how to operate it. 

Write-protect the original disk whenever you 
are making copies of it. It's easy to make a mis
take and insert the original and backup disks in 
the wrong drives or type the wrong command 
when you are copying a file. You can easily end 
up copying the blank disk onto the original and 
erase all your files in the process. You can protect 
a disk from being written over by placing a piece 
of tape over the write-protect cutout (see page 
10). A write-protected disk cannot be erased or 
written over by any of the commands you use to 
make copies. 



2 
Getting Started 



22 

Loading the Apple Writer Program 

Apple Writer is a set of programmed instructions 
that converts your computer into a word proces
sor. These instructions are contained on the Apple 

COLD BOOTING APPLE WRITER 

STEP 1. INSERT THE APPLE WRITER MASTER DISK 
INTO DISK DRIVE 1 

If you are starting out to use Apple Writer and 
the computer has not already been turned on for 
another purpose, you must cold boot it. Before 
turning on the computer and monitor you insert 
the Apple Writer Master disk into drive 1 (or you 
can use the backup of the master disk that came 
with Apple Writer). Remove the disk from its pa
per sleeve, label side up, while you hold it by the 
top edge with your thumb on the label. Now, as 
you continue to hold it this way, insert the disk 
into drive 1 so that the edge with the two small 
half-circle notches goes in first. Push firmly but 
gently. You will feel some resistance as the oval 
cutout in that end of the disk disappears through 
the door; don't be concerned about it though and 
just keep pushing slowly until you hear the disk 
click into place. Then carefully close the drive 
door. 
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Writer Master disk, which must be booted up 
(loaded into the computer's memory) before you 
can begin word processing. 

STEP 2. TURN ON THE MONITOR AND THE 
COMPUTER CONSOLE 

A{lple Writer // 

COpyrigbt 1981- 2, Paul Lutus 

eopyrlght 1981- 2, A{lple Calputer Inc 

(For HELP while editing, 

press open-J\Wle And • ?" ) 

Pceso~ : 

Most display devices need some time to warm up, 
like old-fash ioned television sets, so it is a good 
idea to turn your monitor on first. Then turn the 
computer itself on. 

You will hear a whirring noise and the red light 
on the disk drive will go on, indicating that the 
program is being loaded. Soon, Apple Writer's 
copyright screen will appear on your monitor 
screen. There will be two messages at the bottom, 
the first (For HELP while editing, press the open
Apple and "?") tells you how to get help, and the 
second, Press RETURN:, will get you started if 
you don't need help. These messages are ca lled 
prompts, because they prompt you to enter infor
mation that Apple Writer needs in order to pro
ceed. The help screens and how to use them are 
discussed later in this chapter (see page 32), so we 
will ignore the first prompt for now. When you 
press RETURN in response to the second prompt, 
you are telling Apple Writer that you are ready to 
begin word processing. (To learn about the func
t ions of the RETURN key, see TIPS on page 13.) 



STEP 3. PRESS jRETURNI TO BEGIN ENTERING OR 
EDITING TEXT 

< I Raa468'5 IAru 0 Po.& 0 'l'llt?• 0 rile& 

WARM BOOTING APPLE WRITER 

When the computer has already been turned on
for example, if you have been working with an
other program-and you want to use Apple 
Writer, you can warm boot it very easily. 

STEP 1. REMOVE THE PREVIOUS PROGRAM DISK 
FROM DRIVE 1 

If you have been using a spreadsheet program or 
other software, remove the program disk from 
drive 1 before booting Apple Writer. 

STEP 2. INSERT THE APPLE WRITER MASTER DISK 

Carefully insert the Apple Writer Master disk into 
drive 1. 

When you press RETURN after the copyright 
screen appears, the copyright information is re
placed by a single line of reverse text at the top 
of the screen and an otherwise empty screen. You 
are ready now to begin typing or editing a docu
ment. 

STEP 3. PRESS lcTRLl@)IRESerl 

Apple Writer II 

COpyright 1981-2, Paul Lutus 

COpyright 1981-2, Apple C<llplt•r Inc 

!For H£U> whlle aditing, 

press open-Apple ond "?"J 

Press R£l\JRN 1 

After you press CTRL, the 0 key, and BESET, 
you will hear a beep as the previous program is 
erased from the computer's memory and Apple 
Writer is loaded. (Apple II + users should see the 
Appendix on page 185.) 

Getting Started 
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Initializing a Storage Disk 

You have to prepare a new disk in a specific way 
to receive information before you can use it to 
store Apple Writer files. This process is called ini
tializing a disk and can be carried out at any time 
after booting up Apple Writer by executing com
mand selection G on the DOS Command Menu. 

STEP 1. INSERT A BLANK OR USED DISK IN ONE 
OF THE DISK DRIVES 

In addition to preparing a disk to receive informa
tion, the initializing process erases anything al
ready on the disk. Thus, you may use either a new 
blank disk or an old disk whose contents you no 
longer need. If you have two drives, it is a good 
idea to remove the Apple Writer Master disk from 
drive 1 before beginning the initializing process; 
then there is no possibility of accidentally erasing 
its contents. Now you can insert the disk you want 
to initia lize in either drive and proceed with the 
in itializing command. 
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STEP 2. TYPE icTRLl(2} TO GET THE DOS 
COMMAND MENU 

005 a:wJ\NIE 

A, Catalog 
B. -l"lle 
c . Verify Pile 
D. Lock File 
E. lhlodt Pile 
P. Delete l"lle 
C. Ini tialize disk 

Presa RE1URN to Bxit 

Enter your selection (A - Cl 1 

When you type [O], the DOS Command Menu 
temporarily replaces whatever was already on the 
screen. 

STEP 3. TYPE ~ TO SELECT INITIALIZE DISK 

005 a:uwm 
A, Olt alog 
B. Renar.c File 
C. Verify File 
D. Loclc Pile 
&. lhlod< Plle 
P. Delete l'lle 
c . Initialize disk 

Press Rf!l'tRJ to Exit 

Enter )'OUC selection (A - Cl IC 

£nter Slot,Ddve (Ex.m:plo 5115 , Dl.) : 

At the bottom of the menu the prompt Enter 
your selection (A - G) : appears. Type Gin re
sponse to the prompt. (II + users should type 6 in
stead of G.) Another prompt Enter Slot, Drive 
(Ex ample 86,Dl) : then appears after the previ
ous prompt. 



STEP 4. ENTER SLOT AND DRIVE NUMBERS 

A, catalog 
e. Renace File 
c . vorify Pile 
D. Lock File 
E. Lhlock Pile 
r . Dnlato Pile 
G. Ini t i alize disk 

Press Re1\m!l to Ex.it 

aiter )1>Ut select.on (A - G) 1G 

thtot Slot.Drive (E>ol::ple 511 , Dl) 1511 , !l! 

Enter the slot and drive numbers in response to 
the prompt. The slot number refers to the slot in
side your Apple lie console where the disk con
tro ller card is located. If, like most Apple users, 
you have one or two disk drives and the disk con
troller card has been installed in slot 6 (the slot 
recommended in the Apple lie owner's manual), 
you should enter 86 as the slot number. If you 
have more than two disk drives, or if the recom
mended slot was not used for the disk controller 
card, enter the correct slot number for your sys
tem. The drive number refers to the disk drive 
containing the disk you want to init iali ze. 

STEP 5. PRESS IRETURNI TO BEGIN THE INITIALIZING 
PROCESS 

C. Ve<lfy Pile 
D. Lock Pile 
£ . OOock Pile 
P. Dalet.e Pile 
G. Initlo.lize disk 

Preu Rl:nRI to &>tit 

niter your selection (A - G) 1G 

Eater Slot, Drive (tuq>le S6,0l) 1S6, D2 
COS CXHWlllS 

A, cat alog 
e. -File 
c . verify Pile 
D. Lock Pile 
E. Lhlock Pile 
P. Dc>lete Pile 
G, Initiali ze disk 

Pr.au REI\Rl to Exit 

niter )1>Ut selecdon (A - G) : 

After you enter t he correct slot and drive num
bers, press RETURN. The red light goes on and 
the drive whirs for a short time. When the light 
goes out and the whirring stops, your initialized 
disk is ready for use. The DOS Command Menu 
appears on the screen again, prompting you for a 
further selection. 

STEP 6. PRESS IRETURNI AGAIN TO EXIT THE MENU 
AND RETURN TO YOUR WORK 

< Z llocl:46845 IMI: 0 l'Oll: 0 Tab: 0 Pilo1 

If you do not want to select another command 
from the DOS Command Menu at th is time, simply 
press RETURN to exit the menu. You will be re
turned to your work (or to a blank screen if you 
haven't yet begun work). 

TIPS DOS 

DOS stands for disk operating system. Every com
puter has a disk operating system (although not 
every disk operating system is actually called by 
the acronym DOS). The operating system for the 
Apple lie is Apple DOS Version 3.3. 

DOS is the underlying program that automati
cally keeps track of files, saves and retrieves infor
mation (using floppy disks as the storage media), 
and does general file maintenance tasks. Apple 
Writer for the lie is based on DOS 3.3, which 
means that it interacts with and uses the Apple lie 
disk operating system for its own specialized pur
poses. 

Getting Started 
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The Screen Display 

Before you begin entering text with Apple Writer, 
the screen on your monitor is blank except for a 
line of reverse text at the top, called the Data 
Line. We discuss the Data Line in the next section, 
but what about all that emptiness? 

< I -.'6845 !AIU 0 -· 0 Tlbt 0 rilet 

When you begin typing a document, each char
acter appears on the empty screen as you type it, 
just like the characters appear on the paper as 
you type on a typewriter. If you have installed an 
80-column text card in your Apple, Apple Writer 
automatica lly produces a screen display that is 80 
columns wide. This means that each line can hold 
up to 80 characters (including spaces) across. If 
you don't have an 80-column card, each line w ill 
hold 40 characters. When one line of columns is 
used up, the next one begins to fill up, and so on. 

THE DATA LINE 

The line of text at the top of the screen is the 
Data Line. As you type or edit text with Apple 
Writer, one part of the master program is con
stantly busy keeping track of what you are doing. 

1 2 3 4 5 6 7 
< I -.'6845 !AIU 0 -· 0 Tlbt 0 Fil•• 

It audits such information as how much memory 
you have used and how much is left, how many 
characters you have entered since the last carriage 
return, whether or not certain specia lized func
tions are currently operating, and quite a few 
other things as well. All of this information is dis
played in the Data Line. 
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Unlike a typewriter (and some of the word pro
cessing programs) Apple Writer does not require 
you to make decisions about a format before you 
type in your text. So you do not need to worry 
about things like margins, paragraph indenta
tions, line spacing, and so on, until later on when 
you know what your text consists of and also that 
you wish to print it out on paper. But it is impor
tant to understand that this means what you see 
on the screen as you type a document is not how 
the document will look when it is printed out. The 
format of your printed document will depend on 
the format settings you select. (See Chapter 5.) 

READING THE DATA LINE 

Reading from left to right, you can get the fol
lowing information from the Data Line (this infor
mation is constantly updated as you type or edit 
text): 

1. < The direction arrow tells you in which di
rection the cursor will move, forward or back
ward, when you want to perform certain func
tions, such as deleting and retrieving text or word 
searches (see Chapter 3). The direction arrow will 
automatically point to the right (forward) when 
you move the cursor to the beginning of the file 
with the control command [B], and to the left 
(backward) w hen you move the cursor to the end 
of the fi le with [E]. Another control command, 
[D], will change the direction of the arrow at any 
time while you are editing (see page 53). 

2. Z This feature tells you that the word wrap
around feature of Apple Writer is currently func
tioning (see page 35). When you execute the con
trol command [Z] to turn the word wraparound 
function off, the Z in the Data Line disappears. 



3. Mem:46845 Mem stands for memory and the 
number te lls you how many characters of memory 
are availab le to you at any given time while you 
are using Apple Writer (see TIPS on page 36). 
When you type, this number gets smaller, charac
ter by character, as you use up memory space. 
(With 128K of memory, the maximum number of 
characters that memory can hold at one time is 
46845; therefore this number appears on the Data 
Line before you put anything into memory.) 

4. Len: 0 Len stands for the length (in charac
ters) of the text you entered into memory from 
the beginning of your text. This number becomes 
greater as you type. 

5. Pos: 0 Pos stands for the current position of 
the cursor relative to the beginning of your text. 

6. Tab: 0 Tab indicates the current position of 
the cursor relative to the last carriage return en
tered. (Note: Carriage returns are entered only to 
begin new paragraphs; see page 35.) 

7. File: After you have saved or loaded a file 
into memory from a disk, the file name appears 
next to the label File on the Data Line. 

TIPS The Cursor 

The cursor is a graphic representation of the 
printing point indicator on the typewriter. It indi
cates where the next character will appear as you 
type. With Apple Writer, the cursor is a blinking 
vertical rectangle. As you type, it moves across the 
screen to the right, just like the indicator on a 
typewriter moves across the paper. 

It is important to understand that most actions 
taking place on the screen have some reference to 
the cursor. For example, when you insert a charac
ter into your text, it appears at the position of the 
cursor; when you press the DELETE key, the 
character to the left of the cursor disappears; f iles 
are loaded upward from the position of the cursor 
(i.e., the cursor is always found at the end of a file 
that has just been loaded from the disk); and 
when you use the find command for a word 
search, the cursor moves from one instance of the 
word sought to the next as the search proceeds. 

In addition to the automatic movement of the 
cursor as you type, you can actually move the cur
sor to any position in your text at any time. This 
enables you to move around freely in order to 
make corrections and changes in a document 
while it is in memory. The methods for moving 
the cursor are explained fully in Chapter 3. 

Getting Started 
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Control Commands 

Personal computers operate by ca rrying out, or 
executing, commands entered on the keyboard by 
users. Computer programmers write very specific 
and detailed instructions for the computer, which 
are carried out through the central processing 
unit (known as the CPU). But first these instruc
tions have to be activated by the person sitting at 
the keyboard. Obviously, if it were necessary for 
everyone who wanted to use a computer to type 
in all the details of every instruction, using a com
puter wou ld not be very efficient-especially for a 
task like typing and ed iting. 

For th is reason, packaged utility programs like 
word processors have a built-in shorthand for tell 
ing the computer what to do: Each set of instruc
tions (for accomplishing a particu lar operation) is 
assigned a short sequence of keystrokes which 
tells the computer to carry out that set of instruc
tions and no other. These keystroke sequences are 
cal led commands. 

In the Apple Writer program, most commands 
are entered directly on the keyboard; we call 
these commands control commands. Other com
mands are selected from a preestablished list, or 
menu, and then entered (see page 30). 

A control command is always assigned a particu
lar character key as its code name. You execute a 
control command by holding down the CON
TROL key at the left of your keyboard at the 
same time as you press the code key for that com
mand. The CONTROL key itself is not actual ly a 
part of the code name for the command. It simply 
blocks the normal function of the code key, so 

ENTERING A CONTROL COMMAND 

STEP 1. HOLD DOWN lcrRLI 

Remember you have to continue pressing the 
CONTROL key until the command is activated. 

STEP 2. PRESS THE CHARACTER KEY ASSIGNED 
TO THE COMMAND YOU WANT 

While you continue to hold down the CONTROL 
key, press t he character key that identifies the 
command. For example, if you want to save a doc
ument on the disk, you press S whi le you hold 
down CONTROL. 
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that when you press the key, it transmits the com
mand you want to the central processing unit in
stead of entering the character as a text character. 

In Apple Writer, most of the control commands 
are easy to remember. This is because whenever 
possible, the character chosen as the code name 
for the command has an obvious relationship to 
the function of the command. For instance, the 
command to save a document is CONTROL S and 
the command to load a document is CONTROL L. 
Sometimes, the re lationship between the name of 
a command and its function is not so obvious
like CONTROL Y, which you use to get a split 
screen. For the most part, however, Apple Writer 
commands were designed to be mnemonic. 

In this book, as in the Apple Writer user's gu ide, 
wh ich came with your program, control com
mands are sometimes indicated by square brackets 
([ ]} around the character key, omitting the word 
CONTROL. 

When you see a character enclosed by square 
brackets, as above, you should hold down the 
CONTROL key while you press the character in
side the brackets. Do not type the brackets. 

In addition, the abbreviation CTRL is used at 
t imes for the word CONTROL when referring to 
the CONTROL key. 

STEP 3. FOLLOW THE INSTRUCTIONS GIVEN IN 
THIS BOOK FOR ANSWERING THE PROMPTS FOR 
INDIVIDUAL COMMANDS 

Some control commands require further informa
tion (such as a file name or a disk or slot location) 
before they can be executed. This information is 
requested by a prompt-a query fol lowed by a co
lon. You will learn how to answer the prompts for 
each command later in this book. 



TIPS Error Messages 

There are several types of error messages that ap
pear on the screen when you make a mistake us
ing a command. It doesn't matter whether it is a 
control command or a menu command. These 
messages are accompanied by a beep. The three 
most common ones are shown below. 

Don't panic when you see these messages. Just 
press BB'l'UBB to get rid of the message and 

DOS :I/O ERROR. This usually means that the drive 
you asked the computer to get information from 
contains no disk ("1/0" stands for "Input/Output"). 

DOS :FILE NOT FOUND. This usually means that 
either you got the name of the file wrong or you 
directed the computer to look in the wrong drive 
for the file you want. 

CORRECTING A CONTROL COMMAND 

If you make a mistake when you enter a control 
command or if you change your mind about exe
cuting it, don't panic. Depending on the type of 
command it is, you can either cancel the com
mand before it is executed or correct the results 
of its execution very easily. 

You can cancel control commands that require 
further information after the command itself 
(such as a file name or a drive designation) by 
simply pressing BETURN when the prompt ask
ing for further information comes on the screen. 
The prompt will disappear and the screen will re
sume its normal appearance with the cursor repo
sitioned exactly where it was before you entered 
the command. If you've already begun to answer 
the prompt and then decide to cancel the com
mand, delete your answer before you press BE
TUBN. For example, if you type [S] to save your 
text and then decide in the middle of entering 
the file name that you want to do something else 

then correct your error. If you have trouble figur
ing out what is causing an error message to ap
pear or how to correct it, consult your DOS man
ual or Appendix C in the Apple Writer lie manual. 
There are other, less common error messages. 
They are also explained in Appendix C of the Ap
ple Writer lie manual and in the DOS Manual. 

DOS :SYNTAX ERROR. This means you made an 
error in entering the command information. Usu
ally, you will find that you forgot a comma or en
tered a space where there wasn't supposed to be 
one. 

before saving the file, just use the DELETE key 
to delete the file name and press BETUBN. 

Control commands that activate immediately 
after you enter the character key cannot be can
celled since they do not offer the delay period be
tween entering the command and pressing BE
TUBN. But even if you enter a command like this 
by mistake, it should be a simple matter to correct 
it. 

Many of these commands function like toggle 
switches, which means that the same keystroke se
quence turns a particular feature on as well as off 
(like your light switches). For other commands, the 
path to undoing what has been done should be 
self-evident. (For example, [E] moves the cursor 
instantly to the end of the file in memory. Once 
there, if you discover you didn't want to go to the 
end after all, you simply move the cursor some
where else.) 
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Executing Commands from Menus 

In addition to control commands, Apple Writer 
has a number of commands that are activated 
from within a menu. A menu is a preestablished 
list of commands from which you can select the 
command you want-like choosing your lunch in a 
restau rant. Each command has a number or letter 
assigned to it (Apple Writer for the lie uses letters 
whereas Apple Writer for the II+ uses numbers). 

You choose a command from the menu by en
tering the command letter when you are 
prompted to do so. With some menus, such as the 
Help Screen Menu discussed previously, you have 

USING THE ADDITIONAL FUNCTIONS MENU 

The Additional Functions Menu is simply a collec
tion of word processing commands, none of which 
is found elsewhere in Apple Writer for the II+ . In 
the new version for the lie, however, the Addi
tiona l Functions Menu contains one command, se
lection H. Toggle Carriage Return Display, which 
can now be executed independently of t he menu 
(see page 37). The new lie Additional Functions 
Menu also contains two new commands: F. Save 
[G)lossary File and I . Connect K eyboard to 
Printer. 

The Additional Functions Menu can be called 
onto the screen at any time wh ile you are typing 
or ed it ing. 

STEP 1. PRESS icTRLI@) TO SEE THE ADDITIONAL 
FUNCTIONS MENU 

l\l>Ul'i"IQW. RH:rlCUS lll:J'lU 

A. Load Tab Pile 
D. &\VI! Tab FUc 
C. LOad Prlnt/Progrorn Value Pile 
D. Save Pnnt/Pc09rar.1 Value Pile 
E. Load !Gllossacy PUo 
P. save (Gllossacy PJ.lc 
G. Toggle Cacciagc Return Disploy 
U. 'Zbgglc Doto Linc Diaplay 
I. Connect Ke)b>ord to Printer 
J . COOVoct Apple llriter 1.1 PU"" 
K. Quit Ajlple Welter 

Press Rl.'I\IRU to EXlt 

D\tcr your selection (A - K) 1 

When you type [Q] the Additional Functions 
Menu wil l come up on the screen. 
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to press RETURN after entering the letter. With 
others, the command is carried out immediately 
when you enter the appropriate letter-without 
an intervening RETURN. Still other menus re
quire you to enter certain additional information 
in order to execute some commands. 

Basically, there is no single way for program
mers to design menus to make it easy for the rest 
of us. We just have to resign ourselves to learning 
the peculiarities of each menu-sometimes even 
of each menu selection. But take heart, there 
aren't t hat many of them. 

STEP 2. ENTER THE LEITER OF THE COMMAND 
YOU WANT TO EXECUTE 

ADDITICW\L PUNCTIOUS ~iaru 

A. LOad Tab File 
D. Save Tab Pile 
C. LOad Pr int/ProgrMI Value Filo 
D, save Pr int/l'togr1t11 Value PJJe 
E. Load (GJ lossacy Puc 
P, Save (G)lossacy Pile 
G. 'l'Oqgle Carnage Rctum Display 
U. TOqgle Data Line Display 
I . CDnn<ct KeyDoara to Pr inter 
J . O>nvert A!IPle Welter 1.1 PU• 
K. Quit AW!e Uriter 

Press RErull!l to Exit 

Enter your selection (A - Kl 1A 

l:)}tcr file narre : 

The first six selections, A - F, are specialized uses of 
the load and save commands. The next selections, 
G and H, are toggle switches that turn display 
features on and off. G controls whether or not 
you see carriage returns as you enter them and is 
the on ly way of controlling this particular feature 
(see page 35). Similarly, H controls the Data Line 
display. Pressing the ESC key, however, will do ex
actly the same thing in Apple Writer lie, chang ing 
the disp lay from t he Data Line (page 26) to the 
Tab Setting display (page 37), to no display, and 
back again to the Data Line. 

Selection I is a new feature found only in Apple 
Writer lie. It allows you to send information di
rect ly from the keyboard to the printer without 
first storing it in memory (see page 140). Selection 
J converts Apple Writer 1.1 fi les so that they can 
be edited with the lie version. Selection K turns 
the Apple Writer program off, which you can also 
do by warm booting another program (see page 
23) or by simply turning off the computer. 



STEP 3. ENTER FURTHER INFORMATION 
REQUESTED ON THE SCREEN FOR INDIVIDUAL 
COMMANDS AND PRESS IRETURNI 

lllDITlaw. l'l.llCl'IOtlS nmu 

f\ . Lo!ld Tab F Uc 
a. Save Tab File 
c . Lood Print/Program Villuo Filo 
u. save Print/Program Villue Pile 
E. Lo!ld [GJ l osaary File 
P. Save [G) lossary Pile 
G. 'l'l>gglo C..criage Return Display 
II. Tcg<J le D.11:.0 Line Display 
I . CCnnect Keyboard to Pr inter 
J . ccnvoct Apple Writer 1.1 Piles 
K. Quit Apple Writer 

PclSS IU:i\JR:l to Eltlt 

Enter )'OI>< select.Ion (A - K) :A 

D\ter file nace ; PILE t~ 

USING THE DOS COMMAND MENU 

The DOS Command Menu contains the "house
keeping" commands discussed in Chapter 4. These 
commands allow you to keep track of and main
tain the files on your working disks. 

STEP 1. TYPE lcml@) TO SEE THE DOS 
COMMAND MENU 

005 Cll.\1-Wl!JS 

"· C..Wog 
ll.Rcnoo>el'ile 
c. Verify Pile 
D. Loci< Pile 
E. llnlod< Pile 
F. Delete Pile 
G. lnitiAlize dill< 

Prem: IU.'ru!Ul to Bxit 

Entor your <;election ( A - G) 1 

When you type [O] the DOS Command Menu will 
come up on the screen. 

STEP 2. ENTER THE LETTER OF YOUR SELECTION 

005 a:nwu; 

A. C..Wog 
D. R<>noooPile 
C. VorHy Pile 
D. Lock File 
E. llnlod< File 
P. Delete Pile 
G. lnitWizo d1sJ< 

Prcon tmn.mN to Exit 

Dlter your seloctlon (A - G) 1A 

ll'ltct Slot, Drivo (Exar.plc 56 , nl) ' 

We explain the details of when and how to use 
each Additional Functions command as you need 
it in the process of entering and editing text . For 
example, you will find instructions for loading and 
saving tab files with selections A and B from the 
menu in the section on Setting Your Own Tabs 
(see page 40). Similarly, we discuss selections C 
through I in the sections of the book most rele
vant to their functions. 

When the DOS Command Menu appears on the 
screen, enter the letter for the command you 
want. A prompt then appears beneath the menu; 
the type of prompt depends on the command you 
selected. 

STEP 3. ANSWER THE PROMPT THAT APPEARS 
BENEATH THE MENU AND PRESS IRETURNI 

005 ClltWIC5 

A. C..talog 
D. Rena:<! Pile 
c. Verify Pile 
D. Loci< File 
E. UUock Filo 
P. Delete Pile 
G. Initialize disk 

PCCG:l Rf."ruRN to Exit 

Enter your scloction (A - G) :II 

Enter Slot,Orivc (Exo:nple S6,Dl) :S6, 02 

For selection A. Catalog and G. Initialize disk, 
the prompt requests slot and drive locations: En
ter Slot,Drive (Example 86,Dl) :. The prompt for 
all of the other commands on the DOS menu re
quests a file name: Enter file name : Each DOS 
command is discussed in Chapter 4, page 106. 

Getting Started 

31 



32 

The Help Screens 

Until you've had some practice in using the Apple 
Writer commands, you may find that you won't 
always remember wh ich command to use for a 
particular task-or, if you do remember the com
mand, you may not remember quite how to use 
it. And chances are, even when you've become an 
old hand at word processing with Apple Writer, 
there still will be commands you simply won't use 
often enough to remember how they work. 
Rather than having to look these things up in the 
manual or this book every time, you can use the 
help screens provided for this purpose on the Ap
ple Writer Master disk. 

The help screens are a series of explanatory dis
plays that you can call onto your screen at any 
time to refresh your memory about a particular 
command or procedure. You call them up by mak
ing selections from the Help Screen Menu. (The 
Apple Writer Master disk must be in drive 1 in or
der for you to use the help screens.) 

STEP 1. PRESS @)II) TO GET THE HELP SCREEN 
MENU 

lU1P SCRWI HDAJ 

'" C<R.an<I su-c.11:y 
B. CUt80C UOYu-M\t. 
c. Upi:or/Lower ca... Qwnge 
D. Dol~ricw Text 
C. T-
p, Gloa&Ary 
G. SOvlncj Pllff 
H. 1-llng P1lee 
I . Plncl/Ropl41CC Text 
J, - Pr int OXr.wldll 

Presa m:ruRu to E:dt 
Enter Your selection (A - JI 1 

The 0 key acts here like the CONTROL key in a 
control command-that is, you hold it down while 
you press the ? (and remember, you must hold 
down the SHil-r key to get a ?). (Apple II + users 
should see the Appendix on page 185.) 

The Help Screen Menu will appear on the 
screen, replacing whatever was already there. 
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STEP 2. ENTER YOUR SELECTION AND PRESS 
lRETURNI TO SEE THE HELP SCREEN YOU'VE 
SELECTED 

Hfl..P SCR£Ell HD·~ 

/\. ca=nd Sln:laty 
B. Cursor •);)va3el'1t 
c. ~c/Lo.ter c- O>on<Je 
D. Delote/Retr icve Tm<t 
E.~ 

P. Gloasary 
c . Saving Pileo 
H. LOoding Pllea 
I . PincVReplace Text 
J . DrOedded Print c.amwxls 

Prcrw Rl:IUa'f to Exit 
Enter Your Selectlcn (A - J) 18 

Each selection listed on the Help Screen Menu has 
its own help screen which explains how that par
ticular command or procedure functions. These 
screens are displays only and are not actually 
loaded into memory (that is, you can call them 
onto the screen at any time without permanently 
replacing the work you are doing). 

STEP 3. TYPE @) TO CONTINUE READING HELP 
SCREENS-OR TYPE [) TO EXIT-AND PRESS 
lRETURNI 

PIQ: 2 

ClllalR IOJD1iltr 

<XHW~ H:nal 
~~~~~~~~~~~~~ 

UP-AIUDI 
LEF'l'- or RIGrl'-ARIO< 
OCWN-AA!Oi 

SCLIJ>-APPI.£ 11ith 
UP-ARI04 
OCWN-NUGI 
LEPl'-ARIO< 
RIGrl'-ARIO< 

QJR9:JI up l line 
ClllalR left/right 1 choract01 
ClllalR down 1 line 

ClllSll up 12 lines 
Cll1StR down 12 l ines 
ct11'8:11 l oft l word 
ClllalR right l llOtd 

(BJ OJRSOI to fllo BagiMing one! Dota Une Arrow to > 
(El ClllalR to f ilo End and D.1tA Lino Arrow to < 

Presa ·c11 to continuo, or "E" to Exit , end then press RE"nJRN 

Some of the help screens take up more space than 
one screen provides. Thus, when you type C, indi
cating that you wish to continue, the next portion 
of the screen will scroll into view on your monitor, 
and so forth, until the explanation is completed. 
Once a help screen is completed, you type C to 
return to the Help Screen Menu. 

If you want to exit the entire help system, and 
return to your work, just type E . Remember that 
you must press RETURN after either of these in
structions to tell Apple Writer you are ready to 
proceed. 
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WHEN YOU CAN'T REMEMBER WHICH COMMAND TO USE 

STEP 1. SELECT I!) FROM THE HELP SCREEN 
MENU TO SEE A LIST OF COMMANDS 

PAGE lA 

ID! - cunor to BtlinllING of fUe and sets Data Line Arrow > 
IC! !?nobles CASI! OW10E Mode 
ID) Sets DIREX:l'll)I of Dota Line Arrow 
IE) HoYes Qm•or to END of file and sets Dota Line Azro.i < 
IP! rnns and Rlll'LACES text ._-.ta 
IGI Enables WJSSARY creatJ.cn or occesa 
ILi LONlS text fUe frcn d1slc 
IHI a.EARS screen and _,,ry of present file 
[OJ Displays 006 tallOanda Henu 

Press •c• to oantinue, or •e• to Exit, a.nc1 then press REltRl 

Selection A on the Help Screen Menu is a list of 
all the App le Writer commands and what they do. 

Under the subheading COMMAND/KEYSTROKE, 
you will see the familiar capital letters enclosed in 
square brackets, which indicate that you must 
hold down the CONTROL key while you press the 
specified letter. Notice that the explanations given 
under the other subheading, ACTION, tell you 
on ly what the command does-not how to use it. 

STEP 2. PRESS @] AND IRETURNI TO SEE THE 
SECOND HALF OF THE COMMAND SUMMARY 

PAGE ID 

cnmn. Q:HWllS (continued) 

CD-IVJ<EYS'IKJ(E ACl'ICtl 

IPI ""°""""" PIUl-<r-an::ands--o-r-WPL-ProGIW--IS-======:..J 
IOI Diaplaya AddltlcnAl Punct!ona Henu 
IRJ d14.roc:ter OYecstriko 
ISi Sr\Vl?S text fUcs to disk 
IT! TAB - set, clear, 1"1<90 
IVJ Accepts CJltll'R:l. characters AS text entdes 
tuJ Word delete or retrieve 
IX) Paragraph delete or retrlovo 
IYI split screen enablo/dluoblo 
IZI llord wr-rC>l>ld disobl<VON>blo 

Prcc.s •c• to continue, or •e• to Exit, and then pcu;,s RE:i\RI 

The command summary takes up two screens. To 
see the second screen, press C to continue and 
then press RETURN. 
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The Help Screens, continued 

WHEN YOU CAN'T REMEMBER HOW TO USE A PARTICULAR COMMAND OR TECHNIQUE 

STEP 1. ENTER THE LETIER OF THE HELP SCREEN 
YOU WANT TO SEE 

HELP SCREfN HrnlJ 

A. C<lllmond SIJamuy 
B. o.n:oor lt>va:ient 
c. iwor/Lowe< Cose OWlnqo 
D. DeletW!letrieve Text 
£. Tabe 
P. Gl0884ty 
G. S.Vlng Piles 
e. Loodinq Piles 
I . Pin<Vl!.eplace Text 
J . n:t>eddod Print CCcmond5 

Preu REIURN to Ex.it 
Enter Your Selection (A - J) •D 

Choose the letter for the help screen you want to 
see from the Help Screen Menu. Selections B 
through J provide brief explanations about how 
to accomplish certain tasks with Apple Writer. The 
help screens are organized by task, not by com
mand. For instance, both how to use the arrow 
keys and how to use commands [B] and [E] are 
covered in selection B, Cursor Movement. Simi
larly, selection D, Delete/Retrieve Text, tells you 
how to delete and retrieve anything from a single 
character to a paragraph using a range of func
tion keys and commands. 
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STEP 2. PRESS EITHER @) OR [) AND THEN 
IRETURN I 

APPL£ h1U'l'ER // o::HWlll ~ PIG& 4 

Ol'£N-APl'Lll ta'l'-ARR:W llEL!!reS l c:llacacter to loft of curaor 
Ol'W-APl'!.S RIGll'-ARIOI RE'l'IUEVES I c:llaracter at cureor 
lJ'U!TE key llEIZ1'ES text to left of cw:aor - cannot retrieve 

set data line atrOll to < by IDl 
M llEIZ1'ES l ...,rd to left of c:unor 
(X) DIU:l'l:S P"C"!lrll!'h or 1024 cbaractera to left of cursor 

SLID-APR.£ with 
IWI <XlPUS a word to buffer 
(XI CXlPIES a p.ttagroph to buffer 

set data line o.rcOll to > by (DJ 
(WI Rfll.'IUEVt:S l word at CUCIOr 
IXI RE'l'IUEVES 1 p.>ragraph or 1024 cbaractero at cursor 

When you have finished with a Help Screen, you 
have two options: You can press C and RETURN 
to go back to the menu and choose another help 
screen (or in some cases, to see a continuation of 
the screen you are currently viewing); or you can 
press E and RETURN to exit the help screen sys
tem altogether and go back to your work. 



Entering Text 

Entering text with a word processor is very much 
like typing on a typewriter. But that does not 
mean you have to know how to type, just as you 
don't have to know how to type to use a type
writer. If you're happy with hunt and peck, Apple 
Writer won't object. 

Why do we say "entering text" instead of typ
ing? It's a holdover from the days when comput
ers were computers and typewriters were type
writers, and people called data entry operators 
entered data on a computer keyboard. With the 
merging of computer and typewriter funct ions 
into a new technology called word processing, we 
now "enter" text on a computer keyboard. 

You enter text by typing on the computer key
board just as you would with a regular typewriter. 
Until you come to the end of a line, there is little 
difference between a typewriter and Apple 
Writer. 

DON'T PRESS IRETURNI AT THE END OF A LINE 

Word wraparound on 

< i fm146645 Leu 200 1'<>1H 199 'l'aln 198 Filo• 

You entec text by typin<J on the ocq>Uter keybo4rd juot oa you wwld v!th a 
rC<)ul•c typewrlter. until you come to the end of a lino, there is litt l e 
differ<noo betWe<n a typewriter one! Apple writer. 

Word wraparound off 

!lm146645 Len: 200 Pos: 199 Tab• 198 l'ile1 

You enter toxt by t ypin<J en the ""'i'"t•r kcyboord just aa you ""'1ld wi th a cC<jUl 
ar typewrit e r . until you oane t o the end of a l ine, there ls little difference 
~a typewriter and Apple Weiter. 

You don't have to enter carriage returns at the 
end of each line. App le Writer determines 
whether the last word will fit on the line. If there 
isn't room for the whole word, Apple Writer auto
matically drops it down to the next line and you 
can continue entering text without pressing RE
TURN. 

This automatic carriage return feature is ca lled 
word wraparound. Word wraparound is automati
cally on when you boot up App le Writer. To turn 
it off, press (Z]. You will then see the text exactly 
as you entered it- with words broken off as the 
lines ended (although without hyphens). (Note: 
(Z] functions like a toggle switch- it turns word 
wraparound on as well as off.) 

PRESS IRETURNI ONLY TO END PARAGRAPHS OR TO 
END INDIVIDUAL LINES BEFORE YOU REACH THE 
END OF THE SCREEN DISPLAY 

< Z -:46071 I.ell 774 Pos: 774 '1'111>1 573 Pile: 
You <nter text by typln<J on tbe omiputu k~d just as you ""'1ld with a 
rogular typewrite<. untU you cane to the end of a line, there la little 
dlffer<n00 betWe<n a typewriter and Apple Writer. S 

When you press tho~ key, a ,_ line beginll-JUSt as it does vith a 
~clter. Since word wraparoond takes care of ending llnea autooatlcally 
wl1en the entire width of the sc:re<n' a di.splay (8l or 40 CXJllmlB, ~ on 
)<)Ur aspiter) hoa been reached, you use tho ~ l<ey only Wen you ""'1t to 
and a line deliberat ely. You vould do thia, for cunple, at the end of a 
paragraph or when you are enterin<J a list or • """'° and address. If you vant 
to add lines of space between paragraphs , press the REnlRN key aa G\Ony tillleO aa 
nec:eanary to 90t tho space you want. S 

When you press the RETURN key, a new line be
gins-just as it does w ith a typewriter. Since word 
wraparound takes care of ending lines automati
cal ly when the entire width of the screen's display 
(80 or 40 columns, depending on your computer) 
has been reached, you use the RETURN key only 
when you want to end a line deliberately. You 
would do this, for example, at the end of a para
graph or when you are entering a list or a name 
and address. If you want to add lines of space be
tween paragraphs, press the RETURN key as 
many times as necessary to get the space you 
want. 

SEEING CARRIAGE RETURNS 

Every time you press the RETURN key, Apple 
Writer enters an actua l character, ], at the posi
t ion the cursor is in. Although this carriage return 
character does not appear on t he screen as you 
enter it, you can see a display of these characters 
by using the Add itional Functions Menu. 

STEP 1. PRESS icTRLl[2) TO GET THE ADDITIONAL 
FUNCTIONS MENU ON THE SCREEN 

f\DOI'i'IQW. FtN:TICllS MENU 

A. Lead Tab l'ilc 
D. Sove Tab Pile 
c. Lead Prlnt/Progrmn Value File 
D. S.vc Prlnt/Progra Value Pile 
E. LOad (G) lona1u:y File 
I'. save (GllOODary Pile 
G. Toqglc Qucia9c Return Display 
U. Toggle Doto Line Display 
I. Cannect Kayboard to Printer 
J . Ccnvert l\illlle liriter 1.1 Piles 
K. Ouit Apple Writer 

Presa Rf!IUPZI to Exit 

Enter your aelectlon (A - Kl : 
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Entering Text, continued 

First, you have to call up the Additional Functions 
Menu before you can enter selection G, Toggle 
Carriage Return Display, from the menu. 

STEP 2. ENTER SELECTION @)AND PRESS jRETURNI 

< Z H<sl\:46525 Len: 320 Pas: 320 Tab: 26 File: LETl'ER 
Scituate, MA 020661 
J 
Dear Ms, J olviscln: l 
J 
I'm usin9 your book ""'n1e Apple Writer Hand:ook" and have gotten this far 
without blowing up the cxxrp!ter or causing an elect~ical p::1fo'er failure on the 
jtire £ast Coast. Please send me r:iy free diplocna. J 

J 
Sincerely yours, ) 
J 
{enter your own name here) J 

Wherever you pressed RETURN in your text, you 
will see a ]. There are a number of things you can 
do with Apple Writer that depend, at least in 
part, on knowing where you entered carriage re
turns. So being able to tell at a glance where they 
are can be very useful. 

REPEATING CHARACTERS AUTOMATICALLY 

< • i Men:46600 I.En: 245 Pos: 245 Tab: 244 Pile: 

xxxx 

Most of the keys on the Apple lie keyboard repeat 
automatically if you hold them down. When a 
character or function (like DELETE) is repeating, 
the symbol • appears next to the Z in the Data 
Line. This is just to remind you that you are hold
ing down a key. A warning-the repeat speed is 
very fast, so use this feature with caution, espe
cially when you are using the DELETE key. (Ap
ple II + users shou ld see the Appendix on page 185.) 
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TIPS Memory 

Your Apple computer has an electronic memory in 
which it stores your work as you do it .. This main, 
or central, memory is quite large (its exact capac
ity depends on the system you bought) and can 
hold an astonishing amount of information at one 
time. 

A large part of central memory is reserved for 
the Apple Writer program (or other software). 
When you put the master disk into disk drive 1 
and turn t~e computer on, a copy of the word 
processing program is loaded from the disk into 
this section of memory. 

Another large part of central memory is re
served for storing the document you are working 
on. This is the part of memory that you "see" on 
your monitor screen-that is, a display of its con
tents appears on the screen. It can hold 27,645 
characters at once (or more if you have expanded 
memory capacity), and the computer will let you 
know when you have filled it up by beeping. 
(Note: You will also hear a beep at other times, so 
don't automatically .assume that it means memory 
is full. When you hear the beep and don't see an 
error message on the screen, look at the Data Line 
at the top of the screen. If you see a 0 after 
"Mem:" you'll know that you have used up mem
ory.) 

Various smaller portions of memory, called stor
age buffers, are reserved as temporary holding 
areas for special items like glossary terms or blocks 
of text that are in the process of being moved 
from one place to another in your document. 

The ability to contain information in an elec
tronic memory is what makes word processing so 
superior to typing. It means that you can com
pose, type, and correct, or alter virtually any kind 
of document before you even get out the paper. 
By the time a document is actually printed on pa
per, it is letter-perfect. 



Setting Your Own Tabs 

Just like a typewriter, Apple Writer allows you to 
set tabular positions across the screen and then 
reach them quickly with the TAB key. This can be 
useful for text documents and tables alike. 

When you start up Apple Writer, the tabs are 
automatically preset at every eight spaces (or col-

DISPLAYING YOUR CURRENT TAB SETTINGS 

PRESS (§,) TO CHANGE THE DATA LINE TO A 
DISPLAY OF THE TAB SETTINGS 

< ••••••••• 1 • ••• ••• •• 2 •••• f •••• 3 •••••••• • 4 •••• ' •••• 5 •••• ' •••• 6 •••• 1 
•••• 7 •.•••••• • 

When you press ESC once, the Data Line changes 
to a display of the current tab settings, which we 
call the Tab Setting display. The line that you see 
at t he top of the screen is divided into eight 
groups of ten columns each, each column repre
sented by a dot. If you have an 80-column display, 
you will see all eight groups across the screen. 
Every tenth column is a number instead of a dot 
(the numbering stops at 7, but you can still see 
the last group of ten) and a small vertical straight 
line divides each group in half. The tab settings 
are marked w it h rectangles t hat look like non
blinking cursors. 

If you have a 40-column display, you still have 
80 possible tab settings. But only half of them ap
pear in the Tab Setting display. That is, you still 
see numbered groups of ten dots, but you only 
see four of them. If you still have the default tab 
settings (every eighth column) in place, you can 
see that all ten of the settings exist in the 40-col
umn format, just as they do in the 80-column for
mat. Press the TAB key ten times. When the cur
sor reaches the fifth setting at column 40, it drops 
down to the next line to complete the other five 
settings. After the tenth setting, the TAB key will 
no longer move the cursor because it has reached 
Apple Writer's 80-co lumn limit. (Apple Writer II + 
does not have the tab disp lay feature.) 

umns). As w ith a typewriter, you can change the 
tab settings to suit what you are doing at the mo
ment. But Apple Writer has a bonus feature you 
won't find on any typewriter- you can save your 
own tab settings in a special file and reuse them 
later on. 

PRESS (§,) TWICE TO RETURN TO THE DATA LINE 

< I -146845 Lena 0 -· 0 'l'al>1 0 rilea 

You must press the ESCAPE key twice to return 
to the Data Line. The fi rst ESCAPE leaves the line 
blank. 
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Setting Your Own Tabs, continued 

CHANGING THE TAB SETIINGS 

STEP 1. TO CLEAR ALL EXISTING TAB SETIINGS, 
FIRST TYPE lcml[I 

< o o eo. oo o o l o oo o f o 00 0 2 00 00 
1

0 , 00 ) 0 0 0 0 I 00 0 0 4 0000 
1

0 000 5 0 0 0 0 I o ooo6oo • • 
1 

ooo o1 oo oo 
1 

oo oo 

(T) llb(Sct/O<at/Purgc) : 

With the Tab Setting line displayed, hold down 
CTRL and press T. The prompt [T]ab ( Set/Clear/ 
Purge): appears at the bottom of the screen. 

STEP 2. TYPE I!) AND PRESS IRETURNI 

( •• oo 
1 

oo ooloooo I oooo2oooo ' 000 0 ) 0 0 00 f o o oo 4 oooo 1
00 0 0 5 0000 I 00006 00 0 0 I ••• .7 000 0 I 0 0 00 

Now type P for purge in response to the prompt. 
It is not necessary to type in the whole word for 
the action you select; P is enough. Press RE
TURN and all the tab settings will disappear from 
the Tab Setting display. Now you are ready to set 
your own tabs. 

STEP 3. PRESS THE SPACE BAR UNTIL THE CURSOR 
IS IN A POSITION WHERE YOU WANT TO SET A 
TAB 

< oo oo 
1

o ooolooo o 1 o o oo2oooo I 000030000 I 00004 00 0 0 f ooo o 5oo oo 1o ooo6o ooo 1oooo1oooo I 0000 

Beginning from the left margin, use the SPACE 
bar to position the cursor w here you want to set 
the first tab. If your cursor is not at the left mar
gin, use whatever combination of the SPACE bar 
and DELETE key you need to get to the place 
where you want to set a tab. 
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STEP 4. TO SET A TAB AT THE CURSOR POSITION, 
FIRST TYPE lcmLI[) 

( 00 00 I 000 .1 0000
1

0000 2 0000 
1 

0000 ) 0 0 00 I oo oo4 o ooo t oooo S ooo o 10 0 0 0 6 0 0 0• 
1

0 00070000 
1 

oo •o 

(Tl l!b(set/Oear/Purgc) : 

Hold down CTRL and press T . The prompt 
[T]ab( Set/Clear/Purge ) : appears at the bottom of 
the screen. 

STEP 5. TYPE l!I 

< o o oo Io ooo lo o o o Io 00020 0 o o 
1

o oo ol oooo
1

0000 4 0 000 t ooo oSo o oo t o oo 0600 0 0 
1 

o 0 0 01 oo o o I •• • • 

Type S (for Set) in response to the prompt and a 
new tab setting is entered at the cursor position. 

IF YOU SET A TAB IN THE WRONG PLACE . . . 

STEP 1. MOVE THE CURSOR TO THE TAB YOU 
WANT TO ERASE 

(•••• '• •••l•••• I ••••2•••• I ••••)•• • • I • •••<G•••• I••• .5•••• I • • ••6 •• • • I ••••7 •••• I •••• 

Don't be concerned if you set a tab in the w rong 
place. You can easily co rrect it. First move t he cur
sor to the tab you w ant to erase. 



STEP 2. TO CLEAR THE TAB AT THE CURSOR 
POSITION, FIRST TYPE jcTRLl[!j 

( •• •• 
1 

o ooo lo o • •to 0 0 020000 I 000030000 
1 oo o 0 4 0000 I o ooo S ooo• f 00006 0000 f 0 0007 0000 I 000 0 

(Tl ab(5et/Clcar/ Pur9cl : 

Hold down CTRL and press T. The prompt 
[T]ab(Set/Clear/Purge) : appears at the bottom of 
the screen. 

USING THE TAB KEY 

Apple Writer's TAB key works just like the tab key 
on a typewriter, except that it won't move over 
existing text when you simply press TAB. (The Ap
ple II+ keyboard has no TAB key. II + users should 
type [I] wherever we ask them to press TAB.) 

PRESS ~ ONCE TO MOVE TO THE NEXT TAB 
SETTING WHEN NO TEXT EXISTS ON THE LINE 

a 
< ••• • ' •• •• 1 .... 1 

•• •• 2 ..•. • .... 3 .... • . .• . 4 ..•. • .... s .... ' .... 6 ..•. · .... 1 .•. . • ... . 

b 
( ,,,, 1 ,,,,1, ,,, 1 , ,,,2,,,, •,,,,) , ,,,I ,,,,4,,,, I ,,,,5,,,,' oooo 6ooo o I oooo1oooo 

1 ,,, , 

No matter where the cursor starts out, it always 
moves to the next tab setting to the right when 
you press the TAB key. Spaces are inserted as the 
cursor moves, just as though you were pressing 
the SPACE bar. When the cursor reaches the last 
tab setting on the line, the TAB key will cease to 
move the cursor. 

STEP 3. TYPE [£) 

< •••• • •••• ll •••. • •••• 2 •• •• 1 
•••• 3 •••• • •••• 4 • ••• ' .••• s . . . . · .... 6 . ••• • • ••• 1 •••• • •••• 

Type C (for Clear) in response to the prompt. The 
tab is now cleared from the Tab Setting display. 

PRESS l!I~ TO TAB OVER EXISTING TEXT 

a 
< •••• 1 

•••• 1 . • • • • . • • • 2 •••. ' . • • • .J •. •• • •••• 4 •••• • ••.• s .... • .. .. 6 •••• • . . •• 1 •.• • • • ••• 

The TAB key nC<ds a little help when you want the cursor to oove over existing 
text. 

b 
( ,, , ,I oo ool oo oo 1 ••• •2 •• •• ' ••••3•• •• t ••••4 • o••' •• • • 5 •••• • •••6•• •• I ••••' • · 00 t • • •• 

'tt'le TAB key needs a lltU e help when you wAnt the cursor t o m:we over e.xisting 
text. 

The TAB key needs a little help when you want 
the cursor to move over existing text. As long as 
you hold down the ti key, you can move the cur
sor over existing text to the next tab setting by 
pressing the TAB key. 

(Apple II + users: With the cursor in the move 
mode, you can use [I] to move over existing text. 
See the Appendix on page 185.) 
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Setting Your Own Tabs, continued 

SAVING YOUR TAB SETIINGS 

If you've spent some time setting up a compli
cated TAB format that you might need again, you 
can save it on your disk and then load it any time 
you like. 

STEP 1. TO CREATE A TAB FILE, FIRST TYPE 
icTRLI[£) 

AOOlTJaw. FUCl'Ia lS HEllU 

f\. Load Tab File 
B. Save Tab File 
C. LOOa Prinf!Progrom VAlue Pile 
O. Save Pdnthrogra:n Value File 
E. Load (G) lo&sary Pile 
P. Save IGl lossary Pile 
G. Toggle Carriage Return Display 
ff. 'fo<J9le D.lta Line Displey 
I . Connect Keyboard to Pr inter 
J . C<lnvert Apple writer 1.1 Piles 
K. Quit Apple writer 

Press RE:l1JRN to EXit 

D>ter your selection (A - Kl : 

Hold down CTBL and press Q. The Additional 
Functions Menu comes onto the screen. 

STEP 2. TYPE I!) FROM THE MENU 

AOOITIONAL raarazs ll!lltl 
A. Load Tab Pile 
D. save Tab Pile 
c. Load Print:/\>rogr""' Value Pile 
D. save Pr int/Prograr.i Value Pile 
E. Load (GJ lossary Pile 
P. save (G) lossary Pile · 
G: Toggle carri4<)e Return DU.play 
II. Toggle D.lta Line Display 
I. Connect Keyboard t o Print er 
J. conver t Apple liriter l . l Pilos 
K. Quit Afple Writer 

Press ru:ruRN to EXit 

El'lter your selection (A - Kl 18 

D\ter file name :LETl'ER 

Type B from the menu, indicating that you want 
to save a tab file. Next the prompt Enter file 
n ame : appears at the bottom of the Additional 
Functions Menu display. 
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STEP 3. ENTER A FILE NAME AND PRESS IRETURNI 

DISK vtUME 254 

T 003 OOE. 'IWJ 
B 003 PRl'. IULIS 
T 003 a<E. Tlw:E 
T 004 OOE. SIX 
T 002 OOE. 8 
T 002 QlE, 9 
T 006 QIE,ll 
T 003 QlE,18 
T 003 IEl'l'ER 
T 005 'n«!. 26 
T 002 -n«:>. 24 
8 002 TAil. LETl'ER 

O<f2 'n«!. 47 
T 002 'n«!.48 
T 802 'n«!. 49 
T 003 'n«l.51 
T 803 'n«!. 53 
T 804 'IWJ. 55 

Enter a file name in response to the prompt and 
press RETURN. Apple Writer attaches the prefix 
TAB. to the name you gave the tab file and stores 
the file on the disk. The prefix identifies the type 
of file to the computer. 

Notice that your tab file is a binary file (you can 
tell by the B next to it) . This means it can be 
loaded only with an Additional Functions Menu 
command. The regular load command will not 
work on a TAB. file. 

HINT: You can use the same name for both your 
TAB. file and the text file it goes with since the 
TAB. prefix will differentiate the two files. 



LOADING A TAB FILE 

STEP 1. TO LOAD A TAB FILE FROM THE DISK, 
FIRST TYPE lcTRLI[£) 

llDOITIQW. NO'IQIS llD<U 

A. LOod Tab Pile 
s. &we Tab Pile 
c . LOod Print/Program Vlllue Pile 
D. Sove Prlnt/Progre Value Pile 
B. I.Dad (GJ loaaary Pile 
P. Save IGJ lo&aAry Pile 
G. 'l'oggle C4rriage n.turn Diaplay 
H. 'i\Oggle Dote Line Display 
l . Q>nnoct Keyboard to Printer 
J . O>nvert Apple Wri<er 1.1 Piles 
K. Quit Apple Writer 

Presa Rml.llllI to Exit 

Enter your selection (A - Kl 1 

Hold down CTBL while you press Q. The Addi
tional Functions Menu appears on the screen. 

STEP 2. TYPE ~ FROM THE MENU 

f.DlllTlaW. F\JtO'IOtlS I llllU 

A. LOod Tab File 
8 . saw Tab Pile 
c. LOod Print/Progr= Vlllue Pile 
D. Sove Pr1nt/Progre Value t'lle 
E. LOod (GJ loasocy Pile 
F. Save IGJlo&84fY Pile 
G. Tog<Jle C4rr1- Return Display 
"· 'l'OCJ<Jl• Dota Line Diaplay 
I . COMect Keyboard to Pr Inter 
J. OXNert Apple Writer 1 . 1 Files 
K. Quit Af¢e Writer 

Presa Rl:JUlN to Exit 

Enter your selection (A - Kl :A 

fllter file name 1 

Enter se lection A, which indicates that you want 
to load a tab file from the menu. The prompt En
ter file name : appears at the bottom of the 
screen. 

STEP 3. ENTER THE NAME OF THE TAB. FILE
WITHOUT THE PREFIX-AND PRESS IRETURNI 

ADDITlCtW.. FUIO'IONS f!lllU 

A. LOad Tab File 
8. save Tab Pile 
C. LOad Print/Program Value File 
D. S<lve Print/Program Value File 
E. LOad IGI losnacy Pile 
F. Save IGI l.oaaluy Pile 
G. Tog<Jle C4rriage Return Display 
H. 'l'Oggle OOte Line Display 
I . COMect Kcylloard to Printer 
J. Coovert Apple Writer 1.1 Files 
K. Quit Apple Writer 

Pr068 R£rullll to Exit 

Enter your selection (A - Kl : A 

Q\tec fUo nmre t~ 

Enter a file name in response to the prompt and 
press RETURN. When you select A from the Ad
ditional Functions Menu, Apple Writer knows that 
you want to load a TAB file and not any other 
kind of file. It is therefore unnecessary to type in 
the computer-assigned prefix as part of the fi le 
name. 

After you press RETURN, yo'ur tab file is 
loaded into the special tab buffer in memory and 
your tabs appear on the Tab Setting display. 
(Note : When a tab file is loaded from the disk, it 
replaces the existing tabs. Therefore, if you wa'nt 
to preserve the tabs you already have, save them 
before loading another tab file.) 
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Entering Extra-Wide Tables and Lists 

Even though your screen display is only 40 (or 80) 
columns wide, you can still prepare and print out 
tables and lists wider than this. The trick to enter
ing extra-wide tables and lists is not to press RE
TURN at the end of each line. You do not press 
RETURN until you have entered all of the char
acters in a line. Thus you can enter a line as long 
as you need. When the cursor reaches the right 
edge of the screen, it will appear as if a new line 
has begun because word wraparound will force 
new words to drop down a line. This "new" line is 
only an illusion, however, for as long as your print 
margins are set to the correct width, the printer 
will continue printing a line as all one line until it 
runs into a carriage return. 

Suppose, for instance, that you want to con
struct a table 89 columns (characters) w ide and 
your monitor screen can display only 80 columns 
(characters) to a line. You can set up your table 
on the screen, 89 columns wide, but for each row 
of entries, characters (including spaces) from 81 to 
89 will appear on a second line. When you print 
out the table, however, you set your margins to at 
least 89 columns across the page. Therefore each 
row of 89 columns will be printed out all on one 
line. 

Product nme 

Word processing book 
f'inMciAl ~t book 
Genero.l oocpJtor book 

Product nuirboc 

lO<rlOO 
1~101 
100-102 

List price 

14 . 95 
16.95 
15 .95 

net price 

B. 63 
10.63 
10 . 18 

Tables normally contain (1) a title, (2) headings to identify the 
columns, (3) labels to identify the rows, (4) data at the inter
sections of columns and rows, and (5) ruled lines to separate 
the sections. 

STEP 1. ENTER THE ROW LABELS 

< •••• ' •••• 1 •• .• • .••• 2 ••.. 1 
••• • 3 •. •. • .... 4 •••. • .•.• s . ... ' .... 6 •••. • .••. 1 •. •• • .••. 

Word proc:esel.Jl9 book 
Financial monogenent book 
General CQ!Plter book 

Row labels are entered so you will have some idea 
of the width of the longest label. You need to 
know this so you can align the column labels in 
the next step. Press th_e RETURN key to end each 
row and move the cursor to the next row. 
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STEP 2. ENTER THE COLUMN LABELS ACROSS THE 
TOP 

( ,,••I• o , ,l. , ••I,, ,,2,, o, 
1 oo,,J ,,.,10000 4 ,,,,. 1 ,, o ,5,. , o I ,,,,6,,., 1 , ,, ,7 o ooo I 0000 

Product name 
Net price 

Word processing book 
Pinanciol management book 
General conpJter book 

Product rumi>er List price 

Once you know the width of the longest row la
bel, you can decide where to begin entering col
umn labels. As you enter the column labels, be 
sure to leave enough space between them to ac
commodate the data entries that will fill the rows 
below. 

STEP 3. SET TABS FOR THE DATA ENTRIES 

( , o oo 1ooooloooo1oooo2 oooo1 o oo o 3 oooo I 000 04000 0 
1 ,,,.s , , , o I oooo 6 oooo I ,,,, 7 0000 I 000 0 

Product"""" 
Net pdce 

Nord proc.saing book 
Financial manogenent book 
General ooqiuter book 

Product nu::ber List price 

Once you have entered al l of the co lumn labels, 
you can determine where you want the data en
tries to align below each label. First, move the 
cursor to the beginning of the column label line 
and type [T] p to purge the current tab settings 
(II + users should see the Appendix on page 185 
for instructions on moving the cursor). Then, using 
the -+ key to move the cursor over the labels, 
type [T] s to set a tab wherever you want the 
entries to align under each label. 

HINT: If you plan to use this table or list, it is a 
good idea to save the tab format you have just 
set up in a TAB. file (see page 40). 



STEP 4. ADD RULED LINES 

< •••• • •••• 1 .... ' .... 2 .•.. 1 
• •• • 3 .. .. • .. .. 4 . •.. • • ••. s .. .. • .... 6 . ••. • .• .. 1 • •• . • . . •. 

Procklct nm:e 
Net price 

word pr:ocessi"3 book 
Pinonc!Al management book 
General ccqiuter book 

List price 

You can add ruled lines to separate the divisions 
of the list or table. Enter the first ruled line by 
moving the cursor to the beginning of the line 
just above the line on which you want to put the 
ruled line. Press the RETUBN key to move that 
row down and clear a line above it for the ruled 
line. Now hold down the equal sign key(=-) to 
enter a double ruled line, or the dash key(-) to 
enter a single line. (II + users should hold down 
the REPEAT key while holding down one of 
these characters.) 

HINT: Toward the end of the line, you should re
lease the key and press it with single taps to finish 
off the line. This will save you from having your 
line turn out too long due to the high speed of 
the auto-repeat function. 

STEP 5. MAKE A COPY OF THE RULED LINE 

( •••• t ooo o l oooo I 0000 2 0000 I oooo3oooo 1 oooo4ooo o t 00005 0000 I ooo 0 600 00 
1

0 00 0 7 oo o o 1 o o oo 

ProdUct rwne 
Net price 

word pcocessi1¥3 book 
Financial """""Jement bock 
Genecal oiq:uter book 

Product rumber LiBt price 

To make a copy of the ru led line to use in other 
places in your list or table, first make sure t he di
rection arrow at the left end of the Data Line is 
pointing to the left. If it isn't, type [D] to change 
its direction. Next, position the cursor at the end 
of the ruled line. Now hold down the II key and 
type [X]. The cursor will jump to the beginning 
of the line above your ru led line. Apple Writer has 
stored a copy of the line in a t emporary storage 
buffer and you can retrieve as many copies of it as 
you like with the next step. 

STEP 6. RETRIEVE A COPY OF THE RULED LINE 
WHEREVER YOU WANT IT IN THE LIST OR TABLE 

< oo oo I oo ool o o oo 1ooo o2 o o o o1 ooooloo oo 1 oooo 4 0 000
1

0 000S 0 000 I 00006 00 00 I 0 00 0 7 0 000 I 0 0 00 

Product nanv> 
Net pcioo 

word process.l.ng book 
Financial inanAgement book 
General CXXl'{llltec book 

Product nUlll>ec List price 

To insert a copy of the ruled line elsewhere in 
your table or list, move the cursor to where you 
want the line to appear. Type [D] to change the 
direction of the Data Line arrow, making sure that 
it points to the r ight. Then type [X] to retrieve a 
copy of the ruled line at this position. 

HINT: To make more than one copy of the ruled 
line in the table or list, repeat Steps 5 and 6 as 
many times as you need to. 

STEP 7. TYPE jcTRLll!) TO SAVE THE TABLE IN A 
FILE 

(SJ avo :TJ\!lLE 1.1 

If you plan to use the basic list or t able again, but 
with different data, you can save t he basic format 
at this point and you won't have to enter the col
umn and row labels again. You can save it in a 
file by typing [S]. When the prompt [S]ave : ap
pears on the screen, enter a name for the file and 
press RETURN (see page 86). Later, you can load 
the basic format into other documents or print it 
separately, as you need it. 

If you want to use it in a document right now, 
go ahead and fill in t he data (Step 8, below) and 
save the table. Next type [N] to erase memory 
(see page 61). Now type [L] to load the file into 
wh ich you want to merge the table. When the 
prompt [L]oad: appears on the screen, enter the 
name of that file and press RETURN (see page 
95). Next, use the arrow keys to move the cursor 
to where you want the t able to appear in the 
document. Now type [L] to merge (load) the ta
ble into the file in memory. 
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Entering Extra-Wide Tables and Lists, continued 

STEP 8. COMPLETE THE DATA ENTRIES IN YOUR 
TABLE OR LIST 

< z nem:46226 Len: 619 Pos: 100 TOI>: 0 File : TAlllJl l . l 

Product ncme 
Net price 

Product ntr.t>er List price 

1·1ord processincj book 100-100 14 . 95 
8. 63 

Financial """""l""""t book 
10. 63 

100-101 16.95 

General C011p1ter book 
10. l S 

100-102 15. 95 

SETIING THE MARGINS FOR PRINTING THE TABLE 

The most important part of print formatting is to 
set the margins so that the table or l ist w ill be 
printed to the correct width. Earlier, we men
tioned that multicolumn tables and lists often 
print out wider than t he w idth you are able to 
see on the screen. That is w hy each row may ac
tually appear to occupy two or more lines of 
space on the screen. To ensure that each row w il l 
occupy on ly one line when it is printed out , you 
should be carefu l to enter the correct left and 
right margin settings. 

STEP 1. DETERMINE THE WIDTH OF THE TABLE BY 
CHECKING THE TAB: COUNTER ON THE DATA LINE 

< Z lle>:,6226 Len: 619 Pas: 269 Tab: 89 File: TAlllJl 1 .1 

Product name Product nunt>er hlst price 
Net price 

Word processing book 
S.63 

100-100 14.95 

Pin:anciml inanogenae:nt book 100-101 16.95 
10.63 
General ca;piter book 
10.19 

100-102 15.95 
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Use the 'l!AB key (II+ users type (I]) to move to 
the appropriate tab positions so that you can 
complete the list or tab le by fi ll ing in the entries 
at t he intersections of the columns and rows. 

STEP 9. FORMAT THE TABLE FOR PRINTING 

You can format your table or list for printing any 
way you like, add ing a t itle or footnotes, making 
column headings bo ld, using different typefaces 
for labe ls and entries, etc. (See Chapter 5 for in
formation on Apple Writer's print commands.) 

Before you beg in to enter format settings, you 
should first determine the width of the table by 
moving the cursor to the last character in the fi rst 
row and look ing at the Tab : counter on the Data 
Line. The number you see there is the width of 
your table, measured in columns. Thus, if t he 
counter reads 96, you wil l need at least 96 col
umns between the left and right margin settings. 
You might, t hen, set the left margin at 10 and the 
right margin at 106 or greater. The number of col
umns you can fit onto your paper will depend on 
whether you are using a 10-pitch (ten columns to 
one inch) or 12-pitch (twelve columns to one inch) 
typeface. Measure the width of the paper with a 
ruler and multiply the number of inches by the 
pitch you are using to find out how many columns 
you can print in one row. 



STEP 2. ENTER MARGIN SETIINGS AT THE PRINT/ 
PROGRAM COMMAND MENU 

Pr int/Progrm Ca:m>nds: 

Left Ha.rgin (Ill) • 10 
Paragraph llargin (1'11) • o 
Right Hargin (RH) • 99 
'1'Dp Margin ('lM) •• 
BottQll Margin (EM) • l 
Page!Ult>er (PN) • l 
Printed Lineo (PL) • 58 
Pago Interval (PI) • 66 
Line Interval (Ll) • O 
Single Page (SP) • 0 
Print Destination (Fill • l 
Clrriage Return (CR) • o 
t.nderline Token (l1l) • \ 
Print Mode (lJ,FJ,Cl,JU) • LJ 
Top Line ('IL) I 

Bottao Line (BL) : 

Preas Rl!rmN to Exit 

IP! rint/Progrm 1 

Once you have figured out the width you need to 
print out your table, you can begin to format it 
for printing. Type [P] and enter a question mark 
in response to the prompt [P]rint/Program: The 
Print/Program Command Menu appears on the 

screen in place of your table. At the bottom of 
t his menu, you w ill see the prompt [P]rint/Pro
gram : again. Enter LM, the abbreviation for left 
margin, and then enter the number of characters 
from the left edge of the paper at which you 
want your left margin to be set. For example, to 
set the left margin at 10, you enter LMlO. Now 
press RETURN. The left margin setting, listed at 
the top of the menu, changes to 10. To change 
the right margin (also measured in number of 
characters from the left edge of the paper), enter 
RM and the number at which you want to set 
that margin. Now press RETURN again; the right 
margin setting changes on t he menu to the num
ber you entered. 

Using our example of the table 89 columns 
w ide, you would have to set the right margin at 
least at 99 in order to print the list correctly if you 
set the left margin at 10. Thus, your margin en
tries wou ld be LMlO and RM99. (See page 120 
for more information about how to change print 
format settings at the Print/Program Command 
Menu.) 

CHANGING THE MARGINS FOR PRINTING THE TABLE AS PART OF A DOCUMENT 

If you are going to print your tab le as part of a 
document, you shou ld embed special, w ider mar
gin settings for the table w ithin the document it
self. By embedding the settings instead of chang
ing them on the Print/Program Command Menu, 
you ensure that only the table, and not the entire 
document, will be printed with the wider margins. 

< Z 11811146040 Len: 005 Pos1 391 Tob: 0 File: 

Toble l .l below """1s an exaqllc of a partial inventory. 

TA&.& l.l 

Pr::ocllct"""" ProclUct rnr.i>er List price 
Net price 

Word processing book 100-100 14.95 
8.63 

Pl.ru:ncial management book 100-101 16.95 
10.63 
General <XlqlUl:er book 100-102 15. 95 
10. 18 

. RHOO 

AB you can sec, cost of our books are in the ns. 95 range. 

To embed margin settings, move the cursor to 
the line above the first line (including the title) of 
the tab le. Press RETURN to create a new line of 
space. Now type a period, making sure it is the 
first character to follow the carriage return. After 
the period, type RM and the number at which 
you want to set the right margin for the purpose 
of printing the table. Then press RETURN again, 
so that the embedded margin change is on a line 
by itself. 

Next, move the cursor to the line below the last 
line of the table. Press RETURN and enter a pe
riod as the first character on the new line. Then 
type RM and the number of the normal setting 
for the right margin. Press RETURN again so 
t hat this margin change, too, is on a line by itself. 
This step changes the right margin back to the 
setting it should be at for the parts of your docu
ment that do not include the table. (See page 125 
for more information about how to embed print 
format changes.) 
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A Time-Saver: The Glossary Command 

There are times when a hard-to-spell word or 
name, or a long, complex phrase, keeps cropping 
up in your text. Apple Writer provides two ways 
to avoid typing a troublesome word or phrase 
more than once- even if it appears fifty or a 
hundred times in your text! 

The basic idea behind the glossary command is 
substitution. You can substitute a single predesig
nated character for a word or phrase up to 128 
characters (and spaces) long. Then each time the 
word or phrase comes up, you type the predesig
nated character instead of the word or phrase. Al
though you type only the predesignated charac
ter, called a designator, the word or phrase you 
have previously assigned to that designator ap
pears on the screen. 

Here's how it works. First, you create a list of 
glossary entries, following the step-by-step in
structions described below. 

STEP 1. PRESS IRETURNI 

Z 11al\:27644 LOn: l Pos: l Tab: 0 File: 

A glossary entry must begin with a carriage return 
(represented here by ], its character form). 

STEP 2. TYPE THE CHARACTER YOU'VE CHOSEN 
AS THE DESIGNATOR 

f z tl(Jli:27G43 Len : 2 Pos: 2 Tab: l File: 

"] 

The next character you enter will be read by Ap
ple Writer as the designator-the character that 
identifies this glossary term. Any character can be 
used as a designator, except? and • (these are 
special characters in the glossary function). Upper
case letters are accepted by Apple Writer as dis
t inct from lowercase letters when you use them as 
designators, so you have a very broad choice. 
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STEP 3. ENTER THE WORD OR PHRASE YOU 
WANT TO AVOID TYPING 

< Z Mao:27623 Len: 22 Pos: 22 Tob: 21 f'lle: 
I 
l~lord processing book) 

Next comes the term itself- that is, the word or 
phrase you want to avoid typing over and over. It 
can be as long as 128 characters. (Note: If the first 
character after the designator is a space, Apple 
Writer considers it part of the term and will in
clude it every time the term is entered on the 
screen.) 

STEP 4 . PRESS IRETURNI 

f Z Hem:27622 LOn: 23 Pos1 23 Tab: 0 Filo: 

IMord proceszin9 book) 
I 

The last character in a glossary entry is also a car
riage return . 

A finished glossary list 

f Z 1-:27521 Len: 124 Pos: 124 Toti: 0 File: 

W.iord processinq book J 

ITina."K:ial ~t book) 
fFedcral tax guide book) 
o:icneral cor.p.tter book) 
n·l.:ul list """"<ie:>ent bookl 
I 

A glossary file cannot exceed a total of 2048 char
acters, and/or 99 separate entries. This is actually 
quite a lot of room. 



SAVING AND LOADING A GLOSSARY LIST 

After you prepare your glossary list, before you 
can use it you have to put it on the disk in a file 
and load it into a specia l glossary buffer in mem
ory. 

STEP 1. TYPE lcTRLll!) TO CREATE A GLOSSARY 
FILE 

< z - 146722 Len: 123 Poa: 123 Tab: 26 File: 
I 
hWOrd processing booi<J 
PFJ.nanc:lAl ""1l0gement booi<I 
fl'edoral tax guide book) 
GGeneral ooqiuter bool<J 
lt14il list J:llllla9ement booltl 

(Slave : 

After you type [SJ the prompt [S]ave: appears at 
the bottom of the screen, asking you for the 
name of the fi le to be saved. (See Chapter 4 for 
detai ls on creating a fi le.) 

STEP 2. ENTER A FILE NAME FOR YOUR 
GLOSSARY LIST AND PRESS IRETURNI 

(Slave :GlD6S.TAlll.& 

Your glossary list is now a glossary f ile on your 
disk. In order to use it as you type in text, you 
have to load it into the glossary buffer, using a 
special load command from the Additional Func
t ions Menu. It's a good idea to use a name that 
wil l help you remember that the file is a glossary 
and that it goes w ith a particu lar text file. We 
suggest using a prefix- like GLOSS.-with the ac
tual file name. That way, as with TAB f iles, you 
can use the same name for the glossary fi le as you 
used for your text file. (Note: If your working disk 
is not in the current default drive-say, the cur
rent default is drive 1 and your disk is in drive 2-

type a comma and D2, or whatever the drive 
number is, after the file name. Be sure you type 
the disk drive designation immediately after the 
comma with no intervening spaces.) 

STEP 3. TO LOAD A GLOSSARY FILE FOR USE, 
FIRST TYPE I CTRLI [2) 

llDDITIC&L ruoroos Mfl>l\l 

A. I.olld Tiii> Pile 
B. Sc>ve Tab File 
C. Load Print/Program Value Pile 
o . save Print/Program value Pile 
E. !.oa<I (G)lossary Pile 
P. Save (GJ1068aCY Pile 
G. '1'o99le <:arriage Return Display 
R. '1'o99le Do.ta J:J.ne Display 
I . OOnnoct Key!)oatd to Printer 
J. OOnvert JIWle Writer 1.1 Piles 
K. Quit JIWle Writer 

Pecos REnlRtl to Exit 

Ehter your selection (A - Kl : 

When you type [Q], the Additional Functions 
Menu appears on the screen. 

STEP 4. ENTER SELECTION I!) FROM THE MENU 

A. I.olld Tab File 
B. Save Tiii> Pile 
c . l.oad Print/Program Valoo Pile 
o. save Print/Program Value Pile 
E. LOad (GJ lossary File 
F. Save (G)lossary File 
G. TOgglo <:arriaqe Return Display 
ff. TOCJ9le Data Line Display 
I. cenncct Keyboard to PrintCl! 
J. Oonvert JIWle Writer l.l Piles 
K. Quit JIWle Writer 

Presa REnlRtl to Exit 

Ehter your selection (A - K) : E 

Ehter file naire : 

Type E from the Add itional Functions Menu to in
dicate that you want to load the glossary fi le. The 
prompt Enter file name : appears at the bottom 
of the screen. 
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A Time-Saver: The Glossary Command, continued 

STEP 5. ENTER THE FILE NAME FOR THE 
GLOSSARY AND PRESS IRETURHI 

l\DOlTlOtl.'.l. PUNcrIONS llENU 

A. Load Tob File 
n. save Tab Pile 
C. load Print/Progr,.. Value File 
D. save Prlnt:/Progr in Value Pile 
E. LOod (G)losaary Pile 
P. save l GI l 068Ary Pile 
G. TOqglo Orrr iage Return Displ ay 
H. TOqgle Dota IJne DI.splay 
I. Olnnoct Ke)t>oard to Printer 
J . OCnvert ARl!e Wr iter l .l Piles 
R. Quit Apple Wri ter 

Pr ... RB1'Jl1N to Exit 

Dlter your ael.ec:ticn (A - IC) :£ 

Enter file nse sGLOSS. TAa.E 

Enter the file name in response to the prompt and 
press BETUBN. The Additional Functions Menu 
disappears from the screen and you are returned 
to a blank screen (or your work, if you were load
ing the glossary w hile already working on some
t h ing). The glossary fi le was loaded into a spe
cia lly preserved segment of memory called the 
glossary buffer. Later, w hen you want to insert 
one of your glossary terms from the file into your 
text, Apple Writer will search for the term in this 
buffer. (Note: Loading a glossary file into the 
glossary buffer automatica lly erases any terms al
ready in the buffer.) 

USING YOUR GLOSSARY LIST 

With the glossary list waiting in its buffer, you are 
ready to use it as you type your text. 

HOLD DOWN @)AND TYPE THE DESIGNATOR 
FOR THE TERM YOU WANT TO INSERT 

The term appears on the screen at the position of 
the cursor exactly as you typed it in the glossary 
list. (Apple II + users shou ld type [G] instead of 
holding down t he a key.) 

The Apple Writer II Handbook 

TIPS Carriage Returns in Glossary 
Definitions 

Since you begin and end a glossary definition by 
pressing BETUBN, you can't actually enter a car
riage return as part of a glossary term by using 
the BETUBN key. But what if the term you want 
to define contains carriage returns-a name and 
address, for instance? 

End each line of a term that requires separate 
lines with the character ], which represents the 
carriage return in Apple Writer. (Remember, this is 
the character you see when you activate the car
riage return display. When you use it in a glossary 
term, it will cause an actual carriage return to be 
entered when the term is inserted in your text.) 

If you want lines of space between the lines of 
a glossary term, end each line with the appropri
ate number of ]s. 



CREATING GLOSSARY DEFINITIONS AS YOU TYPE 

You can also create separate glossary definitions 
in the buffer as you work by using the glossary 
command. 

STEP 1. TYPE icTRLl[2j TO CREATE A NEW 
DEFINITION 

< z 101146738 Len: 107 Poa: 107 Tab: 106 File: two.66 

You C4ll wo creota separate glossai:y deflnltlono in l:ha buffer as )'OU work by 
using tho glossory ccmnand. 

(GJ lossory( ?-ceflne/*• PUrgeJ : 

When you type [G], the prompt [G ]lossary 
(?=Define/*=Purge) : appears at the bottom of 
your screen. 

STEP 2. TYPE 12:) TO CHOOSE DEFINE 

I.WC.rd proceaalng book 
PP1.nancla1 """"'lement book 
fPederal tax guide book 
GGenera1 ca:puter book 
lt1ail list -t book 

F.ntcr new definition : 

This is a prompt in which you are given several 
choices, just like the TAB prompt. Here, because 
we want to define a new glossary term, we type ? . 

The editing display is replaced by the glossary 
buffer display. Any definitions already in the 
buffer appear at the top, and a new prompt En
ter new definition : appears at the bottom of the 
display. 

STEP 3. ENTER A DESIGNATOR AND THE NEW 
TERM AND, PRESS jRETURNI 

hWord proceaalng book 

PPlnoncial -t book 
fPedera1 tax guide book 
<J>enera1 <XllJllUl:er book 
lllaJ.l list management -

Enter new deflnitiCICl :gGeneral 01aM9ement bool< 

In response to the prompt Enter new definition :, 
enter a designator and t he new term. This 
method of creating a new glossary definition does 
not require an initial carriage return for each en
try. Simply t ype a designator and the term you 
want to define and then press BETUllN. 

When you press BETUBN the editing display 
reappears. If you want to define more than one 
term with this method, you must go through the 
entire process each time. (Note: If you want to 
define more than a few terms, it is probably just 
as well to put your work away for the moment 
and create a glossary f ile, as outlined above.) 

You can store definitions created with the glos
sary command permanently by selecting F on the 
Additional Functions Menu. (It works the same as 
selection E, described above.) Otherwise, when 
Apple Writer is turned off, all glossary terms cur
rently stored in the buffer are lost. (Apple Writer 
for the II + does not have th is feature.) 
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A Time-Saver: The Glossary Command, continued 

ERASING THE GLOSSARY BUFFER 

STEP 1. TYPE icTRLlfil) TO ERASE ALL TERMS IN 
THE GLOSSARY BUFFER 

The prompt [G ]lossary( ?= Define/*=Purge) : ap
pears again at the bottom of your screen . 

STEP 2. TYPE 8 TO CHOOSE PURGE 

Enter ntN' definition : 

When you type • in response to the prompt, 
everything in the glossary buffer is erased. Not all 
your glossary terms are permanently erased, how
ever. Those saved previously on your working disk 
remain on the disk. Only the buffer is purged. 

MAKING LONGER GLOSSARY TERMS ·I) 

If you want to use the glossary to define passages 
longer than 128 characters, you can do it on both 
the lie and the II+ . There are two ways you can 
do th is, linking and nesting. We recommend that 
you use link ing. It is by far the simpler method of 
the two and it accomplishes the same thing as 
nesting. You wil l be able to link a single glossary 
term of up to 1024 characters (half the tota l glos
sary capacity). It is also the method described here. 

LINKING GLOSSARY DEFINITIONS 

< Z MEm:467l7 Len: 128 ll>o: 128 Tob: 128 Pile: 
l'Follow the instructions for creating a single definition in a glossary file. 
Watch ~ OOlDlter oarked Len: on the Data Linc to 

Follow the instructions for creating a single defini
tion in a glossary file. Watch the counter marked 
Len: on the Data Line to determine when you 
have reached 128 characters (counting from the 
beginning of the fi le) . At 128 characters, type 
[G], enter a new designator character, and then 
continue typing your definition. 
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< Z Mern :~589 Len: 256 Poa: 256 Tab: 256 File: 
!'Follow the instructions for creating a single definition in a glossary file . 

Wat ch the o:>unt er marked Len: on the Data Line to determine when you haVe 
reached 128 characters (counting from the beginning of the file) . At 128 
characters, type (GI, enter a 

(GI l ossary{ Mlefine/*•Pw:gc) : 

You can repeat this process with up to eight 
designator characters, including the first one. The 
second link in the definition will take you up to 
256 characters, the third to 384 characters, and so 
on. 

> Z lkm46521 Len: 324 l'Os: 324 Tab: 323 File: 

Follow the inst ructions for CcC4ting a single definiti on in a glossocy file. 
Watch the counter marked Len: on the Data Line to determine when you have 

reached 128 characters (counting f ran the beginning of the file) . At 128 
characters , type [CJ, enter a new designator character, and then continue 
typing your defini tion. 

When you have entered, saved, and loaded you. 
linked glossary defin ition, t ype the first designa
tor, whi le you press the a key, to insert the entire 
definition into your text. (Apple II + users shou ld 
type [G] and then t ype the first designator to in
sert the entire definition.) 



The Glossary File Called SPECIAL 

Apple Writer has one glossary file already set up 
for you. It is called SPECIAL and it is on the Apple 
Writer Master disk. SPECIAL really is special. Unlike 
ordinary glossary files that contain text terms, 
SPECIAL contains some of the more commonly 
used control commands. You save time when you 
execute these commands as terms from the SPE
CIAL file, because you don't have to answer 
prompts. 

J\OOITIONAL l'IJNCl'IOOS Hlml 

A. LOad Toi> Pl.lo 
8. Savo 'l'ob Pl.le 
C. LOad Pdnt:/Piogro:n Value Pl.le 
o. Save Print:/Piogra Value Pl.le 
E. LOad (GI loasory Pl.le 
P . Save (G]loeaary Pile 
G. TogcJ!o 0><r1- RetUrn DUplay 
H. 'l'oggle Dota Llne D!Jpl.ay 
I. Olnn<ct lteybo4td to Printer 
J . O>nvort llA>I• Wdtor 1.1 Piles 
K. Quit Apple Writer 

Preu REnRl to EXit 

Enter )'OU< &election (A - Kl •E 

&iter file MDI 1SPOCI/\l., Dl 

To load SPECIAL, type [Q] to get the Additional 
Functions Menu on the screen. Type selection E 
from the menu and when the prompt Enter file 
name : appears enter SPECIAL,Dl. Here are the 
commands you can execute from the SPECIAL file 
once you have loaded it into the glossary buffer: 

· [G]P is the same as [P]np: It prints the con
tents of memory {see page 138). 

• [G]c is the same as [O]a: It displays a list of 
your files {see page 100). 

• [G Jr is a shortcut to restore the default print 
va lues to the Print/Program Menu {see page 123). 

• [G]q is the same as [Q]k: It turns off Apple 
Writer (see page 30). 

· [G]n is the same as [N]Y: It erases memory 
(see page 61). You have to press RETURN first to 
use this one, however. 

(The SPECIAL file on the Apple Writer II + Master 
disk is different from the file described here. II+ 
users should see the Append ix on page 185.) 

Apple lie users can substitute the O key for [G]. 
Hold down the O and press the letter key indi
cated for the command you want. 

SPECIAL also contains print enhancement and 
type-changing commands that users of Apple
compatible printers can embed in their documents 
before printing them out (see page 116). You w ill 
find a list of these commands on page 58 of the 
Apple Writer lie manual. 

To add embedded print commands of your 
choice to the SPECIAL fi le, follow the step-by-step 
instructions given below. 

STEP 1. TYPE icTRLl@)I!) AND THEN TYPE 
SPECIAL,01 

J\OOlTIONAL l'IJNCl'IOtlS M!lru 

I\, Lood Toi> Pile 
D. Save Tob Fl.le 
C. Lood Print:/ProgrOlll Value Pile 
o. Savo Print:/Piogrmn Value Pile 
£, Lood (GI lossary Pile 
P. Savo (GI lossary Pile 
G. Toggle Cordoge Return DisplQY 
H. Toggle Data Line Display 
I. O>nnect Keyboard to Printer 
J. OJnvort l\jlple Writer 1.1 Pl.lee 
K. Quit Apple Writer 

Preas Rmlttl to Exit 

Enter )'OUr selection (A - Kl : E 

D\ter file naoe :SPEX:IAL,Dl 

To load SPECIAL into the glossary buffer, type [Q] 
and when the Additiona l Functions Menu comes 
on the screen, enter selection E . Then in response 
t o the prompt Enter file name : enter SPECIAL, 
Dl. 
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The Glossary File Called SPECIAL, continued 

STEP 2. TYPE icTRLI@) AND ENTER A II) IN 
RESPONSE TO THE PROMPT 

7Vl\Q 
2Vlll,E 
dvi~l 
BV(VI 
~VIV" 
_v1vx 
•VIW 
KVIVD 
.jVIW :g1 
NI/ 
Pff1Pl 
~S,dl.I 
~y 

rnuc n<..., ue1inition : 

Next, tell Apple Writer you want to define a term 
by typing [G]. When the prompt (G]lossary 
( ?= Define/*=Purge) : appears, type ? . You will 
see the SPECIAL file on the screen with the 
prompt Enter new definition : at the bottom. 

STEP 3. ENTER A DESIGNATOR 

7V(\Q 
2VIVI: 
OV(VU 
BVIVI 
bVIV" 
_v1vx 
·VIW 
SVIVD 
JVIW 
tall 

~ 
pRIPI 
~S,dll 

Dltor - oof init ion 10 

Apple Writer wil l interpret the first character you 
type as a designator, so be sure you don't choose 
a designator that is already used in SPECIAL. 
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STEP 4. TYPE icTRLll1), THEN~, THEN THE 
COMMAND LETTER, THEN lcTRLll1) AGAIN 

7Vll.Q 
2VIVE 
OVll/N 
BVIVI 
bVIV" 
_v1vx 
· VIW 
KVIVD 
JVIVU 

gt 
~J 
rq:sys,dlJ 
~y 

Dltor new dotinition :OVIOV 

You have to enter the term itself in exact se
quence: First, enter [VJ. When the term is in
serted in text, this will put the command into de
layed execution mode so that Apple Writer won't 
carry it out until it is time to print the document. 
Second, press the ESC key. This is usually the first 
key of a two-key print enhancement command. 
Third, press the letter key for the command you 
want to embed. Last, type [VJ again to turn off 
the delayed execution mode so that your function 
keys will work properly as you type the rest of 
your document after you insert the glossary term 
command. (See page 133.) 

1'/11.Q 
2VIVE 
OVIVll 
BVIVI 
bVIV" 
_v1vx 
·VIW 
KVIVD 
JVIW 
OJAI 
Cl:!f 
nNy 
pl!IP) 
rq:sys,dlJ 
rp<y 

CNICN 

Dlter ow definition : 



Using the Find Command as a Shorthand Technique 

You can use the f ind command to do many things 
as you enter and edit text. Each use of this com
mand is discussed in detail as it comes up. 

STEP 1. TYPE A SINGLE CHARACTER IN PLACE OF 
A WORD OR PHRASE THAT YOU DON'T WANT TO 
TYPE REPEATEDLY 

> Z Mo1u46402 Lon: 443 -· 0 Tab: O Pile: 

Widget H.1nufactur1ng Co. 
123 El.II Str-
Anytam, HA 02345 

Dear Shipp1ng llepartamt I 

I ca retuming the widget you sent "'"· 'Ibis widget was actually purchosed by 
"'i cousin, • . lie ls very unhappy about this mistake as the widget was Intended 
to autar.ate life (t:hot is, " s life) and he 1s getting tired. 

Therefore, please oorrect your error by sending the w1dojet to • at 1225 Elm 
Street, Anytown. 

Sincerely yours, 

Rudy Hctlo.lly, Eajuiro 

Instead of typing a troublesome word, name, or 
phrase over and over again, choose a single char
acter as a substitute. Every time that word or 
phrase comes up in the text, type the substitute 
characte r instead. 

STEP 2. CHECK THE DIRECTION OF THE ARROW 
ON THE DATA LINE 

> Z 11<01146402 Lon: 443 l'OG: 0 Tab: 0 File: 

Widget K>nUfactur1ng Co. 
123 Elll Str-
Anytam, HA 02345 

Do.or Shippiz"l Deportment: 

I 111 retuming the widget you sent ce. 'Ibis vidget was actually purc:llosed by 
"'i cousin, •. He l8 very unhappy about this mist..xe as the vidget voa int<lndod 
to autc:mue 11fe (that. is, • •a life) anci be ls gett..in1;1 tired. 

1.berefore, please correct your error by sendl.ng the widget to • at 1225 ElD 
Street, Mytowrl. 

Sincerely yours , 

Rudy Hctlo.lly, BGqulro 

Whenever you use the find command, the direc
tion arrow on the Data Line has to be set accord
ing to the position of the cursor relative to what 

you want to find. If the cursor is below the object 
of your search, the arrow should point to the left 
(so that you can do a backward search). Con
versely, if the cursor is above what you want to 
find, the arrow should point to the right (so that 
you can do a forward search). 

You can change the direction of the arrow in 
three ways : 1) [D] switches the direction of the 
arrow back and forth; 2) [B] automatica lly points 
the arrow to the right when it moves the cursor 
to the beginning of the file; 3) (E] automatically 
points the arrow to the left when it moves the 
cursor to t he end of the file. 

STEP 3. TYPE lcTRLllI) 

IPl!nd : 

When you type [F], the prompt [ F]ind : appears 
at the bottom of the screen. 

STEP 4. ENTER A 11], THE SUBSTITUTE 
CHARACTER YOU'VE CHOSEN, ANOTHER 111 THE 
WORD OR PHRASE YOU'RE REPLACING, A THIRD 
II), THEN TYPE l!I AND PRESS IRETURNI 

> Z HBn:46402 Len: 443 PoG: 0 Tab: 0 Pile: 

Widget Honufactur1ng Co. 
123 Elll Str-
Anytown, Ml\ 02345 

Dear Shi1'¢ng Deportment: 

I 111 returning the widget you sent ""'· 'Ibis widojet was actually purc:llosed by 
1ltf cousin, •. Ile is very unhappy about thiJI .U.talte os the vicl:jet was Intended 
to autanate life (t:hot is, ••a life) and he 1a getting tired. 

Therefore, pleaDC oorrect your error by acnding the vldget to • at 1225 2!Jll 
Street, Jlnytown. 

Sincerely yours, 

Rudy llC!~y. £sq\ure 

IFlind :/ ' / Hr. Rand Hdlally, Esquire/A 

The slashes(/) are delimiters (see page 91) . They 
separate one item from another so that Apple 
Writer can read your instructions correctly. 

The A at the end of the command tells Apple 
Writer that you want to replace all occurrences of 
the substitute character with the actual word or 
phrase you want in your text. 
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Using the Find Command as Shorthand, continued 

Apple Writer interprets the instructions in the 
illustration above like this: Find every"*" in this 
text and replace it with "Mr. Rand McNally, Es
quire." After you enter the delimiters, the substi
tute characters are replaced with the real word or 
phrase instantly. The find prompt then disappears 
from the screen. 
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> 2 Mem: 46330 Len: SlS Poa: 0 Tab: 0 Pile: 

Widget Manufacturing co. 
123 E.ln Street 
Anyto.n, HA 02345 

Dear Shlppin<J Department 1 

I am returning the widget you sent me. This widget wos actually i:urchaaed by 
my cousin, Mr . Rand McNally, Esquire. He is very W1hap{ly about this mistake as 
the widget wos intmded to autainto lite (that is, Mr. Rand McNally, Esquire ' s 
life) and he is getting tired. 

Thcre'fore, please correct your error by ccnding the widget to Mr . Rand McNally, 
Esquire at 1225 &lm Street, Anytown. 

Sincerely yours, 

~ HcNally, Esquire 
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Moving the Cursor 

There are several ways in which you can move the 
cursor around in the text as you make corrections 
and changes. You can move it multidirectionally, 
one character or line at a time-or several charac
ters or lines at a time. You can move it instantly 
to one end of the file or the other or to a specific 
place within the file. You can also use the repeat 
function of the arrow keys to scroll very rapidly 
through the text in one direction. (The Apple II + 
has no arrow keys on its keyboard . II + users 
should see the Appendix on page 185.) 

MOVING THE CURSOR UP 

• To move the cursor up one line, press the f key 
once. 

• To scroll up through the text continuously, hold 
down the f key. 

• To move the cursor up 12 lines, hold down the 
ei key and press the f key. 

• To move the cursor to the beginning of the file, 
press [BJ. 

MOVING THE CURSOR DOWN 

• To move the cursor down one line, press the l 
key once. 

• To scroll down through the text continuously, 
hold down the l key. 

The Apple Writer II Handbook 

• To move the cursor down 12 I in es, hold down 
the ti key and press the l key. 

El~ 
• To move the cursor to the end of the file, press 
[E]. 

MOVING THE CURSOR LEFT 

• To move the cursor left one character, press the 
~key. 

• To scroll continuously to the left (backwards), 
hold down the ~ key. (When the cursor passes 
the beginning of the line, it moves up to the end 
of the preceding line.) 

• To move the cursor left (backwards) one word 
(maximum of 12 characters), hold down the ei key 
and press the ~ key. To move backwards continu
ously one word at a time, continue pressing the ~ 
key, as well as the ei key. With this method the 
cursor skips over the first word in the current line 
and jumps to the beg inning of the last word in 
the next line. So it is a good idea to release the ei 
key before you reach the first word in a line. 

MOVING THE CURSOR RIGHT 

• To move the cursor r ight one character, press 
the-+ key. 

• To scroll continuously to the right (forward), 
hold down the-+ key. (When the cursor passes 
the end of the line, it moves down to the beg in
ning .of the next line.) 



• To move the cursor right (forward) one word 
(maximum of 12 characters), hold down the ti key 
and press the-+ key. To move forward continu
ously, continue pressing the-+ key as well as the 
ti key. With this method the cursor skips over the 
last word in the current line and drops to the end 
of the first word in the next line. So it is a good 
idea to release the ti key before you reach the 
last word in a line. 

• To move the cursor over text to the next tab 
position, hold down the ti key and press the TAB 
key. 

TIPS Using the Arrow Keys 

• To move the cu rsor from the last character in 
one line to the first character in the next line, 
press the -+ key. 

• To move the cursor from the first character in 
one line to the last character in the previous line, 
press the +- key. 

• To move quickly to the beginning of a para
graph, move the cursor to the line of space above 
the paragraph with either the f or l keys (de
pending on the position of the cursor) and then 
press the -+ key. 

• To move to the end of the file when you are 
within a few lines of it, hold down the 8 key and 
press the l key. 

MOVING THE CURSOR TO A SPECIFIC PLACE IN YOUR TEXT 

You can use the find command when you want to 
move the cursor instantly to a specific place in the 
text. 

STEP 1. CHECK THE DIRECTION ARROW ON THE 
DATA LINE 

> Z -146642 Len1 203 Poa1 0 Tobi 0 Filo: 

Picat checJt the Dllta Line to see in wl\ich direction the arrow is pointing. If 
you haVe to change the dicecUon of tbe arrow, type (BJ to make it point to tho 
eight. Ind (El to OIOka it point to the left. 

First check the Data Line to see in which direction 
the arrow is pointing. If you have to change the 
direction of the arrow, type [BJ to make it point 
to the right and [E] to make it point to the left 
(see page 53). 

STEP 2. TYPE I cTRLI [) 

> z Hon:46642 Len: 203 Poa1 0 Tobi O Pile: 

Fiest cbecJt the Dots Line to see in which direction the arrow is pointing. If 
you have to change the direction of the arrow, type (BJ to mke it point to the 
eight and (El to IMl<e it point to tbe left. 

When you type [F], the prompt [F]ind : appears 
below the text on the screen. 
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Moving the Cursor, continued 

STEP 3. ENTER THE WORD OR PHRASE THAT 
MARKS THE PLACE YOU WANT TO FIND, ENCLOSE 
IT IN DELIMITERS AND PRESS IRETURNI 

> z 11&11146642 Lorn 203 1'081 0 Tab& 0 PU•• 

F cat check the Dat.a Line t o see in which dir ection the AttCM is pointing. If 
you have to change the directi on of the arcCM, type (BJ t o make it point to tllo 
right and (El to moke it point t o the left. 

(Pl ind f directi orV) 

First, enter a slash, /, as a delimiter. Remember, 
delimiters separate different parts of your answer 
to the prompt so that Apple Writer can interpret 
your answer correctly. It may seem odd to use de
limiters when your answer contains only one part, 
but that's the way Apple Writer is set up. If you 
fail to use delimiters, the find command will sim
ply terminate. 

TIPS Using the Find Command to Move 
from One Paragraph to Another 

You can also use the find command to move 
quickly from one paragraph to another by enter
ing the following sequence in response to the find 
prompt: 

The two left-pointing brackets are the delimiters 
and the right-pointing bracket is a special symbol 
that tells Apple Writer to search for the next 
carriage return. 
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After you enter the first delimiter, enter the 
word(s) you want to find. Then enter the final de
limiter, another slash,/, and press RETURN. If 
you entered the identifying word(s) correctly, the 
cursor will move instantly to the place you speci
fied in your text. If you did not enter the identi
fier correctly, the find command will automatically 
terminate, and the cursor will move to the end of 
the file in the direction of the Data Line arrow. 

> Z -146642 Len1 203 Poe: 43 Tab: 42 Pile& 

Pirat chock the Data Line to see in which rection tho ar<CM is pointing. If 
you have to change the di rection of the arrbw, type (BJ to make it point to the 
rl9ht and (El to make i t point to the left. 

A new prompt [F]ind:RETURN= Proceed ap
pears at the bottom of the screen. Press RETURN 
if you want to proceed to the next instance of the 
word(s) you specified. 

STEP 4. PRESS ANY KEY OTHER THAN IRETURNI TO 
TERMINATE THE FIND COMMAND 

> z 11m1146642 Len: 203 Poe: 43 Tab1 42 File1 

Pi cs t chock the Data Line to see in which direction the a r<CM is pointing. lf 
you have to cbonge the dl rection of the arcow, type (Ill to 1Ml<e it point t o the 
r ight and (El to make it point t o the left. 

If you press RETURN, the search will continue 
and the cursor will move to the next instance of 
the word(s) you specified. 

If you don't want to continue the search, press 
any key other than RETURN. The prompt wi ll 
disappear from the screen and the cursor w ill re
main where it is. 



Deleting Unwanted Text 

When you make a mistake with a typewriter, it 
can be very difficult to correct it. But with Apple 
Writer, corrections are always easy-this is because 
you do everything on the screen before you com
mit your text to paper. In order to make correc
t ions all you have to do is delete the text you 
want to change and replace it with new material. 
When your document is exactly the way you want 
it, you can print it out on paper. 

As with most Apple Writer functions, you have 
several options for deleting unwanted material. 
Select the particular delete function you want to 
use according to how much text you want to de
lete and whether you want t o delete it perma
nently or be able to retrieve it if you change your 
mind. 

DELETING CHARACTERS, WORDS, AND PARAGRAPHS 

PRESS ~ TO DELETE CHARACTERS 

< Z -146636 Lem 209 l'Oa1 n Tllb1 76 Pile: 

a To delete a character, pooition the curaoc to the is:s;ediate ri,Plt of the 
chlliracter you VM&t to delete. 

b To delete a character, pooition the cureor to the im:lc<tiate eight of the 
character you vant to delete. 

To delete a character, position the cursor to the 
immediate right of the character you want to de
lete (A) and press the DELETE key. The character 
to the left of the cursor will be deleted (B) . 

To continue deleting characters, hold down the 
DELETE key. One character after another wi ll be 
deleted as your cursor moves rapidly to the left. 
When the cursor reaches the left margin of a new 
line while the delete function is repeating, the 
carriage return in the line above w ill be deleted 
and the two lines will be joined. 

HOLD DOWN THE@) KEY AND PRESS THE 13 
KEY TO REMOVE A CHARACTER AND STORE IT 

< z Jler .. 146535 Len: 310 l'<>G1 284 Tab1 76 Piles 

a .1'0 dalet:a. a C:harbeter, position the C\U'COC to the itLediate right of the 
chca.act.cr you vant to delet.e. 

b delete a cbaract<!r, poaition tile cureor to tile il:mdiAte rlgllt of tile 
chroctor you VM&t to delete. 

~ a character, poaition the cureor to tile 1-odl.Ate right of the 
charactec you. want to delete. 

When you hold down the o key and press the .
key at the same time, you delete a character from 
your text - but not permanently. It is temporarily 
stored in a storage buffer. To get this character 
back, you press the o key and the -+ key at t he 
same time (see page 77). 

PRESS lcTRLljfil TO DELETE WORDS 

< Z 11011146590 IA!n: 255 Pos: 31 Tobi 30 Files 

a With tile direction .irrow arrow pointing to the loft, press (II) and ono "°rd at 
a tim to the left of the cumor vill be daletA>d. 

b With the direction a r row pointing to the loft , pres& (If) and one 110rd a t a title 
to the left of the cursor 11111 be cleleted. 

The direction arrow has to be pointing left for 
[W] to function as a delete command. You can 
change the di rection of the arrow with (D]. 

With the direction arrow pointing to the left, 
press [W] and one word at a t ime to the left of 
the cursor will be deleted. In Apple Writer, a word 
is defined as all the characters between two 
spaces or between a space and a carriage return. 

If you want to keep on deleting words, just 
hold down W while you hold down CONTROL. 
This activates the repeat function, and words, one 
after the other, w ill be deleted quite rapidly. 

PRESS icTRLl!K) TO DELETE PARAGRAPHS 

a < Z Ha .. 46459 Lens 3116 Pos: 3116 Tab: 178 Pile: 

With the direction pointing to the left, preaa (X( and the entire paragraph t o 
the loft of the cursor will be deleted. In Apple Writer, a paragr21f*l is 
defined oa all the t ext between t \IO carriage returns. 

I f you -• to delete llOre than one poragrapb at a time, siDply hold down X 
while you hold down cmi.. cureor will ..,.,.. up the accect aa paragraph 
after poragraph is deletedJ 

0 Pile: 

Wi th the dicoction pointing to the lo!t, press IX) and the entire poragraph to 
the left of the cursoc will be deleted. In Apple 11dter , a paragraph is 
dofined .:\0 All the t.ext between two cardngo returns. 

Again, the di rection arrow on t he Data Line has 
to be pointing to the left in order for [X] to 
function as a delete command. You can change 
the direction of the arrow with [DJ. 
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Deleting Unwanted Text, continued 

With the direction arrow pointing to the left, 
press [X] and the entire paragraph to the left of 
the cursor will be deleted. In Apple Writer, a para
graph is defined as all the text between two car
riage returns. 

USING THE FIND COMMAND TO DELETE TEXT 

STEP 1. CHECK THE DIRECTION OF THE ARROW 
ON THE DATA LINE 

> z flmu46595 Len: 250 l'OG: O Tab: O l'ile: 

'Ibo 4rrow on the Data Lint hos to be pointing to the le!t if the "°rd(1l you 
wont to dalete is abolre the <>Jroor , and to the right if the vord(1) ii below 
the cur110r. You can -• the o rrow a rrow point to the left vi th (E) ond to the 
right vith (0) , 

The arrow on the Data Line has to be pointing to 
the left if the word(s) you want to delete is above 
the cursor, and to the right if the word(s) is below 
the cursor. You can make the arrow point to the 
left with [E] and to the right with [BJ. 

STEP 2. TYPE icTRLI[) 

> Z H<D: 46595 Len: 250 Poe: 0 Tab: 0 Pile: 

1'lc 4rrow on the Doto Line hoa to be pointing t o the le!t i f the word(•) you 
vant to dalete is ollovo the cursor, ond to the r ight if the vord(a) ii below 
the cursor. You can ::Wto the a rrow arrow pcu.nt to the left °"ith (El and to the 
rig~ with (BJ . 

(P)ind : 

The prompt [F]ind : appears on the screen. 
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If you want to delet e more t han one paragraph 
at a time, simply hold down X w hile you hold 
down CTRL. The cursor will move up the screen 
as paragraph after paragraph is deleted. 

STEP 3. ENTER A DELIMITER, THE WORD OR 
PHRASE YOU WANT TO DELETE, TWO MORE 
CONSECUTIVE DELIMITERS, AND PRESS IRETURNI 

(Pl ind :/ arrw// 

In response to the prompt [F]ind :, enter a delim
iter (the usual delimiter is a/), the word(s) you 
want to delete, two consecutive delimiters with 
no intervening spaces (see page 91), and then 
press RETURN. 

HINT: The object of any find search cannot exceed 
128 characters. 

< Z lla:l:46595 Len: 250 Pos: 191 Tllb: 190 Pilo: 

'l1lo ar'°" on the Data Line hos to be pointlll!I to the Iott if the vord(sl you 
wont to delete i s ollovo the cursor, ond to the right if the word(•) ia below 
the cursor. You can r.:al<c the arr°" arrow point to the left with (El and to the 
right with (B) • 

(F) ind:IU.'lURl,.Proceed I Y•Rcplacc 

The cursor moves to the f irst instance of the 
word(s) between the first two delimiters, and an
other prompt, [ F]ind:RETURN=Pr oceed I 
Y= Replace, appears. 



STEP 4. PRESS II) IF YOU WANT TO DELETE THE 
WORD(S) OR PRESS IRETURNI IF YOU DON'T 

(Pl ind:RE.WR!)oProcecd 

If you press Y, Apple Writer will replace the 
word(s) with whatever is between the second two 
delimiters- in this case, nothing. In other words, 
the word(s) is deleted. A third prompt, 
[F]ind:RETURN = Proceed, appears on the screen 
as soon as the replacement is made. Press BE
TURN if you want to go on w ith the search. 

If you press BETURN instead of Y, Apple 
Writer w ill proceed to the next instance of the 
word and ask you if you want to replace it, and so 
on, until each instance of the word has been 
found. When the search produces no more occur
rences of the word(s), the find command termi
nates and the cursor automatically goes to the 
end of the file in the direction of the Data Line 
arrow. 

DELETING EVERYTHING IN MEMORY 

When you want to stop working on one docu
ment and start w orking on another, you should 
erase everything in memory before you load any
thing new. 

STEP 1. TYPE lcTRLljfil TO CLEAR MEMORY 

< Z ~""1:46701 Lon: 144 Pos: 144 Tob: 143 Pile: 

l·lhcn you want to otop 1o10rking on one ciocwent and start working on another, you 
should cra:i<! evccytlung in """""Y before you load anything new. 

(NJ cw (Erase llclrocy) YelV'tlO 7 

When you type [N], a warning prompt [N]ew 
(Erase Memory) Yes/No? appears at the bottom 
of your screen. 

HINT: When you delete a word in the middle of a 
sentence, don't forget to delete one of the spaces 
around it so that there won't be an extra space 
left when it's gone. 

STEP 5. PRESS ANY KEY OTHER THAN II) OR 
IRETURNI TO TERMINATE THE FIND COMMAND 

< Z Hon:46600 Len: 245 Pos: 190 Tob: 189 Filo: 

The arrow on the Data Line has to be pointing to the left if the word(s) you 
want to delete is above the cursor. and to the right if the word(s) is below 
the cursor. You can make the Al'COW ooint to tho left with (El and t o the 
eight with (BJ • 

When you press any key other than Y or BE
TURN before the search ends, the find prompt 
disappears and the cursor remains where it is. 

HINT: It is a good idea, for the sake of efficiency, 
to get into the habit of pressing the same key 
every time to terminate a word search-the 
SPACE bar, perhaps. 

STEP 2. TYPE IIl FOR "YES" AND PRESS IRETURNI 

< Z llClm4670l Len: 144 ~s: 144 Tab: 143 Pilo1 

r/hen you want to stop working on one document and start working on another, you 
should erase everything in """"'' Y before you. load anything new. 

(Nlew (Erase Mesrory) Yes/No 7Y 

The warning prompt is just to give you time to 
reconsider whether you really want to erase 
everything in memory. If you forgot to save your 
work, for instance, you would be ab le to respond 
to the prompt with N for "No" (see Chapter 4). 
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Inserting New Text 

Inserting new text in your document is the sim
plest part of using Apple Writer. Just move the 
cursor one space to the right of the point at 
which you want to insert something new and start 
typing. Each character will appear on the screen 
to the left of the cursor, and everything already to 
the right of the cursor will move over as you type. 

> z laue645l Leni 394 l'OS• 177 Tab• 176 File• 

a I nserting new t ext in your docunent is the oiq>lest port of using Apple Writer. 
J ust move t he cursor one space to the right of the point at whi ch )'OU want to 

insert oanething Md start typing. 

b I nsertlng new t ut in youc docunent is t he aiq>lest port of using Apple Wei tee. 
JUllt move the cursor one space to the right of the point at which you want to 

insert sanething n<.,, and start typing. 

TO INSERT A CHARACTER IN A WORD 

Begin by positioning the cursor over the character 
to the right of where you want the new character 
to appear. Then type the new character and the 
text will move over to make room for it. 

TO INSERT A WORD IN A SENTENCE 

Place the cursor over the first letter of the word 
that will appear to the right of the new word. 
Type the new word and press the SPACE bar to 
insert a space between the new word and the 
word to the right of it. The rest of the paragraph 
will move to the right to make room for the extra 
word. 
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TO INSERT A SENTENCE INTO AN EXISTING 
PARAGRAPH. 

Position the cursor one space to the right of the 
period that ends the previous sentence. Press the 
SPACE bar to insert spaces before the beginning 
of the new sentence (two spaces are usually used 
between sentences) and begin typing. As you en
ter the new sentence, the existing text w ill move 
to the right to accommodate it. 

TO INSERT A NEW PARAGRAPH OR MORE 

To insert a paragraph, begin by inserting blank 
lines to create space for the new parag raph. Move 
the cursor to the end of the preceding paragraph 
and press RETURN a few times to move the fol
lowing paragraph dow n. 

Now place the cursor on the line where you 
want to begin the new paragraph and enter it as 
you would any text. As the paragraph gets longer 
and lines of text begin to wrap (word wrap
around), the text that fo llow s will move down to 
make space fo r it. When you f inish entering the 
new text, check the spacing between it and the 
text above and below to make sure it is cons istent 
with the rest of the document. You can press the 
RETURN key to add additional blank lines if you 
need to, or if you have too many blanks, delete 
the extras w ith t he DELETE key. 

If you are creating a new paragraph by splitting 
an existing paragraph, place the cursor after the 
period in the last sentence that wi ll remain in the 
first paragraph and press RETURN. The rest of 
the paragraph will move down to a new line, 
forming a new paragraph. 



Replacing Text Without Deleting 

There are two ways to replace existing text with
out deleting it first : You can use a special replace 
command or the find command. 

THE REPLACE COMMAND 

STEP 1. POSITION THE CURSOR AT THE POINT 
WHERE YOU WANT TO BEGIN REPLACING TEXT 

< Z - 146738 1M11 107 - · 13 Tlb1 U Pile: 

'1'bt llopl.llce f begina op<ating at the exact position of the curoor-not 
to the left or right or it. 

The Replace function begins operating at the ex
act position of the cursor-not to the left or right 
of it. 

STEP 2. TYPE jcTRLll]} TO TURN ON THE REPLACE 
FUNCTION 

< R I ,_146738 Leu 107 - · 13 Tatu 12 l'ile 1 

'1'bt llopl.llce f ....:tion begina operating at the exact position of the cw:eor-not 
to the left or right of i t. 

An R will appear in front of the Z on the Data 
Line indicating that the replace function is turned 
on. 

USING THE FIND COMMAND TO REPLACE TEXT 

You can also use Apple Writer's find command to 
replace anything from a single word to a whole 
phrase automatically-without even moving the 
cursor. You just tell Apple Writer what word or 
phrase you want to replace and what you want to 
replace it with and let the computer do the 
searching and typing for you. You can even con
trol how many times the same word or phrase is 
replaced. The find command will go slowly, one 
by one, allowing you to make the choice of 
whether or not to replace each instance of the 

STEP 3. TYPE THE TEXT YOU WANT 

< R I ,_146739 Loni 106 Poe: 20 Tabs 19 l'ile 1 

'1'bt llllplace ca:rMtld begina operat ing at the u.act position of the cur~ 
to the left or right of it. 

As long as the R remains on the Data Line, the 
text you type automatically replaces the text that 
was there. 

STEP 4. TYPE lcmll]) TO TURN OFF THE REPLACE 
FUNCTION 

< Z -146739 Len: 106 Poe: 20 Tabs 19 Pile s 

'1'bt Replace OOllllWld begins operating at the euct position of the cut80r-not 
to the l oft or right of it. 

The R in the Data Line disappears and the replace 
function ceases. If you use the DELETE key or 
any of the arrow keys while the replace function 
is on, these keys will cause it to turn off. 

WARNING: Use the replace command cautiously. If 
you go too far with it, you can end up replacing 
text you didn't want to replace. 

word in your text. Or, if you want to replace all 
instances at once, you have the option to do so. 

If you used the shortcut method for entering 
text described in Chapter 2, you're already famil
iar with this use of the find command. The only 
difference is that, in this case, the text you are 
replacing was not purposely entered as shorthand 
for real text; it could be a mistake you made, a 
name that you want to change throughout the 
text, etc. 
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Replacing Text Without Deleting, continued 

STEP 1. CHECK THE DIRECTION OF THE ARROW 
ON THE DATA LINE 

> Z lle>:46590 L<n• 255 Pee• 0 Tab: 0 File• 

Kolce sure that teh arrow on the Data IJ.ne i8 polntJng In teh direction In which 
the cursor will search the text with the find cco"1Md (left for • boci<Vord 
search and right for a fotv.>rd GC&rch) . You can chonge the direction of the 
amM with IBI or IEJ . 

Make sure that the arrow on t he Data Line is 
pointing in the direction in which the cursor wil l 
search the text with the find command (left for a 
backward search and right for a forward search). 
You can change the direction of the arrow with 
[BJ or [E] (see page 53) . 

STEP 2. TYPE lcTRLI(!] TO BEGIN YOUR SEARCH 

IF] ind : 

The prompt [F ]ind : appears on the screen. 

STEP 3. ENTER THE WORD(S) YOU WANT TO 
REPLACE AND THE NEW WORD(S), SEPARATED 
AND ENCLOSED BY DELIMITERS 

> Z He:u46590 L<n1 255 l'OS1 0 Tab: O Fllo1 

Make suro that tell arrow on the Data Line ia polntJng In tell direction In which 
the cursor will search the text with the fird oa:mond (left for a backwud 
GC&rch and right for a forword search) • You C4n chongc the direction of the 
arrow with (Bl or I El • 

IF] Ind : / tehlt:he/ 

In response to the prompt, enter the old and new 
word(s), separated and enclosed by delimiters (see 
page 91). Remember that it's very important not 
to enter any spaces unless they are actually a part 
of t he word(s) itse lf. Apple Writer is very literal; it 
will search for the exact sequence of characters 
between the f irst two delimiters. This means that 
you must be precise about capita li zation as well . 
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STEP 4. PRESS IRETURNI TO ACTIVATE THE SEARCH 

> Z H.,,.:46590 L<n: 255 Pos: 16 Tai:>: 15 FJ.le: 

l~o GU<e that teh arrow on the Data Line is polntJng In teh direction In wbich 
the cursor will searcb the text with the find ca:t:>Ond (left for • -ord 
search and ri9bt for a forword search). You can change the direction of the 
arrow vith IBJ or IEJ • 

The cursor jumps to the fi rst occurrence of the old 
word(s) and a new prompt [F]ind:RETURN= 
Proceed I Y=Replace appears in p lace of the old 
one. 

STEP 5. PRESS III TO REPLACE THE OLD WORD(S) 
WITH THE NEW WORD(S) 

> Z 110:1146590 L<n: 255 Pos: 19 Tab: 18 File: 

!lake sure that the arrow on the Data Lino is pointing In tcll di rocdon In which 
the cursor will search the text with the find ca:mand (loft for a backword 
search and ri9ht for a forward •earc:hl. You can chongo the diroc:tion of tho 
arrow with (BJ or IEJ. 

IF] 1nd:Rf.'l1.lmoProccod 

If you want to replace this particu lar occurrence 
of the old word(s), press Y for replace. The new 
word(s) then appears in place of the old one(s), 
and the prompt now reads [F]ind :RETURN= 
Proceed. If you decide against making the replace
ment, press BETURN instead of Y . 



STEP 6. PRESS IRETURNI TO PROCEED TO THE NEXT 
OCCURRENCE OF THE OLD WORD(S) 

> Z - :46590 Len: 255 l'OS: 58 Tab: 57 Pile: 

Hake sure that the arrow on the O..ta Line Is pointing in teh direction in which 
the cucsor will search the text with the find CXIOl!IOtld (left for a backward 
search and right for a forward search) • You can change the direction of the 
arrow with (BJ or (El • 

(Fl lnd:Rf."ruRl+oProcced I Y'"Rcplace 

The search proceeds to the next occurrence of the 
old word(s) and you repeat the process aga in un
less you decide to terminate the search. 

HINT: If you want to make all the replacements at 
once, type A after the last delimiter when you re
spond to the first prompt. A stands for "all" and 
instructs Apple Writer to make all the replace
ments immediately. When it finishes all the re
placements, the find command terminates and the 
cursor appears at the end of the file. 

STEP 7. PRESS ANY KEY OTHER THAN II) OR 
IRETURNI TO TERMINATE THE FIND COMMAND 

> Z Mo:\:46590 Len: 255 Poo: 61 Tab: 60 Pile: 

!lake sure that the arrow on the Data Line is pointing in the direction in which 
the cursor will search the text with the find CCllllW1d (left for a backward 
search ond right for a forward search) • You can change the direction of the 
arrow with (BJ or [El • 

When you press any key other than Y or RE
TURN before the search ends, the find prompt 
disappears and the cursor remains where it is. 

AUTOMATICALLY REPLACING TEXT IN SEVERAL FILES AT ONCE 

When you want to change the same word or 
phrase in more than one fil e, you can use a WPL 
program called REPLACE to make the changes on 
the disk itself. Using REPLACE wi ll save you the 
time and trouble of loading and changing each 
f ile separately. 

Unli ke some of the other WPL programs de
scribed in this book, REPLACE is not already on 
the App le Writer Master disk for the lie version. 
But the program is listed on page 66 for you to 
type in and save on t he Apple Writer Master disk, 
or one of your working disks if you prefer. The 
program can be run from either disk drive and 
from any d isk on which it has been saved. Just 
remember to specify the correct disk drive. 

(Note: This program is already on the Apple 
Writer II + Master disk, so II+ users should skip 
t his step and just run REPLACE from t he master 
disk. When you get to Step 2 below, simply type 
DO REPLACE,Dl.) 
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Replacing Text Without Deleting, continued 

WARNING: Enter the REPLACE program exactly as 
it appears below-a single typing error could 
change the program significantly enough to pre
vent it from running properly. Remember to save 
the typed program. 

THE REPLACE PROGRAM 

START PND 

SOURCE 

REPLCMT 

NEXTFIL 

LOOP 

SETUP 

SAVE 

PPR 
PPR **** Automatic String Replacement **** 
PPR 
PIN Enter the string to be sought : = $A 
PCS/$A// 
PGO SOURCE 
PPR 
PIN Enter the r eplacement : = $B 
PCS/$B// 
PGO REPLCMT 
PPR 
PIN Enter file name ( Quit = Q) : = $C 
PCS/$C// 
PGO NEXTFIL 
PCS/$C/Q/ 
PGO QUIT 
PCS/$C/q/ 
PGO QUIT 
NY 
L $C 
PSXO 
B 
F/$A/$B/ 
Y? 
PGO SETUP 
PGO SAVE 
PSX + l 
PGO LOOP 
S $C 
PPR 
PIN ( X ) cases of "$A" repla ced by "$B" in file "$C" ( Pr ess RETURN) 
PGO NEXTFIL 

QUIT PPR 
PIN End of Aut om atic Rep lacement (Press RETURN) 
PYD 
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STEP 1. TYPE icTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

IP) rint/Progr• 1 

When you type [P], the prompt [P]rint/Program : 
appears at the bottom of the screen. 

STEP 2. IN RESPONSE TO THE PROMPT, TYPE DO 
REPLACE, ENTER A COMMA AND THE CORRECT 
DISK DRIVE NUMBER, AND PRESS IRETIJRNI 

IP! rint/Progron 100 RmJICE,02 

Enter DO BEPLACE,D2 (or Dl if the correct 
drive is drive 1) in response to the prompt and 
press RETURN. Don't leave any intervening 
spaces between REPLACE and the comma. Then 
the drive will whir for a short time and the mes
sage Enter the string to be sought: appears. 

STEP 3. ENTER THE WORD OR PHRASE YOU 
WANT TO REPLACE AND PRESS jRETIJRNI 

.... Autc:nuic St.r ing Replaca:ait .... 

Dlter the strin\i t o be sought : the 

After you enter the word or phrase you want to 
replace and press BETURN, a second message 
Enter the replacement : appears. You can enter 
any word or group of words as long as the total 
length doesn't exceed 128 characters. 

STEP 4. ENTER THE REPLACEMENT WORD OR 
PHRASE AND PRESS IRETURNI 

.... Autcxnatic Str 1n9 Replacecent .... 

Dltar the strin\i t o be sought 1 the 

Dlter the r eplacement 1 our 

After you enter the replacement word or phrase 
and press BETURN, Apple Writer will ask you for 
the name of the first file in which you want the 
replacement to be made. The prompt Enter file 
name (Quit= Q) : appears on the screen. 

STEP 5. ENTER THE NAME OF THE FIRST FILE IN 
WHICH THE REPLACEMENT IS TO BE MADE AND 
PRESS jRETURNI 

. ..... Autarat.ic Str ing Replac:a:Q\t •••• 

Dlter the atr iz19 t o be sought 1 t he 

Dlter the repl"'*8\t 1 our 

Dlt e r file nomo (OUit • 0) : FCXl'IN:m:S 

In response to the prompt, enter the first file 
name and press RETURN. All the replacements 
are made automatically in the file on the disk, just 
as though you were using the find command with 
a file in memory. When the replacement opera
tion is completed, the message _ _ cases of 
_ __ replaced by _ _ _ in file __ (Press 
RETURN) appears at the bottom of the screen, 
telling you how many cases of the word or 
phrase were found and replaced and reminding 
you to press BETURN to continue with another 
file . 

STEP 6. PRESS jRETURNI WHEN THE PROMPT 
REMINDS YOU TO 

-~Std.ng~t-

- the 11b:il¥J to be acugbt I the 

Dltec the rlpl-=-it 1 ow: 

Enter file 1111111 (()lit • Ol 1 1'00'lH7l'l!S 

8 cases of "the" replaced by •ow:• in f ile "POCIINm:S" (Preas ~) 

When you press RETURN a new file name 
prompt Enter file name ( Quit= Q) : appears at the 
bottom of the screen. 
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Replacing Text Without Deleting, continued 

STEP 7. ENTER THE NAME OF THE SECOND FILE IN 
WHICH THE REPLACEMENT IS TO BE MADE AND 
PRESS IRETURNI 

8 COS<!S of " tho" replaced by "our" in f U e " l'OOl?m!':S" (Preas RE'IUlNl 
Dlter f ile """"' (Quit • OJ : lltllERLltnt.C 

Just like the first file, when the replacement oper
ation is completed in this file, the message __ 
cases of ___ replaced by ___ in file "Second 
file name" (Press RETURN) appears. And again, 
when you press BETURN after having entered 
the second file name, a new file name prompt ap
pears. 

STEP 8. KEEP ENTERING FILE NAMES UNTIL YOU 
HAVE EXHAUSTED THE LIST OF FILES IN WHICH 
YOU WANT TO MAKE THIS PARTICULAR CHANGE 

8 cases of •the• replacod by "our• in file "F001N'1l!S" (Presa RE'I\RO 
Dlt er fU e naioe (Quit • Ol 1 tHlERLINIRi 
ii cases of. ·~ roplacod by •our• in file "lla.RLlllING" (Presa Rl.'IU!!ll 
filter file M.'00 (Quit • 0) : 

The file name prompt continues to appear after 
each replacement operation as long as you keep 
entering file names. 
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STEP 9. TYPE~ AND PRESS IRETURNI TWICE TO 
STOP THE REPLACE PROGRAM 

8 cases oi •cne" copl.4coa tJy "°'·u" in f U o "FOOnDI'ES" (Prcso RL"l\mN) 
&lter i ilo na-..e (Qult • Q) : ll~ 
l2 cases of "the" replaced by •our• in file "llllt:R.lllll.C" (Presa Rf:l\IRUJ 
Dlte r tile naDC (Quit • Ol 1 0 

l:hcJ ot Autor.\atlc Rcplocerent (Press RI:I\.RI) 

The first time you press BETURN, the message 
End of Autom atic Replacement (Press RETURN) 
appears, tel ling you that the program has been 
discontinued. When you press BETURN again, 
you are returned to memory. 

(Apple II + users- If you have on ly one disk 
drive, you must switch from t he Apple Writer 
Master disk to your storage disk after you have 
loaded REPLACE into memory. All users- If you 
have two disk drives, remember to specify drive 2 
after the first f i le name you enter.) 



Changing the Case of a Letter 

It is very easy to change an uppercase letter to a 
lowercase letter, and vice versa. 

STEP 1. POSITION THE CURSOR TO THE LEFT OF 
THE LETTER YOU WANT TO CHANGE 

< Z llB:u46760 Leru as Posz 6 Tol>z S Pile1 

It la VERr easy t o c:h.1nge on uppercase letter t o • l"""'r"""" lett:<!r, and vloe 
vet s.a. 

Begin by positioning the cursor to the left of the 
letter in which you want to change the case. 

STEP 2. TYPE JcTRLI@) ONCE TO CHANGE FROM 
LOWER- TO UPPERCASE LETTERS 

U Z .-:46760 Lenz as POIU 6 Tab: 5 Filez 

It 1a VBRt easy to change on uwecc:ase letur to a l<Mercaae letur, and vloe 
versa. 

When you press [CJ, a U, which stands for upper
case, appears in place of the direction arrow in 
the Data Line. This is to remind you that if you 
move the cursor either right or left, all letters you 
encounter will be uppercase. 

STEP 3. TYPE JcTRLI@) AGAIN TO CHANGE FROM 
UPPER- TO LOWERCASE LETTERS 

L Z ""'°:46760 Lenz as Posz 6 Toi>: 5 Pilez 

It la VERr easy t o chonge on uwercase letter to a lower""'"' lotU?r, and vice 
versa. 

Typing [CJ a second time chang es the U on the 
Data Line to an L, which stands for lowercase. As 
long as the L appears on the Data Line, when you 
move the cursor over your text all the uppercase 
letters will be changed to lowercase. (Note : [CJ is 
a special kind of toggle command- as you con
tinue to press [CJ, the letter in the Data Line 
switches back and forth from U to L, but it does 
not turn off the case change function itself.) 

STEP 4. USE 13 OR 13 TO MOVE THE CURSOR 
OVER THE TEXT YOU WANT TO CHANGE 

L Z Hem:46760 Len: as Pos: 11 Tab: 10 Pllez 

l t is vecy e iJB'j to change an uppercase l etter to a lowercase letter, and vice 
vccsa . 

You can change the case of letters in either direc
tion, left or right. As the cursor moves over each 
letter, the case changes according to whether L or 
U, the case change symbol, appears on the Data 
Line. (Note: The case change function does not af
fect nonalphabetic characters, such as numbers 
and punctuation marks.) 

STEP 5. PRESS ANY KEY OTHER THAN 13 OR 13 
TO TURN OFF THE CASE CHANGE FUNCTION 

< z Her.>:46760 Len• as Pos: 11 Tab: 10 File• 

It is very easy to change an uppercase letter to a lowercase letter, and vice 
versa. 

After you have turned off the case change func
tion, the direction arrow is restored to the Data 
Line. 

TIPS Changing the Case of an Entire Word 

The trick of holding down the 9 key while you 
press the ... or-+ key to move the cursor an en
tire word at a time also works when the case 
change function is on. You can change the case of 
an entire word by moving the cursor over the 
word when the symbol for the case you want ap
pears on the Data Line. For example, to change a 
word to the right of the cursor from lowercase to 
uppercase letters, type [C] once. When U appears 
on the Data Line, hold down the 9 key and press 
the-+ key. The entire word becomes uppercase at 
once. 
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Comparing Two Segments of a File in Memory 

Sometimes you may want to make quick compari
sons between two different segments of a file on 
which you are working, or between two different 
files. You can do both things quite easily with Ap
ple Writer. 

STEP 1. TYPE icTRLll!) TO SPLIT THE FILE IN 
MEMORY INTO TWO COPIES DISPLAYED ON YOUR 
SCREEN 

< I 11•11'6524 Loru 321 -· 276 'l'llb1 0 l'ile1 lett<tr 

Mii. bteJ-
P. O. Boa 827 
Scituate, 1111 02066 

Ilea< 1111. Jom-1 

I '" using you: book "nMt olA>l• Welte< - · and have qottAI\ thb fa< 
without blowing up the cxqiuter or causing an electrical power failure on the 
entire F.aat Cooat. Pleoae aend ,. "'Y free dlplano. 

Sincecaly yours, 

(enter you: own name here ) 

The prompt [Y] SplitScreen (Yes/No/RETURN= 
Switch) appears at the bottom of your text dis
play, giving you three options: Yes, to turn on the 
split screen; No, to turn off the split screen; and 
RETURN= Switch, to activate one screen or the 
other so you can move the cursor around in the 
activated screen. Once the split screen display is 
turned on, pressing [Y] and then RETURN acts 
like a toggle switch: the first time you do it, one 
screen will be activated. The second time, the 
other screen will be activated, and so on, back 
and forth . 

STEP 2. TYPE I!) AND PRESS jRETURNI TO TURN ON 
THE SPLIT SCREEN 

< Z Mm:46524 Len: 321 Poai 276 Tab: O File: letter 

I'm using your bode -i'he Apple Writer Handbook• o.nd hove gotta\ this !o.r 
without blovil>J up the °""""'er ot cauaii>J an electdcal powe< failure on the 
enUce F.aat Cooat. Pl eaae tend "" "'Y free dlpla:m. 

Sinoerely you:a, 

(mter your OWt MIDI here) 

< Z l<Cl:l:46524 Lem 321 Poa: 276 Tab: o File: letter 

I ' 01 uaing your book "nMt Ajlplo Welter Hanr:l>ook" and have gottAll this fAr 
without: blowin9 up the CXll'pltor or causing an electrical power failure on tho 
entire F.aat Cooat. Please send ,,. ":f f ree diploma. 

Sincerely youre, 

(enter your ~ nm:e here) 
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The screen is split horizontally into two; each dis
play is 12 lines long and has its own Data Line and 
copy of your text. The cursor flashes in just one of 
the screens, and you are able to move the cursor 
around and make changes only in this activated 
screen. 

STEP 3. TYPE lcTRLll!)lRETURNI TO ACTIVATE THE 
CURSOR IN THE OTHER HALF OF THE SCREEN 

< z Mcc:46524 Lent 321 Poe : 276 Ta>: O Pile: letter 

I 'm uaing you: book .,,., AW!• Writer - · and have got ten thb far 
without blowing up the CXlllplter or ~.Ing an electrical power Wlur e on the 
enUre F.Ut Cooat. Pleaae eend 11t Drf free clipl-. 

Sincerely yours, 

(onter your own na::e bore) 

< Z Man: 46524 Len: 321 Pos: 31 Tabs l3 Piles letter 

HD. Xnto JoMson 
P. 0. llox 827 
SCituate, KA 02066 

Dear Ha. Jotnaan: 

I 'll WI.Ing you: book "'n19 AWJ,e Welter - · and have gotten thb lar 
without blowil>J up the """""'°' or causing an electrical II"'''" tailute on the 
anti<• Eaat Cooat. Pl- eend me my f ree dipl ..... 

RETURN= Switch means that if you have a split 
screen and you press [Y] RETURN, the cursor 
switches from one screen to the other. This allows 
you to compare different parts of your text, since 
each cursor can be moved independently. All 
changes made in either screen will appear in your 
text when the split screen is turned off. 

STEP 4. TYPE lcTRLll!)[[) TO TURN OFF THE SPLIT 
SCREEN 

< z He1146524 Len: 321 - · 276 Toi>: 0 PilOI letter 

I ' m ualng your book "'n19 AW!• Writer - · and have gotten this far 
without blow.Ing up tbe caq>uter or causing an electrical power Wlure on the 
a.ntire Eaat coast. Please serd me Drf f ree dipla:m. 

Sincerely youra, 

(enter your own ~ here) 

< z Hmu46524 Len: 321 P0&1 31 Tobi 13 Piles letter 

Ha. Kate JollUICl'I 
P. O. Box 827 
Scituate, 1111 02066 

Doar 1111. Jam-: 

I ' a us.Ing ~'OW'. book "'n19 Apple Writer -· and have gotten this fAr 

(YI SplitScreai (YC'l/'U:>~itch) N 

A single screen appears on the monitor again, 
with a single copy of your document in memory. 



Comparing Two Files 

When you want to compare two different files on 
your screen at once, you have to use a combina
tion of the load and split screen commands. 

Before comparing two files, it is a good idea to 
make sure that both of them are saved on a disk. 
If you aren't sure whether you have saved the cur
rent version of the file in memory, type (S]. 
When the prompt [S]ave : appears below the file, 
enter the file name-and a drive location (exam
ple : ,d2) if the drive you want to save to is not 
the current default drive- and press BETURN. 
Then proceed with the instructions below for 
comparing two fi les. 

STEP 1. TYPE lcmll!) TO MOVE THE CURSOR TO 
THE END OF THE FILE CURRENTLY IN MEMORY 

< Z Jlls:u4Sl8l LEn• 1664 Poe• 1664 T01>1 O Filo: letter .1 

RAlph o. Sin:ona 
Publ1o.hor 

P, S, If you act new, we' 11 send you • froo Snow Jlagazine shoulder badge I 

Roe:l 

You have to position the cursor like this because 
in order to compare two files on the screen at 
once, the second file must be loaded at the end 
of the first file. Remember that information from 
the disk is always loaded at the position of the 
cursor. 

STEP 2. TYPE lcrnLllI) TO LOAD A FILE FROM DISK 
INTO MEMORY 

< z 11<1n145181 Len: 1664 Pos: 1664 TOI>: 0 1·1101 lctt or.l 

RAlib O. SiJ;J;>ono 
Publisher 

P.S. If you oct now, we ' ll send you • trco Snow Hagazine &houloor bod:)el 

L ood : 

The prompt [L]oad : will appear at the bottom of 
your screen. 

STEP 3. ENTER THE NAME OF THE FILE YOU 
WANT TO LOAD AND PRESS IRETURNI 

< z - •45181 Len1 1664 Po:u 1664 Tatu 0 Pile1 letter.l 

RAlph O, Si=ons 
N:>.111her 

P.S, If you act now, we ' 11 send you o troe Snow Magazine shoulder badgol 

!~load llEl'l'ER. 2 

If your working disk isn't in the current default 
drive, you have to type a comma and the correct 
drive number after the file name (e.g., ,D2). (See 
TIPS on page 88.) After you press BETURN, you 
will have one large document in memory, consist
ing of two files. The text you see on the screen is 
the end of the second file. 

STEP 4. TYPE icTRLll!) TO SPLIT THE FILE IN 
MEMORY INTO TWO COPIES ON YOUR SCREEN 

< z -:44007 Lem 21!18 Po<!1 21!18 Tobi 0 FU01 letter.l 

RlS12 

Sincerely yours, 

Rolph 0. Siln>na 
Publisher 

P.S. If )'OU act now, we' 11 send you o £coo Snow Mog4zine shoulder badge 

The prompt [Y] SplitScreen (Yes/No/RETURN= 
Switch) appears at the bottom of your text dis
play, giving you three options: Yes, to turn on the 
split screen; No, to turn off the split screen; and 
RETURN= Switch, to activate one screen or the 
other (see page 72). 
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Comparing Two Files, continued 

STEP 5. TYPE (!) AND PRESS IRETURNI TO TURN ON 
THE SPLIT SCREEN 

ros:2 

P. s . If you act ntM, we'll send you a f ree STlCM Magazine shouJdec badgel 

KlS:2 

O File: letter .1 
iiihee 

P.S. If you act now, we' ll send you a free Snow Uagazine sb>uldcr- badge! 

The screen is split horizontally into two screens, 
each displaying the same text segment (the end of 
the second file). The cursor flashes in just one of 
the screens and you are able to move the cursor 
around and make changes only in this activated 
screen (see Step 7) . 

STEP 6. MOVE THE CURSOR TO THE DESIRED 
COMPARISON POINT IN THE FIRST FILE 

KlS: 2 

P. S. lf you act now, we' 11 send you a free Snow Magazine shluldcr ba.ckjel 

••• SAVE $6. 00 when you eenew foe 2 years (36 issues) I 
You get two years - a regU.lar $15.25 subscription value - foe only $9.25! 

... SAVE $3 . SS on the Stx>rt ec 1 year (18 issu~) renewal. 
You get one year - a eegulac $8.50 subscti(Xlon value - foe only $4 . 951 

Position the mobile cursor in the first file at the 
point in the text at which you wish to make a 
comparison. 
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STEP 7. TYPE lcTRLl(!)IRETURNI TO SWITCH SCREENS 

K)S:2 

P.S. If you act nCM, we'll send you a free Snow Magazine shoulder badgel 

• •• SAVE $6.00 when you eenew for 2 yeaes (36 issues) I 
You get two yeacs - a eegulae $15 .25 subscel(Xi on value - foe only $9.251 

• • • SAVE $3.55 on the shoetcc 1 year (18 i ssues) ren...,al. 
You get one year - a eegulac SS.SO subscci(Xion value - for only $4.951 

Switch the cursor mobility to the other screen by 
typing (Y] and pressing RETURN. 

STEP 8. MOVE THE CURSOR TO THE DESIRED 
COMPARISON POINT IN THE SECOND FILE 

E_ Tab: 0 File: c3.57 

Dear SUbscdber, 

Your Snow Magazine subscclption has already expired, Wt I have extended your 
privile9es to renew at preferred rat es . . • 

1 yeae (19 issues) foe just $4.951 You 
save $3 . 55 of f the eegu!ae $8. 50 subsccip
tion value . 

.i__year$_._Cl6. issues) fot_ just $9 •. 251-.You 
< Z lle:l:26662 Len: 993 Pos: 606 Tab: 5 FUe: c3 .57 
YOO SAVE ~. Most -azines of fee new subsccibees discounts and expect ol d 
friends to renew at the full rate, but not snow Magazine. We offer you an •ol d 
friends• savings on your renewal that 1 s equal to, or better than any of our new 
s:ubscribcc rates. 

• • • SAVE $6 .oo when you r enew foe 2 yeaes (36 issues) I 
You get two yeaes - a eegular SlS.25 subscciption vallle - toe only $9.251 

... SAVE $3 .55 on t he shoetee 1 yeae (19 issues) eenewal. 
You get one yeae - a eegulac $9.50 subscription value - for ohly $4.951 

Position the mobile cursor in the second file at the 
place in the text where you wish to compare the 
files. 

STEP 9. SWITCH BACK AND FORTH BETWEEN 
SCREENS AS NEEDED 

Continue switching the cursor mobility back and 
forth between the two screens as needed to make 
your comparisons of the text. 

When the split screen is turned on, you are able 
to perform all the usual editing operations within 



the activated screen. You can also transfer text 
between the two screens by using [X] or [W] to• 
delete text in one half, switching halves, and then 
using the same commands to retrieve that text in 
the other half (see page 77). 

STEP 10. WHEN YOUR COMPARISON IS FINISHED, 
TYPE !cTRLl[}lfil TO TURN OFF THE SPLIT SCREEN 

< z Mem:26614 Len: 1031 Pos: 0 Tab: O File: cJ.57 

Dear Subset iber, 

Your Snow Magazine stJlocclption has already expired, but I nave extended your 
privileges to tt'!nEN at prefened rates . . . 

1 year (18 issues) for just S4. 951 You 
save $3.SS oU the regular SB. SO subscrip-

(YJ Splitsereen (Y~l-So<itchl ti 

< Z Mem:26662 Len: 983 Pos: 606 Tab1 5 File: cJ. 57 
\'00 SAVE lt:tl!:'l. Most m.>gazines offiir new subscr ibers ilisoount:a and expect: old 
friends t o renew at the full r;ate, but not Snow Magazine. We offer you an •old 
friends• savingG on your renewal that 1s equal to, or better than any of our new 
subscriber rates. 

•• • SAVE $6. 00 when you r..- for 2 years (36 iasues) I 
You get two years - a regular SlS. 25 subacdptlon value - for only $9.251 

••• SAVE $3.55 oo the shorter 1 year (18 issues) renewal . 
You get one year - a regular $8.50 subscription value - for only $4. 951 

Turn off the split screen display by typing [Y] 
and then entering N for "No" in response to the 
prompt (Yes/No/RETURN= Switch). 

STEP 11. DELETE WHAT YOU DON'T WANT FROM 
THE SCREEN AND SAVE THE REST 

< Z Mcr.1:26031 Len: 1614 Pos: 1420 Tab: 0 Pile: cJ.57 

5end no llDnOY """· Yow: credit is established with us so we'll be happy to 
bill you later if that' s whot you prefer. 

All I really want now is yow: O. K. to r enew your Snow Magazine subscription. 
For guaranteed savings and oontinucd service, mail mo your renewnl 

inst ructions before the date in t he green box. Thank you. 

<l:>rdially yours, 

Rolph O. Sl.J:nons 
N>lisher 

P.S. If you act na.1, wc' 11 send you a free Snow Magazine shoulder b.>dgel 

(Slave : 

If you want to continue working on your original 
file, delete the file you loaded for the comparison 
process- and vice versa. (See page 59 for delete 
techniques and page 86 for the save procedure.) 

AN ALTERNATE METHOD FOR COMPARING TWO FILES 

You can also use the load command by itself to 
compare two files. You won't be able to view 
both of the files at the same time, however. In
stead, this method lets you review a display of a 
file from a disk while you are working on another 
file in memory. 

The load/display command can be executed any 
time while you are editing another file. Instead of 
actually loading a second file from the disk, this 
command sends a display of that file to the 
screen, where it temporarily replaces the file you 
already have in memory. The display scrolls quickly 
up the screen, but you can stop it at any point by 
typing [SJ. This interrupts scrolling so that you 
can study a particular point in the file before con
tinuing. To continue scrolling, you just type [SJ 
again. 

STEP 1. TYPE lcTRLI[) TO SEE A DISPLAY OF A 
FILE FROM THE DISK 

< z Hen:26026 Len: !Gl-9 Pos: 1427 ·rab: 5 file: cJ.57 
bill you later iC that 1 a what you prefer. 

All I really want now is your O .. K. o renew your snow f.Jag.J.Zine slt>ecript..ion. 
For guar11nteed savings and continued service, tiail me your rcnt'Wal 

instructions befoc-e t.hC: date in the green box. Thank you. 

cordially yours , 

llali;ll O. Sir.loons 
N>lisher 

P.S. H you act now, ""' 11 send you a free Snow 1-13gaz!ne shoulder bac13el 

ros:1 

(LJoad : 

The prompt [L]oad: appears on the screen. 
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Comparing Two Files, continued 

STEP 2. ENTER THE NAME OF THE FILE YOU 
WANT TO REVIEW, FOLLOWED BY A BACKWARD 
SLASH, AND PRESS IRETURNI 

< Z 1""'1:26026 Lena 1Gl9 Pos: 1427 Tab: 5 Fi.101 c3.57 
bill you later If thAt' a whot you prefer. 

All I really llAl'lt new '" your o.;<. to renew your Snow liagazlne mbscdption. 
For guaranteed GOvingo ArKJ c:ont1nucu service, ~ ~ youc renwal 

inlltructicns boforo tl>o dote in the green box. 'lllMi< you. 

CDrdlo.lly youro, 

Rali:b 0 . SU:U)llll 
Publislrr 

P.S. If yo.; acy new, ""' 11 i;end you a fr.., snow 11agazine choulcler bod;Je l 

(L)oad : letter.2\ 

The\ after the file name tells Apple Writer that 
you want to see only a display of the file named 
in the load command. Remember to specify a 
drive number if necessary. (Apple II + users should 
see the Appendix on page 185.) 

After you press RETUBN, the text in memory is 
replaced briefly by text from the disk, which 
scrolls up the screen quite rapidly. 

STEP 3. TYPE lcTRLll!) TO STOP THE SCROLLING 

P .s . U you act """• we ' ll send you a free snow Kogulne shoulder bad<;e I 

•CJ 

Your SAVings privUedges extended • •• 
. lj 

Doar Slilscriber, 

Your snow llagazine &IS>ocrlption bu already expired, but I hove extended your pr 
ivil~ to renew at preferred rates ••• 

l yes< (18 lmuesl for just S4. 9SI You 
aave S3 .SS off the rogulA< SS. SO alD!crip
tion value. 

When you see a part of the text that you want to 
examine closely, type [SJ to stop the scroll ing. 
The text will remain in a f ixed position on the 
screen until you are ready to proceed. 
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STEP 4. TYPE lcTRLll!) TO BEGIN THE SCROLLING 
AGAIN 

[SJ functions here like a toggle switch, turning 
the scrolling on and off. 

STEP 5. PRESS jRETURNI TO GO BACK TO THE FILE IN 
MEMORY 

2 yeora (36 issues) for Just $9.251 You 
YOU SAVE tO\EY. aoet ::ugazines offer new GUbecd.oera di.ec:cunta a.no expect old f 
ricndn t.o cmcw at the full rate, but not Snow Ha:gazlne. lie offer you an •old f 
riencm• savinc;s on your ccncw.ll tn.1.t • s equal to, or better than ony ot our new s 
ubecriber rates • 

• • • SAVE $6. 00 when you renew for 2 years (3G issues) I 
You get two year s - a regular $15. 25 subscripti on value - for only $9.251 

•• • SAVE ~.55 on the shorter l year (18 laoucs) renewal . 
You 9~ one yeac - a cegular SB. SO GW>OCription value - for only $4. 951 

Plj)liaher 

Rll5:2 

P.S. It you act nolp "1e ' U send you a tree Snow Haga.z.ine shoul.Uer ~et 

When the display reaches the end of the file, a 
message appears telling you to press RETURN to 
turn off t he temporary display. When you press 
RETUBN after viewing the display, the text dis
appears and you are returned to your original file. 

HINT: You cannot scroll backwards when review
ing a file from the disk in this way. If you miss 
something the first time around, you have to re
peat the entire procedure. Thus it is a good idea 
to keep the CTBL key depressed with your finger 
poised above the S while the display is scrolling. If 
you see a portion of the file at which you want to 
stop, you can discontinue the scrolling immedi
ately. 



Copying Text 

There is no sense in typing the same text twice if 
you don't have to. With Apple Writer, you can in
sert a copy of text you have already typed any
where in the file you are currently working on. 

COPYING WITHIN A FILE 

This technique is particularly useful for setting up 
a table or form with repetitive information in it. 
Rather than type the same text over and over, you 
simply type it once and then copy it to other posi-
tions within the document. · 

STEP 1. POSITION THE CURSOR TO THE 
IMMEDIATE RIGHT OF THE TEXT YOU WANT TO 
COPY 

< z - 146226 Lem 619 1'081 179 Tobi 89 File 1 table l .l 

The copying function within a file takes place 
from right to left, just like deleting text. 

STEP 2. HOLD DOWN THE Ii) KEY AND TYPE 
l cTRLI~ OR lcTRLl[!l 

< z Hall:46226 Len: 619 POs: 179 Tab: 89 File: table l.l 

Product name Product mmi>er LlBt price 
tlet price 

Word processing book 
8.63 

100-100 14.95 

Fin4ncial 11111M9ement book lOCl-101 16.95 
10.63 
Gesleral OOllplter book 
10. 18 

lOCl-102 15. 95 

Make sure the arrow on the Data Line is pointing 
to the left, the same direction as when you are 
deleting text. (You can change the direction of 
the arrow with [D].) Then, hold down the 9 and 
CONTROL keys and type W or X as many times 
as you need to to copy the text you want. You 
use [W] or [X] depending on the size of the text 

You can copy text from one place to another 
within the file (Apple Writer for the II + does not 
have this feature}, or you can just as easily copy 
text from a file on a disk to this file. 

you want to copy; [W] is for one or more words 
and [X] for one or more paragraphs. 

As the cursor moves over the text being copied, 
it appears as if nothing is happening. Actually, 
however, Apple Writer is storing a copy of the 
text in a special buffer, ready to reproduce it in 
another location on the screen. 

STEP 3. REPOSITION THE CURSOR WHERE YOU 
WANT TO INSERT THE COPY 

< z Hc146226 Len1 619 1'081 179 Tab1 89 Pile1 t<lble 1.1 

Move the cursor to the place in the text where 
you want to insert the copy. 

STEP 4. TYPE l cTRLI~ OR lcTRLl[I 

> z Mecu46137 Len: 708 l'081 708 Tab: 89 File: table l . l 

Word processing book 
8.63 

100-100 14. 95 

Fin4ncial """"'J(S:let book 
10. 63 

100-101 16. 95 

Gesloral cc:qiuter book 
10.18 

lOG-102 15. 95 

Product name 
Net price 

Product rumt>er Li st price 

Make sure the arrow on the Data Line is pointing 
to the right. (You can change the direction of the 
arrow with [D].) Then t ype either [W] or [X], 
depending on which command you used for the 
copying process. The text you copied wil l appear 
to the left of the cursor as you insert it with [W] 
or [X]. 
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Copying Text, continued 

COPYING FROM ONE FILE TO ANOTHER 

Using the same text material in more than one 
document is an expedient commonly employed in 
business. Apple Writer also provides you with a 
way of copying text from one file (on disk) to an
other (in memory). 

STEP 1. POSITION THE CURSOR AT THE POINT 
WHERE YOU WANT TO INSERT TEXT FROM A FILE 
ON DISK 

< z 1:em:46760 Len: 115 Poe: 115 Tab: o File: 

The text you copy from the file on the disk is inserted to the left of the 
cursor. 

The text you copy from the file on the disk is in
serted to the left of the cursor. 

STEP 2. TYPE lcTRLllI) TO BEGIN THE COPYING 
PROCESS 

< Z Man:46760 Len: 85 PoG: 115 Tab: 0 Pile: 

The text .you copy from the file on the disk ls inserted to the left o f the 
cursor. 

(L)oad : 

A prompt [L]oad : appears at the bottom of the 
screen, ask ing you for the name of the file you 
want to load. 
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STEP 3. ENTER THE FILE NAME AND TYPE [!) 

< Z 1-:46760 Len: 115 !'OS: 115 Tab: 0 Filo: EKAMl'IE 

The text you copy from the file on the disk is lnsertcd to the left of the 
cursor. 

(L)oad : DW<PL<:/After/cursor ./I 

Answer the prompt by first entering the name of 
the file from which you want to copy text. If the 
disk you want to load from is not in the current 
default drive, enter a comma and the drive num
ber after the file name (e.g., ,d.2). In most cases, 
you w ill not want to copy the whole fi le, so you 
wil l need to specify a segment of the file on the 
command line as wel l (see page 97). To do this, 
type a delimiter (/) after the fil e name, then enter 
a marker for the beginning of the text segment (a 
marker is the smallest sequence of characters that 
uniquely identifies a given point in the text). Next 
type a second delimiter (/) and enter a marker for 
the end of the segment you want to load. Follow 
the end marker with a final delimiter (/). Type# 
at the end of the command line. 

STEP 4. PRESS IRETURNI TO COMPLETE THE 
COMMAND 

< Z f*':u46624 Len: 221 1'00: 221 Tab: 136 Fl.lo: DW!P1..E 

The text you copy fran the file on the disk is iru:ertcd to the .Left of the 
cursor. 

After you press REroRN, a copy uC t he tile ~t you n1..ecif ied will be loaded 
from the disk into oeuory at the l-(>Sition o( the cursor. 

After you press RETURN, a copy of the fi le seg
ment you specified wi ll be loaded from the disk 
into memory at the position of the cursor. 



Moving Text 

When you are working with Apple Writer you can 
move text from one place to another in your file 
quickly and without retyping, whether it's a single 
character or a large block of text. 

MOVING ONE CHARACTER AT A TIME 

STEP 1. POSITION THE CURSOR 

< z l·le11u4676S Leru Ill - : 44 Tab: 43 Pile: 

Begin by positionlncJ the cursor to the rihojt of the character you want to IJl)Vc, 

Begin by positioning the cursor to the right of the 
character you want to move. 

STEP 2. PRESS !ill AND 13 TO STORE THE 
CHARACTER 

< Z ll0ll:46766 L<n: 79 Pl>S: 43 Taln 42 Pile: 

Begin by positioning the cursor to tho riht of the character you want to IJl)Ve. 

The character disappears from the screen as if you 
had deleted it. Actually, though, it is being stored 
in a special buffer where it will remain until you 
retrieve it. This buffer can hold 128 characters at a 
time; its contents are erased, however, when you 
turn off Apple Writer. 

STEP 3. MOVE THE CURSOR TO WHERE YOU 
WANT TO REINSERT THE CHARACTER 

< Z tlan146766 L<n: 79 Pos: 42 TOb1 41 Pile: 

Begin by positioning the cursor to the rlht of the character you wont to ClOVc. 

Remember that when you reinsert the character, it 
will appear to the left of the cursor. 

All of the methods below are essentially based 
on Apple Writer's capacity for storing text tempo
rarily while you shift the cursor around. In fact, 
it's a lot like storing your furniture while you look 
for a new apartment. 

STEP 4. PRESS !ill AND El TO RETRIEVE THE 
CHARACTER AT THE POSITION OF THE CURSOR 

< Z ll<r.>:46765 L<n: Ill Pos: 43 Tab: 42 Pile: 

Begin by positioning lhe curaor to the right of the character you want to CIOVC. 

The character you deleted from its original posi
tion reappears at the current position of the 
cursor. 

TIPS Moving Text 

• Text deleted with the [X] and [W] commands 
is stored in the same buffer, which can hold up to 
1024 characters at a time. Once this buffer is 
filled, new deletions write over and erase previous 
deletions. To determine the number of characters 
in a paragraph, place the cursor next to the last 
character in the paragraph and read the number 
next to Tab: on the Data Line. 

• You can move more than one character, word, 
or paragraph at a t ime using the methods de
scribed simply by pressing the appropriate keys re
peatedly. But keep in mind the space limitations 
of the temporary storage buffers-and do not use 
the automatic repeat function of these keys for 
this purpose because it moves too fast. The buff
ers will be filled before you know it, and you will 
have lost some of the text that you were trying to 
move. 
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Moving Text, continued 

MC°VING ONE WORD AT A TIME 

STEP 1. POSITION THE CURSOR 

< z llsu46764 Len: Ill PO&: 58 Tab: 57 Pile: 

Begin by poaitioning the cursor t o the right of the f1rs cWOrd you wont to ..,.,.,. 

Position the cursor to the right of the word you 
want to move. 

STEP 2. CHECK THE DIRECTION OF THE ARROW 
ON THE DATA LINE 

< Z llan: 46764 Len: 81 Poe: 5 8 Tab: 57 Pilo: 

Begin by positioning the curso~ t o the right of the first word you want to 
:ove. 

Recall that in order to delete text with [W] or 
[X], the arrow on the Data Line has to point to 
the left. Type [DJ to change the direction of the 
arrow. 

STEP 3. TYPE lcmLll!!J TO STORE THE WORD 
TEMPORARILY 

< Z lleD:46TIO Len: 75 Poe: 52 Tab: 51 File1 

Bc<Jin by positioning the cursor to the r ight of t he word you want t o """"· 

The word disappears from the screen as if you had 
deleted it, but it is really being stored in a buffer 
where it will remain until you retrieve it. This 
buffer can hold 1024 characters at once; its con
tents are erased, though, when you turn off 
Apple Writer. 
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STEP 4. MOVE THE CURSOR TO WHERE YOU 
WANT TO REINSERT THE WORD 

< Z llom146770 !Ml: 75 Poa1 74 Tab: 73 Pile : 

llc<Jin by positioning the cursor to the right of t he word you want to :rove 

Remember that all text is inserted to the left of 
the cursor. 

STEP 5. TYPE lcTRLI@) TO CHANGE THE DIRECTION 
OF THE ARROW ON THE DATA LINE 

> Z l1an:46770 Len: 75 Po6: 74 Tab: 73 Plle1 

Begin by poaiti oning the cur aor to the right of the word you want to :ove. 

The direction arrow on the Data Line must point 
to the right in order for text to be retrieved with 
[W] or [X]. You can change the direction of the 
arrow with [DJ. 

STEP 6. TYPE icTRLll!!) TO REINSERT THE WORD AT 
THE POSITION OF THE CURSOR 

> Z 11'!<11: 46764 Len: 81 Poe: 8J Tab1 79 File: 

1!'19in by poai tionin9 the cursor to the ri¢>t of the word you want to :rove 
firs t . 

The word you stored now appears in its new posi
tion to the left of the cursor. 



MOVING ONE PARAGRAPH AT A TIME 

Moving a paragraph works just like moving a 
word, except you use the command [X] instead 
of [W]. 

STEP 1. POSITION THE CURSOR 

< z Hem146470 Leni 375 Pos1 175 Ti!1>1 72 P1le1 

Hoving a paragraph ..,rks iust like iroving a word, except you use the · 
coamand IX) instead of IN). 

PositlCXl the cw:sor to the right of the p•fl•Jraph you vant to move. 
Racall frca the aectiCXl CX1 deleting tut that in order for tat to be 

deleted with INJ... or (XI, the a r row in the Data Line amt point to the left. To 
change the diroc:dCXl of the arrow, t:ipe (DJ • 

Position the cursor to the right of the paragraph 
you want to move. 

STEP 2. CHECK THE DIRECTION OF THE DATA LINE 
ARROW 

< Z "5>146470 Lon: 375 P0&1 175 Tab1 72 Pile1 

lt>Ying a paragraph works jwot lika aoving a WO<d, except you WMt the 
comand IX! instead Of (N] • 

PoeitiCXl the cw:sor to the right of the parag<aph you want to lllMI. 
Rec:all f rcxn tho aectiCXl CX1 deleting tut that in order fo< tut to be 

deleted with IWJ O< IX! , the arrow in tho Data Line llalSt point to the l eft. '!'> 
change tho di<ecti<Xl of the a rrow, t:ipe IDJ. 

Recall from the section on deleting text that in 
order for text to be deleted with [W] or [X], the 
arrow in the Data Line must point to the left. To 
change the direction of the arrow, type [D]. 

STEP 3. TYPE lcTRLI[[) TO STORE THE PARAGRAPH 
TEMPORARILY 

< Z He111146543 Len: 302 Poe: 102 Ti!1>1 101 Pile1 

lt>Ying a p&r"'lrai:h wor jwot like moving a word, except you U80 the 
c:cmmand lxJ inatead of IWJ 

Recall from the sec:tiCXl on deleting t ut that in order for tut to be 
deleted wi th IWJ or (XJ, the urow i n the Data Line 11118t point to the lef t . To 
change the direc:tiCXl of the arrow, type (DJ. 

The paragraph you want to move disappears from 
the screen as if you had deleted it. In fact, 
though, it is being stored in a buffer that holds 
1024 characters at once. 

STEP 4. MOVE THE CURSOR TO WHERE YOU 
WANT TO REINSERT THE PARAGRAPH 

< Z -146543 Loni 302 Pos1 302 Ti!1>1 199 Pile1 

~~ t,:;:lr:'i~'.ke just like moving a word, except you woe the 

Rec:all fr011 the aectlCXl on delC'ting tut that in order for tat to be 
deleted with IWI or IXJ, the a<row in the Ila Line amt point to the left. To 
c:ban<je the direc:tiCXl of the arrow, type IDJ. 

Remember, all text is inserted to the left of the 
cursor. 

STEP 5. TYPE icTRLl[ID TO CHANGE THE DIRECTION 
OF THE DATA LINE ARROW 

> I Ma:u46543 Len• 302 Poe• 302 Till>I 199 File: 

Hoving a paragraph works just like """ing a word, except you U80 the 
camiand IX) instead of IW). 

Racall f <om the sec:tiCXl on deleting tut that in order for tut to be 
<loleted wit h (11) or (XI, the tu:~w in tbe Data LiJW ..... t 1>0int to the J.eJ:t . To 
c:hange the directi CXl of the arrow, t:ipe ID) . 

The arrow in the Data Line must point to the 
right in order for text to be retrieved with [W] or 
[X]. You can change the direction of the arrow 
with [D]. 

STEP 6. TYPE lcTRLI[[) TO REINSERT THE 
PARAGRAPH AT THE POSITION OF THE CURSOR 

> Z -146470 Loni 375 Pos1 375 Tab1 72 File: 

Hoving o paragraph works just like """ing a word, except you woe the 
comand (XI inotead of (WI • 

llec:a.ll f rom the sec:tion on deleting tut thet in order for t ut to be 
deleted vith (II) or IX), the a<row in the Data LJ.ne amt point to the l eft. To 

change ~dir~Jllll1!j,~~==~~=~=-.. 
Positi<Xl the cw:sor to the ri ht of the ~ you want to move. 

The paragraph you stored now appears in its new 
position to the left of the cursor. 
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Moving Text, continued 

MOVING BLOCKS OF TEXT LARGER THAN 1024 CHARACTERS 

When you want to move blocks of text too large 
for the temporary storage buffers to handle, you 
can do so with the save and load commands. The 
save command allows you to use disk space for 
temporary storage, and the load command acts as 
a retrieval command for this purpose. 

STEP 1. POSITION THE CURSOR AT THE 
BEGINNING OF THE TEXT BLOCK YOU WANT TO 
MOVE 

< Z llen:4341!l Len: 3362 Pos: l Tobi 0 Pile: 

D,lock l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block 1 Block l Block l Block l Block l Block l Block I Block l Block l 
Block l Block 1 Block l Block l Block l Block l Block l Block l Block l Block l 
BlOd< l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block 1 Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l lllock l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l lllock l Block l Block l Block l 
Block l Block l lllock l Block I Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block • 

Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Bloc!< 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

In order to use the save command for moving 
text, first you have to position the cursor at the 
beginning 'of the text block you want to move. 
This marks the beginning of the text block for Ap
ple Writer. 

STEP 2. TYPE icTRLll!) TO BEGIN THE MOVING 
PROCESS 

(S(4VC: 

The prompt [S]ave: appears at the bottom of the 
screen asking you for a file name. 
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STEP 3. ENTER A FILE NAME AND SPECIFY WHERE 
THE TEXT BLOCK ENDS 

(SJ ave :Bl.00< l/*/ 

Choose a file name you haven't used already (pre
ferably one that is easy to remember) and enter it 
at the prompt. If the disk you want to save on is 
not in the drive you used last, enter a comma and 
the drive number (e.g., ,d.2) next to the file name. 
Enter a delimiter after the fi le name (or drive 
number, if you use one) to separate the file name 
from the rest of t he command-the usual delim
iter is/. Next, choose the smallest portion of text 
that wi ll uniquely identify the end of the text and 
enter it after the del imiter. Finally, enter another 
delimiter. Remember to enclose the marker in de
limiters (see page 90). 

STEP 4. PRESS IR ETURNI TO ACTIVATE THE SAVING 
PROCEDURE 

< z 1·""': 4341!l Len: 3362 !'Os: 1120 Tab: 79 Pile: 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block 1 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block 1 Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block 1 Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l 8100< l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block 1 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Blocl< l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block • 

Block 2 Block 2 lllock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 lllodc 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 lllock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Blodc 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Bloei< 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Blodc 2 Block 2 Block 2 Block 2 Block 2 Bloci< 2 Blodc 2 Block 2 Block 2 Block 2 

The disk drive whirs, and the red light goes on, 
indicating that the text is being saved. When the 
saving procedure is finished the prompt disap
pears from the screen, but nothing else has 
changed. 



STEP 5. DELETE THE STORED TEXT BLOCK FROM 
THE SCREEN 

< l -:434l!l Lem 3362 POs: lUO Tobi 79 Pile: 
Olock l Block l Block l Block l Block l Block l Block l Block l Block l Block 1 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block 1 

Block 2 Block 2 Block 2 Block 2 BlOCk 2 Block 2 Block 2 Blodc 2 Block 2 Block 2 
Block 2 Block 2 Blodc 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Blodc 2 
BlOCk 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Olock 2 Block 2 
Block 2 Block 2 aJock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Olock 2 Block 2 
Olock 2 Block 2 Olock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 BlocJc 2 BlocJc 2 Block 2 Bleck 2 Block 2 BlocJc 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Olcck 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 

< z Mecu44604 Len: 2241 Plos: 0 Toi>: 0 Pile: 

Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Olock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Blocl< 2 Block 2 Block 2 Bloc:k 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 lllock 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Bloclt 2 Bloclt 2 Block 2 Block 2 Block 2 Bloclt 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Bloclt 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 mock 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 mock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Bloci< 2 Bloci< 2 Bloci< 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Bloc:Jc 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Bloci< 3 Block 3 Bloc:Jc 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 mock 3 Block 3 Block 3 Block 3 Block 3 Block 3 Blod< 3 
Block 3 Block 3 Block 3 Block 3 Blod< 3 Block 3 Block 3 Blod< 3 Block 3 Blod< 3 
Bloci< 3 Block 3 Block 3 Block 3 Bloci< 3 Bloc:Jc 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Blod< 3 Blod< 3 Block 3 Blod< 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Bloci< 3 Block 3 Block 3 Block 3 Block 3 Block 3 

First, check the arrow in the Data Line-it should 
be pointing to the left to delete text. You can 
type [DJ to change the direction of the arrow. 
Next, position the cursor to the right of t he last 
character in the text b lock. Now press [X] as 
many times as necessary to delete the entire text 
block (see page 59). 

STEP 6. POSITION THE CURSOR WHERE YOU 
WANT TO REINSERT THE TEXT BLOCK 

< Z l1CD14'601 Len: 2244 Pos: ll22 Toi>: 0 Pile: 
Block 2 Block 2 Blod< 2 Block 2 Block 2 Blee< 2 Block 2 Blee< 2 Block 2 Block 2 
Block 2 Bloc.< 2 Block 2 Block 2 Block 2 Blee< 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Bloc:i< 2 Blocx 2 Block 2 Block 2 BlOCA 2 Block 2 
Bloc.c 2 Block 2 Block 2 Block 2 Block 2 Bloc.c 2 Block 2 Block 2 Bleck 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Olock 2 Blodt 2 Block 2 BlOCi< 2 Blodt 2 Block 2 
Bleck 2 Bleck 2 Block 2 Block 2 Block 2 Block 2 Bloci< 2 Oloek 2 Bleck 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Olock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Bleck 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 llolock 2 Block 2 Blocit 2 Blocit 2 Block 2 
Block 2 Olock 2 Olock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Block 3 Block 3 Bloc:k 3 Block 3 OlOCk 3 Bleck 3 BlOCk 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Olock 3 Olock l Oloek 3 
Block 3 Block 3 Block 3 Olock 3 Block 3 Block 3 Block 3 Block 3 Block 3 Bleck 3 
Block 3 Olock 3 Block 3 Block 3 Block 3 Bleck 3 Block 3 Olock 3 Olock 3 Block 3 
Olock 3 Olock 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block J 
Bleck 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Olock 3 Block 3 Olock 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Bloci< 3 Block 3 Block 3 Block 3 Block 3 Oloc:Jc 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Olock 3 

The reinserted text block wi ll appear to the left of 
the cursor. 

STEP 7. TYPE lcTRLl[) 

ILi cad : BLOCK l 

The prompt [L]oad: appears at the bottom of the 
screen, asking for the name of the fi le you want 
to load (see page 95). 

TIPS Building Documents from Permanently 
Stored Text Blocks 

By using Apple Writer's save and load procedure, 
you can very easily create stock documents such as 
contracts or certain kinds of form letters. When 
experience tells you a paragraph (or longer text 
block) will be needed for several different docu
ments, save it under its own fi le name. Then, 
when you need to create one of these documents, 
you can do so by loading the text blocks you want 
in the order required for that document. 
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Moving Text, continued 

STEP 8. ENTER THE FILE NAME YOU GAVE THE 
TEXT BLOCK WHEN YOU SAVED IT AND PRESS 
jRETURN I 

< z -•'3481 IM11 3363 Pees 2241 Tabs 79 Pile • BUXl< l 
Block l Blod< l Block l Block l Bladt l Block l Block l Block l Bloot l Block l 
Block l Block l Block l Blod< l Block l Bladt l Blod< l Block l Blod< l Block l 
Block l Block l Block l Block l Block l Block l Block l Bladt l Block l Bladt l 
Block l Block l Block l Block l Block l Block l Bladt l Block l BlOd< l Bladt l 
Block l Bloct l Block l Block l Bladt l Block l Block l Block l Block l Block l 
Bladt l Block l Block l Block l Block l Block l Block l Block l BlOd< l Block l 
Block l Blocl< l Block 1 Block 1 Block 1 Block 1 Block 1 Block 1 Block 1 Block 1 
Block l Blocl< l Bl ock l Blocl< l Blocl< l Block l Block l Block l Block l Block l 
Block l Block l Blocl< l Block l Block l Block l Block l Block l Block l Block l 
Block l Blocl< l Blocl< l Block l Block l Block l Blocl< 1 Blocl< l BlOd< l Blocl< 1 
Block l Block l Block l Bladt l Block l Block l Block l Block l Block l Block l 

ock l Bloclc l Block l Block l Block l Block l Block l Block l Block l Block • 

Block 3 Block 3 Block 3 Block 3 Blocl< 3 Block 3 Block 3 DlOCJ< 3 Block 3 Bloci< 3 
Block 3 Bloc.< 3 Block 3 Block J Block J Blod< J Block 3 Dlock 3 Dlcxx J Bloc~ 3 
Dlock 3 Dloc• 3 Dlock J Dlock J Block 3 Bloclc 3 Block J Bl.00< 3 Bloclc J Dloclc 3 
Block 3 Block 3 Block 3 Block 3 Dlock 3 Block 3 Blocx 3 DlOd< 3 Gloe.< 3 Bl=< 3 
Block 3 Block 3 Blocl< 3 Block 3 Block 3 Block 3 Dlock 3 Bloc< 3 Dlock 3 Block 3 
Block J Block 3 Dlock 3 Block 3 Block 3 Block 3 Block J Block J Block 3 Block 3 
Blocl< 3 Block 3 Dlock 3 Block 3 Block J Dlock 3 Block 3 Block 3 Block 3 Bloc• 3 
Block 3 Block 3 Block 3 lllock 3 Dlock 3 nloc< 3 Block 3 Block 3 Block 3 Bloc< 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Olock 3 Block 3 Dlock J Block 3 Block 3 
lllock 3 Block 3 Block 3 lllock 3 lllock J Dlock 3 Block 3 lllock 3 Block 3 Block 3 

The text block is reinserted at the position of the 
cursor. 
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STEP 9. TYPE icTRLll£)[) TO DELETE THE 
TEMPORARY FILE FROM YOUR DISK 

A, Catalog 
B, -File 
C. Verify Pile 
D. LOCI< Pile 
E, lhlock Pile 
F, Delete File 
G, Initialize dia< 

Press RL'9l'Ual to Exit 

aiter your selt.iction (1\ - G) F 

::liter file na.c :ut.00< l 

When you type [O], the DOS Command Menu re
places your text on the screen. Enter F in response 
to the prompt Enter your selection (A-G): (II + 
users should enter 5 instead of F .) The prompt 
Enter file name : then appears at the bottom of 
the menu. Enter the file name of the text block 
you temporarily saved and press RETURN. The 
disk drive whirs, and when it stops, another dis
play of the DOS Command Menu appears below 
the first. Press RETURN to go back to your work. 



Automatically Counting the Words in a File 

COUNTER, a WPL program on the Apple Writer 
Master disk, can count the words in a file and tell 
you the total when it is finished. This is very 
handy for students, professional writers, and oth
ers who need to know how long a document is in 
noncomputer terms (remember that you can al
ways find out the length of a document in num
ber of characters by looking at the designation 
Len: on the Data Line). 

The Apple Writer Master disk has to be in drive 
1 before you can use COUNTER. 

HINT: Apple Writer interprets all characters be
tween two spaces as one word. 

STEP 1. SAVE ANY TEXT YOU ARE CURRENTLY 
WORKING ON WITH icTRLI[]) 

< z Ma:i:46743 Leru 102 P<•" 102 Tab: 101 Pile: ~ 

I t is particularly ilrportant to aave your t ext because the o:lmml progr.., 
erases any text in t:ICll'Ory. 

It is particularly important to save your text be
cause the COUNTER program erases any text in 
memory (see page 86) . 

STEP 2. TYPE icTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT ON THE SCREEN 

IP) rint/Progr'"" 1 

When you type [P], the prompt Print/Program: 
appears on the screen. 

STEP 3. TYPE DO COUNTER,D1 AND PRESS IRETURNI 

IPJ rinl:'/Pro9um 1 O:Ull'ER, Dl 

In response to the prompt, type DO COUNTER, 
Dl and press RETURN. The message Enter Disk 
File name: then appears asking for the name of 
the file you want to count. 

STEP 4. ENTER THE FILE NAME, A COMMA, AND 
THE DISK DRIVE NUMBER AND THEN PRESS IRETURNI 

liord Count e r 

Ent er Disk Filo Hame :~,02 

When you press RETURN after having entered 
the file name, a comma, and the disk drive num
ber, COUNTER loads the f ile into memory (you will 
hear the whir) and begins to count the words. It 
counts them silently and may take quite a long 
time, depending on the length of the file. (For in
stance, a test file containing 3087 words took 5 
minutes and 43 seconds.) When the program is 
finished, the message Total number of words in 
file (Your file name) = ( Total) (Press RETURN) 
appears at the bottom of the screen. (Note: If you 
mistype a file name when using COUNTER, the 
program is discontinued.) 

STEP 5. PRESS IRETURNI TO COUNT ANOTHER FILE 

'l\>tal nuroer of weds in file •Lt::l"'l"Dl, ta• • SS. (Press RE"l'lRJl 

After you read the total number of words in the 
file, press RETURN. The f ile name prompt reap
pears; enter the file name of the next fi le you 
want to count and press RETURN. If you don't 
wish to count any more files, go on to the next 
step. 

Editing Text 

83 



84 

Automatically Counting Words in a File, continued 

STEP 6. PRESS IRETURNI AT THE FILE NAME PROMPT 
TO QUIT THE PROGRAM 

~lord counter 

After you hear the beep, the message End of 
Word Count (Press RETURN) appears at the bot
tom of the screen. 
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STEP 7. PRESS IRETURNI TO RETURN TO MEMORY 

> z Melll:46530 Len: 3~ Posz 315 Tab: 315 File: LE.Tl"Dl, 02 
f.'.s. Kate Johnson P. O. oox 827 SCituatc , MA 02066 Dea.c Hs. JolY\son: I 1 ci usincJ 

your book "The Afple Wr iter Handt.OOk" and have gotten thle far without blowinq 
up tbe ooc:rp.iter or causing an electrical power failure on the entire East 
COO.St. Pl ....., send me t'f free diplon.. . Sincerely yours, (enter your own name 
here) 

The last file counted remains in memory. It will 
look odd because Apple Writer loaded it without 
the carriage returns for the purpose of counting. 
The file as you typed it, however, remains on the 
disk. 

If you want to go on to some new work, or re
load this file with its carriage returns, type [N] to 
clear memory. The prompt [N]ew (Erase Mem
ory) Yes/No? appears on the screen. Type Y and 
press RETURN. The counted file will disappear 
from the screen. 
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Saving Your Work 

When you turn the computer off, everything in 
memory is irretrievably lost. So in order to protect 
the work that you have already done (whether 
typing or editing), you must be able to store it 
until the next time you want to work on it. 

This is the purpose of the save command. When 
you have finished working on a segment of text 
in memory, you can save it on your storage disk 
for retrieval later on. 

SAVING YOUR WORK IN A NEW FILE 

STEP 1. TYPE lcTRLll]} TO SAVE YOUR WORK IN A 
NEW FILE 

< z H••u.0435 Len: 410 -· 410 Tab: 284 File: 

The Apple Weiter oomand to eave teJCt ls !SJ . When you press (SJ, the prCll{Jt 
!Slave 1 - rs at the bot toon of the screen. 

Mlonever you see the prCll{Jt (Slave 1 , you will know that this ls the cue for 
you t o type in the na:ie of the file you are saving. rt you haven't previously 
saved this text , you hove t o assign it a new fl.le na:ie . Just enter the file 
nacwi next to the pr<q>t with no intervening spoces. 

The Apple Writer command to save text is [SJ 
When you press [SJ, the prompt [S ]ave : appears 
at the bottom of the screen. 

STEP 2. ENTER A FILE NAME TO CREATE A NEW 
FILE 

(SJ ave SAVE ElWIPL£ 

Whenever you see the prompt [S]ave :, you will 
know that this is the cue for you to type in the 
name of the file you are saving. If you haven't 
previously saved this text, you have to assign it a 
new file name. Just enter the file name next to 
the prompt with no intervening spaces. 
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Whenever you save text, you are actual ly telling 
the computer to send a copy of the text to the 
disk drive, where it wil l be recorded on your stor
age disk. In order to retrieve this text from the 
disk later, you must give it a name at the time you 
save it. As soon as it has a name, the text 
(whether it consists of a letter, a paragraph, or a 
series of separate documents) becomes a file and 
the name you gave it is its file name. 

STEP 3. TYPE OIIDIJJ OR DIIDIII 
IMMEDIATELY AFTER THE FILE NAME 

Whether you type ,Dl or ,D2 depends, of course, 
on which drive you want to save your file to. The 
important things to remember are that you have 
to precede the drive number with a comma and 
that you should not put a space between the file 
name and the comma. Apple Writer will interpret 
a space between the file name and the comma of 
the drive designation as part of the file name. (A 
space between the comma and the drive number 
will not make any difference, but it isn't neces
sary.) 

STEP 4 . PRESS jRETURNI TO PROCEED WITH THE 
COMMAND 

The AePle Writer CC<l:iond to save text ia (SJ. When you press (SJ , the pra!llt 
!Sl ave 1 -· at the bottom of the screen. 

Whenever you see the prCll{Jt (SJ ave 1, you will ltnov that thJ.a is the cue for 
you to t ype in the noi>e of the file you are saving. I f you haven ' t pi:eviously 
saved t his teJCt, you hove to assign it a nev file """"'· Just enter the file 
"""" next to the proo¢ with no intervonlng spaces. 

The red light on the disk drive will come on and 
you will hear a whirring noise, as Apple Writer 
saves your text in a f ile on the disk. After the file 
is saved, you will st ill have a copy of it on the 
screen and can continue working on it if you wish. 
Remember that from now on, the drive you just 
specified becomes t he default drive. When you 
want to change it again, you have to enter an
other drive designation. 



TIPS How to Choose a File Name 

An Apple Writer file name must have the follow
ing characteristics: 

• It must begin with a letter 

• It must not exceed 30 characters in length 

• It must not contain any of the special characters 
reserved for other purposes in Apple Writer (see 
page 65 of your Apple Writer lie manual, or page 
42 of your Apple Writer II+ manual) 

RESAVING AN EXISTING FILE 

In addition to creating new files, you can use the 
save command to resave old files after you have 
made changes to them. 

STEP 1. TYPE lcmLI ([) TO RE SAVE AN OLD FILE 

< z -146313 Lorn 532 Poe& 532 Tab: 120 Pile: Si'.VE EIWll'l.B, IJZ 

The AEP!• Wclt<tC ccr:mnd to save text is (SJ. I/hen :rcu press (SJ, the prCl{Jt 
(Slave : _.-a at the bott<mi of the screen. 

Wbene\ler )'OU - the prCl{Jt (SJ ave 1, )'OU vill know that thia is the cue for 
)'OU to t }lle ln the """'" of the file )'OU are saving. If )'OU b.1ven't previously 
saved tlUs tat, you have to aaaign it a MW file """"'· Just enter the We 
.- next to the prcqic v1th no Intervening spoces. 

In addit ion to creating new files, you can use the save cocmnd to resave old 
f iles after you havo m.>de changes to than. 

(Slave 1 

The same prompt [S]ave : appears at the bottom 
of the screen as if you were saving a new file. 

Otherwise, you can use any file. name that does 
not already appear in the list of files on the stor
age disk you are currently using (see page 100). 
Because Apple Writer accepts upper- and lower
case characters in a file name interchangeably, the 
use of one over the other will not create a distinc
tion between files. A file name typed originally in 
all uppercase letters can later be referred to using 
all lowercase letters, or a mixture of the two. 

STEP 2. ENTER THE OLD FILE NAME AND PRESS 
IRETURN I TO SAVE A NEW VERSION OF AN EXISTING 

FILE 

(SJ ave 1SAVE EXAMPLE 

When the prompt [S]ave: appears, you type in 
the file name that has already been assigned to 
the fi le you are working on. The effect is that the 
original version of the file on the disk is replaced 
with the new version of the file in memory. It is 
important to understand that this command does 
not add the text you have just typed to the end 
of the file on the disk. It replaces the entire file 
on the disk with the entire file from memory. 

TIPS A Shortcut for Resaving an Existing 
File 

TYPE 8 INSTEAD OF THE FILE NAME WHEN 
THE OLD FILE NAME ALREADY APPEARS ON 
THE DATA LINE 

You can use a shorthand method for entering the 
file name if the file name is already displayed on 
the Data Line. When you want to save a newly 
edited version of an old file under its original 
name, instead of typing the full file name just 
type = when you see the prompt [S)a.ve: This 
tells Apple Writer that you want to save the text 
in memory under the name that currently appears 
on the Data Line. 
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Saving Your Work, continued 

RESAVING AN EXISTING FILE UNDER A NEW NAME 

This version of the save command allows you to 
store an edited version of an old file under a new 
name. You use this command when you want to 
keep the original version of the file intact. As a 
result, you end up with two different fi les on your 
disk with two different file names. 

STEP 1. TYPE icTRLll!) TO RESAVE AN OLD FILE 
WITH A NEW NAME 

< z llSD146Jl3 Lens 5J2 l'Olll SJ2 Toll: 120 Piles SAVE fXAHl'l.E,DZ 

'1'!ie A{lple Writer ca:mnd to save text is ISi . llhen you press ISi , the prczt>t 
!Slave 1 -a at the bottm of the sccem. 

~benever you - the proqit (SJ ave 1, you will l<r10W that this 1a the cue for 
you to type in the nm:ie of the file you ace saving. 1f you haven ' t previously 
saved thie text , you have t0 asaign i t a new file nm:ie. Just enter the file 
na:ne next to the prcq>e with no 1ntecvenin<J spaces. 

In addition to creat ing new ! ilea, you can use the save cam:mnd to resave ol d 
f iloa ofter you havo made changes t o than. 

(Slave 1 

After you have made all the changes you want to 
make in your old file, type [SJ. The prompt 
[S]ave .: appears at the bottom of the screen. 

TIPS Changing the Default Disk Drive 

When you boot up Apple Writer, it is pro
grammed to read from or write to drive 1, which 
is the default drive. Default means that in the ab
sence of instructions to the contrary, Apple Writer 
will continue to assume that you mean drive 1 
whenever you tel l it to perform operations on a 
disk. If you specify that you want to do something 
to a disk in drive 2 instead, Apple Writer will as
sume from then on that drive 2 is the default 
drive-again, until you tell it otherwise. In other 
words, the default drive is the last drive used, and 
this drive continues to be the default drive until 
you issue instructions to the contrary. 
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STEP 2. ENTER A NEW FILE NAME IN RESPONSE 
TO THE PROMPT AND PRESS IRETIJRNI 

< z 11e11u46Jl3 Len: 532 Pos: 5)2 Tobi 120 Piles SAVE EXNIPtE 

The Apple Weiter ccmand t o save text io ISi • 1'1>cn you presu (SJ, the pr~ 
ISJ ave : awe•rs at t he bot tom of the ecrem. 

Whenever you see the pr~ (SJ ave 1, you will know that this is the cue f or 
you to type in the ,,,..., of the file you are saving. If you haven' t previously 
saved this text, you have to assign it a ,_ file name. Just enter the f ile 
nm:ie next to the prcq>e with no intervening apoces. 

In addition to creating new files, you can uoe the Nve c:amnnd to resave old 
files after you have .- changes to thao. 

!Slave : tID-1 t~ EXAMPLE 

< z Hem:46313 Len: 532 Poe: 532 Tabs 120 Pile: Im< IWiE EXt.KPU! 

'Ibo Apple Writer ca:mnd to save ten 1a (SJ . When you press ISi , the prczt>t 
!Slave : oppeara at the bottoc. of the ecroen. 

l>'henever you see the pr~ ISi ave 1, you will know that this is tllO cue for 
you to type in the ,,_ of the f ile you are saving. If you haven't pr eviously 
saved this text , you have to assign it • nw f ile name. Just enter the f ile 
nm:ie next to the P""'1'C with no intel'V<l\.lng ._.... 

In addition to creating new files , you can use the sa:ve ca::cand to cesave old 
files after you have ::sode changes to then. 

Instead of entering the old file name or =, enter 
a new file name. 

When you want to change disk drive locations, 
you tell Apple Writer this by entering a drive des
ignation as part of your answer to a file manage
ment command prompt (e.g., (S]ave :, (L ]oad :, 
Enter file name:, etc.). After you enter a file 
name in response to one of these prompts, type a 
comma, a D, and the number of the drive you are 
designating. (For example, if you wanted to save a 
file on a disk in drive 2, your answer to the 
prompt would look like this: [S]ave: tile 
name,DB). Do not enter a space between the file 
name and the comma, because Apple Writer will 
interpret the space as part of the file name.) 



TIPS What Is a File? 

A file in a word processor is really not very differ
ent from the files you keep in your filing cabinet. 
A file is the basic unit in which you store your 
work. When you finish typing a document on a 
typewriter-a document you want to save-you 
store a copy of it in a file folder (you either create 
a new file or add the document to an old file). It 
works similarly with Apple Writer. When you have 
finished entering some new text that you want to 
keep, you either save it in a new file on a storage 
disk or add it to a file that already exists on the 
disk. 

The main difference between an Apple Writer 
file and a paper file is that an Apple Writer file 
usually-though not necessarily always-contains 

a single document. This is because it is more diffi
cult to extract a single document from an Apple 
Writer file than it is from a paper file. With a pa
per file, you simply pick out the papers you want 
from the filing cabinet and carry them back to 
your desk. In contrast, when you load an Apple 
Writer file into memory (your workspace), the en
tire file is loaded. Then you have to execute a 
complicated sequence of commands to separate 
one document from the file and put the rest of it 
away again. And even further problems arise 
when you try to put the document back into its 
file. It ends up being much simpler and faster just 
to create a new file for each new document. 
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Using Markers and Delimiters 

You may often find it expedient to save a seg
ment of a file separately-such as a commonly 
used contract clause- so that you can use it later 
in other files (see page 93). Or, you may want to 
load just a few paragraphs of a stored file into 
the text you are currently working on (see page 
97). To do either of these things, you need to 
know about markers and delimiters. 

Whenever you work with a file segment, you 
will need to mark either the beginning or the end 
of the segment, or both, so that Apple Writer can 
identify the segment correctly when it searches 
through the larger file. You do this with markers. 
But with Apple Writer, unlike other word process
ing programs you may be familiar with, you don't 
place markers in your text. Rather, you enter the 
marker(s) along with the file name when you an
swer a command prompt such as [L )oad : 

The markers themselves are actually copied 
from the text segment-for example, you might 
choose the first word of a text segment as a 

MARKERS 

A marker is any sequence of characters that will 
uniquely identify a particular point in a text. For 
example, the sequence, "paragraph.", uniquely 
identifies the end of this paragraph. 

< Z lletl:46659 Len1 185 POa1 185 Tab: 1 85 Pile1 

A mdter is any aequenc:e of choaicters that vill uniqutly identify a particular 
point in a text. For U411ple, the sequence, "par"'Jraph. •, uniquelv identities 
the end of this P"t"'Jrapb. • 

!Slave : llAA2<ER IXAl<PLF/pilr"'Jraph. / 

A marker does not have to be a word-only a 
unique sequence of characters that will serve suf
ficiently to identify the beginning or end of your 
text segment. It is actually more efficient-up to a 
point-to use the shortest possible marker that 
will still be unique. For instance, in our example 
above, "h." would serve to mark the end of the 
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marker to identify the beginning of that segment, 
or the last word as a marker for the end. You de
termine which portion of text wil l best identify a 
particular segment in a file, and then enter that 
text as a marker in the command line when the 
prompt reminds you to. 

To separate your markers from each other, as 
well as from the f ile name or the drive designa
tion, you must also enter delimiters on the com
mand line. If you have used the find command, 
[F], you know about delimiters already. Delim
iters are simply single characters placed between 
two parts of a command line to distinguish one 
from the other. 

In the following sections, you will f ind complete 
step-by-step instructions for how to choose mark
ers and delimiters and where to place them on a 
command line. This will prepare you for actually 
using them in t he commands described later on in 
this chapter. 

paragraph just as well as "paragraph.", but it 
would take Apple Writer less time to find it . (Note 
that we cou ld not, however, make the marker 
even smaller by using just "." because there are 
two periods in the paragraph. Apple Writer would 
interpret the fi rst period as our marker-which 
would be wrong, of course.) 

When you are working with a long document 
and you want to save some computer search time 
by using a short marker, it can actually end up 
taking more time than it's worth to comb the en
tire text to determine whether a one- or two
character sequence is unique (Apple Writer can 
search the text many times faster than you can 
anyway). Under these circumstances, it is usually 
wiser to choose a word or even a phrase that is 
obviously unique even if it is a little longer than is 
strictly necessary. 



TEMPORARILY ADD A CHARACTER (NOT USED 
ELSEWHERE IN YOUR TEXT) TO CREATE A UNIQUE 
MARKER 

< ! H<!:>:45723 Len: ll22 1'011: 1122 Toi>: l Pile: 
Block l Block l Block l Block l Block l Blocl< l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block I Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block l Block l Block l Block l Block l Block l 
Block I Block I Block 1 Block l Block I Block l Block l Block l Block l Block l 
Block l Block l Block l Block l Block I Blocx l Block l Block l Block l Block l 
Block l Block l Block l Block l Block I Block l Block l Block 1 Block 1 Block 1 
Block l Block 1 Block l Block l Block 1 Block l Block l Block 1 Block l Block l 
@ 

DELIMITERS 

The marker you choose when saving a text seg
ment must be set off from the rest of the save 
command so that App le Writer can identify it cor
rectly as a marker, and not as part of the file 
name. Thus, a marker must always be enclosed by 
special characters ca lled delimiters. Delimiters, lit
erally, define the limits between the marker and 
the other parts of the command. In Apple Writer, 

If you have trouble finding unique markers for a 
particular text segment, don't worry about it. You 
can always create a marker by temporarily adding 
a character. But make sure it doesn't appear any
where else in your text-such as the @ in our ex
ample at left. 

Later, after you have saved the text, you can 
simply load the file back into memory and delete 
the unwanted character. 

the slash (/) has been set aside as the usual delim
iter. You enter it both before and after the 
marker, so your command looks like this: [S]ave 
:filename/marker/. 

SPECIAL DELIMITERS AND SYMBOLS IN APPLE WRITER 

Occasiona lly, when you answer the prompt for a 
find, load, or save command, you may need to in
clude slashes as part of the text to be found (a 
date, for example). But we also use slashes as de
limiters for these commands. How can Apple 
Writer te ll the delimiter slashes from the text 
slashes? It can't. 

The on ly way you can get around this prob lem 
is to use another character as a delimiter. There
fore, five other characters have been reserved in 
Apple Writer as delimiters for such special situa
tions : <, #, &, I, and •. You can use them as de
limiters for the find, save, and load commands any 
time. We say that I is the standard delimiter only 
because it is easier to use one character for this 
purpose most of the time instead of choosing a 
different character each time- and also because I 
doesn't have the property the others have of 
turning on special character sets. 

SPECIAL CHARACTER SETS 

Each of the five special del im iters listed above
<# & I •-also has a second purpose in Apple 
Writer. When you use any of t hem as delimiters in 
a find, save, or load command, they also allow 
you to use certain other characters as special sym
bols within the delimiters. Each delimiter has its 
own set of special symbols and we have listed 
them in the table below. 

Any Any Character 
Length Carr iage Return (Wildcard) 

Delimiter Symbol Symbol Symbol 

< > ? 
# $ % & 
& ( ) 

# $ 
+ 

Note: Apple Writer w ill not accept any of the above characters 
as part of a f ile name. 
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Using Markers and Delimiters, continued 

Any Length 
The first is the any length symbol, which can rep
resent any number of characters between two 
specified characters. For example, if you use # as 
a delimiter, the character $ becomes the any 
length symbol, and t he character string "t$e" rep
resents an enormous number of words, such as 
"the," "these," "those," "there" and, litera lly, any 
other word that begins with "t" and ends w ith 
"e." Similarly, if you gave a command to find the 
character string "($)," App le Writer wou ld search 
for any words contained within parentheses. 

Carriage Return 
The second specia l symbol is the carriage return 
symbol. This allows you to include a carriage re
turn as part of the text you want to locate-a 

SAVING A TEXT BLOCK UNDER ITS OWN FILE NAME 

Sometimes you might want to save only a portion 
of the text in memory. For instance, you might 
want to save one part of a document for future 
use in other documents. 

STEP 1. MOVE THE CURSOR TO THE BEGINNING 
OF THE TEXT SEGMENT YOU WANT TO SAVE 

< Z 1-:43481 Len: 3364 Pos: 2243 Tab: 0 File: 
Block 2 Block 2 Block 2 llloc.< 2 Block 2 lllock 2 lllock 2 llloclt 2 Block 2 Block 2 
Block 2 Block 2• lllock 2 Bloc• 2 lllock 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Bloc:k 2 lllock 2 llloe< 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 llloc• 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Blocl< 2 Block 2 Block 2 IJloc'< 2 Block 2 Block 2 Bloc'< 2 Block 2 lllock 2 Block 2 
Block 2 Block 2 Block 2 Sloe< 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 BlOC< 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Bloc• 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Bloci< 2 Block 2 Block 2 lllock 2 Block 2 Block 2 Block 2 
lllock 2 Block 2 Block 2 llloc• 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Dlock 3 Block 3 Block l Block 3 Dlock l Block 3 Block 3 
Block 3 Block l Block l Dloe< 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Olock 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block J Block 3 Block 3 Block 3 
Block 3 Block l Block 3 Bloclt 3 Block 3 lllock l lllock 3 Block 3 Block 3 Block 3 
lllock 3 Block 3 Block 3 Bloc. 3 Block 3 Block l Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Bloc. 3 Block 3 lllock 3 Block 3 lllock 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Bloe< 3 Block 3 Block 3 Bloclt 3 Block 3 Block 3 Block 3 
Block J Blocl< J Block 3 BlOCA 3 Block 3 Block 3 Block J Block J Block J Block ) 
Block 3 Block 3 Block 3 Bloc. 3 Block 3 Block l Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block l Dloe< 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block l Block 3 Bloc• 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
BlOC< l Block 3 Block l Bloe< 3 Block 3 Bloc!< 3 lllod< J Block 3 lllod< 3 Block J 

When you want to save on ly part of your text, 
whether in a new or an old f ile, you must first 
position the cursor at the beginning of the text 
segment you want to save. This tel ls Apple Writer 
where you want to beg in saving text. 
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particu larly handy feature when you need to lo
cate text at the end of a paragraph. Thus, if you 
use the delimiter&, and tell Apple Writer to lo
cate each(, it wi ll actually locate each carriage 
return in your text . 

Any Character (Wildcard) 
The third special symbol is the any character or 
wildcard symbol. Like the any lengt h symbol, the 
wi ldcard can be used to represent any (single) 
character as long as you specify its position. For 
instance, if you answer the prompt, [F]ind:, with 
the sequence, !t$lll, Apple Writer wil l search for 
any word that begins with "t", ends w ith "II" and 
has a single letter in between, such as "tell," 
"ta ll," "till " or "toll." 

STEP 2. TYPE icTRLll!) AND ENTER THE FILE NAME 
WHEN THE PROMPT APPEARS 

< Z C·:eI\: 43481 Len: 3364 Pos: 2243 Tab: 0 Pile: 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
lllock 2 Block 2 Block 2 lllock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Bl ock 2 lllock 2 Block 2 Block 2 Block 2 lllock 2 Block 2 lllock 2 Block 2 
lllock 2 Bl ock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Block 3 lllock 3 Block 3 Block 3 Block 3 Block 3 lllock 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block J 
Block 3 Block 3 Block 3 Block 3 Block l Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 lllock 3 Block 3 lllock 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 lllock 3 Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 

(SJ ave :BWCI< 3 

Once you have posit ioned t he cursor, type [SJ. 
When you see the prompt [S]ave :, enter the file 
name you want to use just as you would in an 
ordinary save operation. But do not press il.E
TUB.N. 



STEP 3. ENTER A MARKER TO INDICATE WHERE 
YOU WANT TO STOP SAVING TEXT, ENCLOSING 
THE MARKER WITH DELIMITERS 

) Z llllD:2620J Len: 1442 ""6: 8)() Ta!>I 0 Pile: blodt J 
BlOdt 2 BlOdt 2 BlOdt 2 BlOdt 2 BlOdt 2 Bloei< 2 BlOdt 2 BlOdt 2 BlOdt 2 BlOdt 2 
Blocx 2 Block 2 Blod< 2 Block 2 BlOdt 2 Block 2 Blad< 2 Blod< 2 Blod< 2 Blod< 2 
Blad< 2 BlOdt 2 Bloc!< 2 BlOdt 2 Blod< 2 Bloelc 2 Bloc!< 2 Bloelc 2 BlOdt 2 Block 2 
Block 2 Block 2 Block 2 Bloelc 2 Bloelc 2 Block 2 Blodt 2 Block 2 Block 2 Block 2 
Bloc!< 2 Blod< 2 Bloelc 2 Block 2 Bloelc 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Blod< 2 Blod< 2 Block 2 Block 2 Dlod< 2 Block 2 Block 2 Block 2 Block 2 
Olock 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Bloc!< 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 
Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 Block 2 

Block 3 Block 3 Block 3 Block 3 Block l Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Bloc!< 3 Block 3 Block 3 BlOdt 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Block 3 Block 3 Block 3 Bloclt 3 Block J Bloclt 3 Block 3 
Block 3 Bloclt 3 Block 3 Block 3 Bloc!< J Block 3 Block 3 Block 3 Block 3 Block 3 
Block 3 Block 3 Block 3 Blod< 3 Block l Block 3 Block 3 Block l Block 3 Block 3 
Bloclt l Bloei< 3 Block 3 Block 3 Block l Block 3 Block 3 Block 3 Block l BlOdt 3 
Blod< 3 Blod< l Block 3 Block 3 Bloclt l Blod< 3 Block 3 Block 3 Block 3 Block 3 
Block J Bloc!< 3 Bloclt 3 Block 3 Block l BlOdt 3 Bloclt 3 Block 3 Bloclt 3 Block 3 
@ 

(SJ 4VO 111U)(]( 3/e/ 

After you enter the file name, enter a marker to 
tell Apple Writer where the text segment that you 
want to save ends. Enclose the marker with delim
iters, which are slashes (/) in Apple Writer (see 
page 90). 
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Adding to Existing Files 

Sometimes you may prefer t o add the text in 
memory to the end of a file already on your stor
age disk rather than replace the entire file. The 
following technique saves wear and tear on your 
disks, thus making them last longer, as well as sav
ing you the time it would take to resave a long 
file when all you want to do is tack a paragraph 
or two onto the end of it. A note of caution-you 
can only add to the end of a file with this com
mand; it does not allow you to add text into the 
middle or at the beginning of a file. 

STEP 1. TYPE icTRLll!) AND ENTER THE FILE NAME 

> Z MEm: 46605 Len: 240 Poe: 240 Tobi 79 Pile: 

Block 4 Rlook 4 Rlocl< 4 Rlock 4 Blocl< 4 Block 4 Rlocl< 4 Rlocl< 4 Blocl< 4 Blocl< 4 
Rlocl< 4 Rlock 4 Blocl< 4 Rlock 4 Block 4 Rl.ock 4 Block 4 Rlock 4 Block 4 Block 4 
Blocl< 4 Rlock 4 Block 4 Rlock 4 Rlock 4 Rlock 4 Blocl< 4 Block 4 Blocl< 4 Blocl< 4 

[Sl ave : BUla< 

Type [S], just as you would for an ordinary save 
command. When the prompt [S]ave: appears, en
ter the name of the file to which you want to add 
text. 

If you are adding only a segment of the text in 
memory, you should position the cursor at the be
ginning of the segment before you type [S]. 
Then enter a delimiter (/) after the file name and 
a marker (a word or two from the end of the seg
ment) to identify where you want Apple Writer to 
stop saving text. Follow the marker with a second 
delimiter and proceed with the instructions below. 
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STEP 2. TYPE [) AFTER THE LAST COMMAND 
ENTRY 

lSJavo : lll.00< 

Tell Apple Writer you want to add to the named 
file by typing a + as the last entry in your save 
command. (The + should follow the final del im
iter if you are saving a text segment as shown 
above.) When App le Writer reads the + at the 
end of a save command, it adds the text being 
saved to the end of t he file named in the com
mand instead of replacing the file. 

Correct line spacing is not automatic with this 
command. The text you are saving is added onto 
the file at the place where the last character or 
carriage return w as entered in the fi le. Thus, 
when you w ant the text you are adding to be a 
new paragraph in your file, you should include 
the correct number of lines of space at the begin
ning of t he segment. You can omit this step if the 
space already exists at t he end of the file. 

TIPS Determining How Many Lines of Space 
Exist at the End of a File 

If you need to see the file in order to determine 
whether extra spaces exist at the end, type [L]. 
When the prompt [L]oad: appears, enter the fi le 
name, followed by a backward slash. Then press 
BETUlll'f. The backward slash in t he command 
line tells Apple Writer that you want to see a 
quick display of the file on the screen. The file will 
scroll up the screen and stop at the end. You will 
see the message (Press RETURN) at the very end 
of the file-after any extra spaces that may have 
been entered in the file before the final carriage 
return was entered. Thus you can tell at a glance 
how many lines of space are there. Press BE
TUlll'f to go back to your work. 



Loading a File 

Once you have saved a file on your storage disk, 
you need a way of retrieving it, or getting it back 
into memory, so you can make changes and cor
rections in it or print it out. 

In Apple Writer, the load command retrieves a 
file from the disk and puts it into memory where 
you can work on it. When you press [LJ, the 
prompt [L ]oad : appears at the bottom of the 
screen asking you to enter the file name of the 
file you want to load into memory. (This is the 
name you gave the file when you first saved it.) 

The load command has several uses-some of 
which are expla ined in other sections of this 
book- but the main use is to retrieve copies of 
files from the storage disk and put them into 
memory. What you are actually loading is a copy 
of the file, not the file itself-as though you were 
taking a photocopy of a paper document to your 
desk to work on, leaving the original document in 
the filing cabinet. When you load a file in Apple 
Writer, the original file stays on the disk. Thus, 
any changes you make in the text after loading 
the file affect only the copy in memory. The file 
on your disk remains unchanged until you use the 
save command to replace it with the edited copy 
from memory. 

STEP 1. TYPE lcTRLl[fil TO ERASE ANYTHING 
ALREADY IN MEMORY 

< Z lla:l: 46550 Len: 295 Poe: 295 Toi>: 294 Pile: 

Loading a new file does - clear ''""""Y of Its previous oontenta. Piles 
alqlly lltaclt up, one after the other as in o filing cabinet, until aecory is 
used up. "rtier efore , it iG very J.r.tx>ctant th.>t you use IHI to clear rc:ory when 
you Mvc finished wod:J.n;j on one file ond wo>nt to lood onother. 

(ll)cw (Erase Mcnory) Yea/!IO ? 

Loading a new file does not clear memory of its 
previous contents. Files simply stack up, one after 
the other as in a filing cabinet, until memory is 
used up. Therefore, it is very important that you 
use [NJ to clear memory when you have finished 
working on one file and want to load another. 

When you press [NJ, the message [N]ew 
(Erase Memory) Yes/No? appears at the bottom 
of the screen, warning you that if you proceed 
with the command it will erase your work in 
memory. This gives you the opportunity to change 
your mind in case you have forgotten to add 
something important, save your file, etc. 

STEP 2. PRESS 11) AND IRETURNI TO CLEAR 
MEMORY 

(NJ ew (Erase Meallry) Yea/liO ?Y 

You do not have to type the word "yes" in an
swer to this query; a simple Y will do. (The same 
holds for a "no" answer-just press N.) After you 
press Y, press RETURN. Your screen will become 
blank, except for the Data Line. 

It is a good idea to get into the habit of clear
ing memory automatically before you load a new 
file. (Even if memory is already empty, it won't 
hurt anything if you clear it anyway.) But always 
be sure that you save any important work before 
you clear memory. Remember- clearing memory 
permanently erases anything you haven't saved. 

STEP 3. TYPE lcTRLllI) TO LOAD A FILE 

(L]ood 1 

Type [LJ to load a file into memory from your 
storage disk. The prompt [L]oad: appears at the 
bottom of the screen. 
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Loading a File, Continued 

STEP 4 . ENTER THE NAME OF THE FILE YOU 
WANT TO WORK ON AND PRESS lRETURNI 

(L)oad : !EITER 

Enter the name of the file you want to load when 
you see the prompt. Remember to follow the fi le 
name with the correct drive designation (e.g., ,d2) 
if the drive you want to load from is not the cur
rent default drive (see TIPS on page 88). 

Press RETURN after you have entered the file 
name '(and drive designation if necessary). The red 
light on your disk drive wi ll go on and you w ill 
hear the wh irring sound that tells you the disk is 
being read. 
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Once the file is loaded, the file name appears 
at the end of the Data Line and the end 
of the fi le comes on your screen. (Apple Writer 
always loads files so that the end instead of the 
beginning of the file appears on the screen. Just 
move the cursor to the point in t he fi le where you 
want to begin working-see page 56.) 

< z Man146525 Len: 320 Pos: 320 Tab: 26 Fllo: Ll.'ITER 
Scituate, MA 02066 

Dear Ms. Johnson: 

I ' m usf.r<J :;cur book "The .Af\lle Writer Handbook' and have 9otten this far 
wittaout blO\fing up the c:ooputer o r causlncJ an electrical pewee failure on the 
entire East Coant. Plea!ie send ""' my free diplQ'5. 

Sincerely yours, 

(entec your own na.-:e here) 



Loading a File Segment 

Often you may want to work only on a particular 
segment of a long file. In that case, it is more con
venient to load only that segment into memory 
rather than loading the entire file. 

STEP 1. TO LOAD A FILE SEGMENT TYPE icTRLI[) 
AND ENTER THE FILE NAME 

(LJ ood : LETTER 

Type [L] to get the prompt [L]oad: at the bot
tom of the screen; then enter the name of the file 
from which you wish to load a segment. 

STEP 2. ENTER A BEGINNING MARKER, ENCLOSED 
BY DELIMITERS, TO IDENTIFY THE BEGINNING OF 
THE SEGMENT 

Loading a file segment is a little different from 
the procedure for saving a text segment; with the 
save procedure you mark the beginning of the 
segment by placing the cursor there. When you 
load a file segment from the disk, however, you 
have to use markers to identify both the begin
ning and the end of the segment (see page 90). 

Enter a beginning marker immediately after the 
file name to uniquely identify the place from 
which you want to begin loading. 

STEP 3. ENTER AN ENDING MARKER, FOLLOWED 
BY A FINAL DELIMITER, TO IDENTIFY THE END OF 
THE SEGMENT AND PRESS IRETURNI 

ILlood 1Lf:l'IU\II 'nv'dipl011'1 . / 

After you enter the second delimiter, enter an 
ending marker to uniquely identify the end of the 
segment you want to load. Then enter a final de
limiter to enclose the ending marker. The second 
delimiter, which you entered in Step 2, will serve 
for both markers. 

< Z ~l<a14664) Len: 202 .Foo: 202 Tab: .202 Pile: Llm'ER 
I 1ra using your book •'lbe AWJ,e Writer Handbook• and have qotten this far 
wi th:>ut blowing up the coup.iter or causing an electrical power failure on the 
enti re East coast . Please send me ray free diploma. 

When you have entered everything correctly, 
press RETURN. Soon, the segment you marked 
appears on the screen at the position of the 
cursor. 

LOADING A SEGMENT FROM THE BEGINNING OF A FILE TO A MIDPOINT 

STEP 1. TYPE icTRLI [) AND ENTER THE FILE NAME 
WHEN THE PROMPT APPEARS 

(L)oad :LETTER 

Type [L] to get the prompt [ L]oad: on the 
screen; then enter the name of the file from 
which you want to load a segment. 

STEP 2. TYPE TWO DELIMITERS WITH NOTHING IN 
BETWEEN 

ILi ood : IEl'1EIV I 

After you enter the file name, type two delimiters 
in sequence with nothing (not even a space) be
tween them. This tells Apple Writer that you want 
to start loading from the beginning of the fi le. 
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Loading a File Segment, Continued 

STEP 3. TYPE AN ENDING MARKER AND A FINAL 
DELIMITER AND PRESS jRETURNI 

(LI ood :u:rrE:IV /dipl oma. / 

Type an ending marker after the second delimiter 
to tell Apple Writer where you want to stop load
ing. After you have entered everything correctly, 

press RETURN. The segment you marked will 
soon appear on the screen at the position of the 
cursor. 

< z Hesru~572 LU\1 273 Poer 273 Tal>1 202 Filer Lf.T1'EI\.. 
Ms. Kate Jomson 
P. O. llox l!l7 
Sci tuate, KA 02066 

Dear MB . Jotnson: 

I'm uning your book "'The App.le Writer Handtook• and have gottm this far 
wit!»Jt blo.1ln:J up the ooq:uter or caualn:; on electrical power failure on the 
ent ire East coast. Please send ire my free diplaM. 

LOADING A SEGMENT FROM A MIDPOINT TO THE END OF THE FILE 

STEP 1. TYPE jcTRLI[) AND ENTER THE FILE NAME 
WHEN THE PROMPT APPEARS 

(L) oad : LETl'ER 

Type [L] and when you see the prompt [L]oad :, 
enter the file name from which you want to load 
a segment. 

STEP 2. ENTER A BEGINNING MARKER, ENCLOSED 
BY DELIMITERS 

After you enter the file name, type a delimiter. 
Then enter the marker that identifies the place in 
the file from which you want to begin loading 
and follow it with another delimiter. 
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STEP 3. PRESS jRETURNI 

This tells Apple Writer that you want to load the 
file all the way to the end. When you have en
tered the final delimiter, press RETURN. Soon 
you will see the segment you marked on the 
screen at the position of the cursor. 



LOADING A FILE SEGMENT WITHOUT LOADING THE MARKERS 

For the purpose of loading a file segment, the 
markers you use don't necessarily have to fall 
within the segment itself. For instance, if you 
were unable to find a suitable ending marker 
from the actual end of the file segment you want 
to load, you could choose a marker from the be
ginning of the next sentence instead. 

If you selected a marker that fell outside of t he 
file segment you wanted to load, you would not 
want to load the marker along with the file seg
ment. Apple Writer provides for this possibility by 
allowing you to load a segment of a fi le from the 
disk without also loading the markers you use to 
identify the segment. Be careful when you use 
this method, for neither the beginning nor the 
ending marker w ill be loaded. If you choose one 
marker from outside the actual file segment, you 
have to choose the other marker from outside the 
file segment as well. 

TYPE lfil AT THE END OF THE LOAD COMMAND 
LINE TO PREVENT THE MARKERS FROM BEING 
LOADED 

ILJoad 1lE!'IWJomoon:/(enter/ll 

When you want to load a file segment, but prefer 
not to load the markers with it, type N (which 
stands for "no markers") at the end of your com
pleted command line before you press RETURN 
to execute t he command. The N tells Apple Writer 
that you want to load text from the beginning 
marker to the ending marker without actually 
loading the markers themselves. Otherwise, you 
follow the same instructions for loading a file seg
ment as given on page 97. 

< Z MU:\146620 LUU 225 l'OG! 225 Tab: 0 Filot LETTIJl 

1 ' ai using your bOOk ~ Apple Weiter umdx>ok• and have gotten thfa fa r 
without blowing up the a:::crp.lter or causing an electrical power failure on the 
entire &Ast Coa.ot . Please send me my free diploma. 

Sincerely you.cu, 
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Seeing a List of Your Files 

From time to time, you may want to see a list of 
the files you have saved on a disk in order to de
termine such things as the name of an old file, 
how much storage space is left on the disk, which 
files you can safely delete from the disk, or 
whether you have already used a file name. 

Apple Writer provides t hree methods for dis
playing a list of the files on a disk. Two of them 
involve making command selections from either 
the DOS Command Menu or the Additional Fune-

GETIING A FILE LIST WHILE EDITING 

Most often, you want to see a list of the fi les on 
your storage disk w hile you are actually entering 
or editing text. Eit her you need to know the 
name of a f ile you want to load or you want to 
see if you have already used the file name under 
which you would like to save your current work. 

You can use either the load or the save com
mand to get a list of files directly from the disk 
while you are working in memory. 

STEP 1. TYPE EITHER lcTRLl[J OR lcTRLll]) 

The familiar file name prompt [L]oad: appears at 
the bottom of t he screen when you type [L] and 
(S]ave : appears when you type [S]. 

STEP 2. TYPE II) IN RESPONSE TO THE PROMPT 

ILJOOd : ? 

Instead of typing a file name when you see the 
prompt, type ?. (Be sure to enter a drive designa
tion if the disk isn't in the default drive; see TIPS 
on page 88.) The question mark tells Apple Writer 
that you want to see a list of the files on the disk 
you are using before you carry out your load or 
save command. 
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tions Menu. The first and simplest method allows 
you to execute a command directly from your cur
rent work in memory, thus bypassing the extra 
step of going t o a menu first. We suggest that 
you use th is shortcut method when you are enter
ing or editing text and use the commands in the 
DOS Command and Additional Functions Menus 
only when you have already gone to those menus 
for another purpose. 

STEP 3. PRESS IRETURNI TO SEE THE LIST 

DISK llOUJ4E 254 

T 003 aASSFlLE 
-r 014 Of:XXL\'.re 
B 003 PR!' .<JIXXlLllre 
T 014 VANIUA 
T 005 DLffti 
T 003 FIRS!' FILE 
T 004 fDIT 
T 014 HARRY 
T 002 NAl<ES 
T 011 CAKJB 
T Oil E.VlU. 
T 015 Strul 
T 007 5!013 
T 006 SI0/4 
T 002 OIOCWlSS 
1' 014 IXll.O!l&5 
D 002 TJlll . twlE 
T 002 GLOS 

The file list appears on the screen in place of your 
work. 

STEP 4. PRESS IRETURNI TO PROCEED WITH THE 
LOAD OR SAVE COMMAND 

T 002 a.IENl'S 
B 002 TllB. APHH>IX B 
T 004 IWlll\S 
T 004 APPUl>IX B 

Pretia IU::!IRI to E>tit 

ILload : 

When you press RETUIU'l after looking at the 
f ile list, the file name prompt for the command 
you used (either [L]oad : or [S ]ave :) reappears at 
the qottom of the screen. 



STEP 5. ENTER A FILE NAME OR PRESS IRETuRHI TO 
EXIT THE COMMAND 

(L)oad :C.IElll'S 

When you see the prompt, enter a file name and 
press RETURN to carry out the command. Or if 
you prefer not to carry out the command at this 
time, just press RETURN and you will be re
turned to your work. 

THE DOS CATALOG COMMAND 

Another way to see the file list is to use the cata
log command on the DOS Command Menu. This is 
the most formal and complicated (though by no 
means difficult) of the list commands. 

STEP 1. TYPE icrRLl(2) TO GET THE DOS 
COMMAND MENU ON THE SCREEN 

A. catalog 
n. RenocePUo 
c . Verify Pile 
D, Lock Pilo 
e. lhloc:k Pile 
P. Delete File 
G. Initialize clisk 

Pross RE'l'11lll to Exit 

Enter your selection (A - Gl : 

In order to execute the catalog command, you 
must first get the DOS Command Menu on the 
screen by typing [OJ. The menu appears on the 
screen with the prompt Enter your selection (A
G) : at the bottom asking you to enter the letter 
name of the command you wish to execute. 

HINT: Apple Writer will display a maximum of 23 
file names at a time. To see all of a longer list, 
you may have to press BETUB.N or the SPACE 
bar (it doesn 't matter which) several times. Each 
time you press BETUBN (or the SPACE bar), a 
new segment of your file list will scroll up onto 
the screen. 

STEP 2. TYPE II) AND PRESS IRETURNI TO INDICATE 
YOUR SELECTION 

A. C.talog 
B. -Pilo 
c. Verify Pile 
D. Loci< File 
£ . Olloc:k File 
P. Delete Pile 
G. Initialize disk 

Press RflruRN to Exit 

Dit<lr your selection (A - G) IA 

fl'lter Sl ot,Dcive (Exa:rple 56, Dl) : 

When you type A and press RETURN in response 
to the prompt, an A appears next to that prompt 
to indicate the selection you have made. (II + users 
should type 1 instead of A) Then a new prompt 
Enter Slot, Drive (Example 86,Dl ) : appears be
low the first, asking you to enter the slot and 
drive numbers. 
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Seeing a List of Your Files, continued 

STEP 3. ENTER THE CORRECT SLOT AND DRIVE 
NUMBERS 

lXlS <XHv.:;1)5 

A. catalog 
B. Rena::e l'ile 
c . Verify File 
D. Lock l'ile 
E. OOoc:I< Pile 
r . Delete File 
G. lnitialbe disk 

Press Rf:l'\JRll to E><it 

D>ter your selection (A - G) :A 

Otter Slot,Drive (E:xm:ple S6,Dl) :S6, 02 

When the prompt Enter Slot , Drive (Example 
86,Dl ) : appears, enter the correct slot and drive 
numbers for your system (see page 25). 

STEP 4. PRESS IRETURHI TO EXECUTE THE CATALOG 
COMMAND 

DISK WUlHE 254 

T 003 CA5SFILE 
"'!" 014 OIOOL\TE 

D 003 PRr. OlOO:ll.l<re 
T 014 Vl\llIU.A 
T 005 llC.ffU 
T 003 PIRSr FI1£ 
T OQ4 WIT 
T 014 HARRI' 
T OQ2 IW<FS 
T 011 CAffJB 
T 011 EVlll. 
T 015 SIWJ. 
T 007 51013 
T 006 Sllli4 
T 002 QIOCQ.OSS 
T 014 DOLORllS 
B 002 TAB .~W:E 
T 002 GLOS 

After you enter the slot and drive numbers, press 
RETURN. The red light will go on, the disk drive 
will whir, and then the list of files will appear on 
the screen in place of the DOS Command Menu. 

STEP 5. PRESS lRETURHI WHEN YOU HAVE FINISHED 
WITH THE FILE LIST 

T 030 AINSAA 
T 013 Sll&IUDI SASreR 
T 002 QJ:ml'S 
B 002 TAB. APl't:lllll B 
T 004 ~.AWAS 
T 004 APPDID!ll B 

Preas R£11JRU to Exit 

lXlS a:MW;DS 

A. Qltal09 
B. -File 
c . verify Pile 
D. Lock Pile 
&. l.hloc:I< Pile 
P. Delete Pile 
G. lnitlalile disk 

PCC§ Rf:I'URU t o Exit 

Dlter }"OUI selection (A - Gl :B 

Dlter file. """"' :IWllllS ,ALTERATia~ 

After you press RETURN, the DOS Command 
Menu reappears on the screen, and you can make 
another selection based on the information you 
got from looking at the list of your files. If you do 
not want to execute another DOS command at 
this time, simply press RETURN and you will be 
returned to your work. 

GETIING A FILE LIST FROM THE ADDITIONAL FUNCTIONS MENU 

When you look at the Additional Functions Menu, 
you can see that the first six selections, A-F (or 
1-5 on t he II + }, deal with files and therefore re
quire that you enter a file name in response to a 
file name prompt. Because you may not always re
member the name of a file you want to load (se-
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lections A, C and E) or whether you have already 
used the fi le name under which you've chosen to 
save a new file (selections B, D and F ), Apple 
Writer allows you to check a list of your files 
t hrough the Add itional Functions Menu. 



STEP 1. TYPE lcmtl@l TO GET THE ADDITIONAL 
FUNCTIONS MENU ON THE SCREEN 

AIXllTIQW. FUO'IOtlS llfW 

A, Lo.>d Tab File 
e . Save Tab File 
C. Lo.>d Pdnt/Progr001 Value Plle 
D. save Prlnt/Progrm Value File 
E. LOod lGJlo"8Ary filo 
F. 5.lVCl (GJ1"""4ry Filo 
G. Toggle Car rloge Return Display 
H. Toggle Dot.A Line Dl oplay 
I . c:onnoct Ke)'boaal to Pi inter 
J. conver t J\{lple Writer l .l Pilea 
K, Quit J\{lple Weiter 

Pr eas ru.'IIJRll to b:lcit 

Dlt ec your selection (A - K) : 

When you type [Q], the Additional Functions 
Menu appears on the screen in place of your 
work. The prompt Enter your selection (A - K ) : 
appears at the bottom of the menu asking you to 
enter your selection from among the commands 
listed. 

STEP 2. ENTER YOUR COMMAND SELECTION, 

f!l-[I 

Dlter your selection (A - Kl I A 

Enter ! Uc n.m<e : 

Type your selection, A through F. A file name 
prompt then appears below the selection prompt. 

STEP 3. TYPE II) IN RESPONSE TO THE FILE 
NAME PROMPT 

D'at er cue nar.e :? 

After you enter the letter name of your command 
selection, Apple Writer asks you to enter a file 
name. Enter? instead of a file name in response 
to this prompt. You do not have to specify the 
slot number, as with the DOS catalog command, 
but be sure to enter a drive designation (e.g., ,d2) 
if the drive you want is not the current default 
drive (see TIPS on page 88). 

STEP 4. PRESS IRETURNI TO EXECUTE THE 
COMMAND 

DI SIC \UIJtE 254 

T 003 CJ\SSPUZ 
"'l' 014 OIXIJLATE 
B 003 PRr,QICXXVO.'E 
T 014 ~LI.A 
T 005 JllJIHI' 
T 003 FIRST FU.£ 
T 004 a>I T 
T 014 IWUlY 
T 002 tWi&S 
T 011 CARlll 
T 011 L'Vl\L 
T 015 SIGll 
T 007 SIU~ 
T 006 SIOl4 
T 002 QIOCQ.OSS 
T 014 ta.ORES 
B 002 TAB. NAME 
T 002 GLOS 

A list of files from the disk you specified appears 
in place of the Additional Functions Menu. 

STEP 5. PRESS lmuRNI WHEN YOU HAVE FINISHED 
LOOKING AT THE FILE LIST 

T002TESI' 
T 004 OFFml. 
T 003 OWER3 
T 011 SllElLA C 
T 008 CARllJ! AJll 
T 007 !lAINE 
T 006 00 
T 030 AJN;M 
T 013 SHl!ll-'DlSASrm 
T 002 Q.IIM'S 
0 002 TAB.APl'll~IX B 
T 004 HALllo\S 
T 004 APl'fM>IX B 

Pr ... RJmRI to Exit 

Dlt er f ile name : 

When you have finished with the file list, press 
RETURN again. The file name prompt reappears 
on the screen. 

STEP 6. ENTER A FILE NAME TO CARRY OUT THE 
COMMAND OR PRESS IRETURNI TO EXIT THE MENU 

Dltec file name 1APPfl1JIX B 

If you do not want to enter a file name and carry 
out your Additional Functions command selection, 
just press RETURN to return to your work. 
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Seeing a List of Your Files, Continued 

WHAT THE FILE LIST TELLS YOU 

If you do not see the message Press RETURN to 
Exit at the bottom of the list, your list is too long 
to fit on the screen all at once. When you have 
finished reading the section of the file list that 
appears on the screen, press SPACE once to scroll 
the next portion of the list into view. 

Olilt WUH: is. 

T 003 a.l\SSPIL2 
"T 014 OIXlllATE 
B 003 PRr .<mall.\TE 
T 014 Vl\NILLA 
T 005 IXH« 
T 003 FIRST PILE 
T 004 fDlT 
T 014 HARRI' 
T 002 NAK&S 
T 011 CAIQI 
T OU EVl\L 
T 015 5!Gll 
T 007 SIDi3 
T 006 SG/4 
T 002 WJOGLOSS 
T 014 OOi.ORfS 
B 002 TAB.NAM& 
T 002 GlDS 

The first thing you see in the file list is the 
heading "DISK VOLUME" followed by a three
digit number (in our example above, the number 
is 254). This is an internal labeling number that 
Apple Writer assigned to the disk when it was ini
tialized. 

In the first column of the list itself, a space is 
reserved so. that an asterisk can appear next to a 
locked file. If a file has an asterisk next to it, it 
cannot be altered or deleted from the disk. 

PRINTING A FILE LIST 

When you use any of the methods described 
above to get a file list on your screen, Apple 
Writer displays a copy of the disk catalog without 
actually loading it into memory. This display can
not be printed out because printing must be done 
from memory. But you can load a copy of the cat
alog into memory very simply, and from there, 
print it out. (Apple Writer for the II + does not 
have this feature.) 
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In the second column either the letter Tor B 
appears. This is to identify the type of file it is. 
Most Apple Writer files are text files and there
fore have a T in this column. Other files, however, 
like printing format files or tab format files, are 
actually binary files (written in a binary coded 
computer language) and have a B in this column. 

The next four columns contain a space followed 
by a three-digit number. This number tells you 
how many sectors of storage space are taken up 
by the file. Disk storage space is measured in sec
tors, and each Apple Writer disk has 496 sectors. If 
you want to know how much space is left on your 
disk, add up the total number of sectors used by 
all the files on the disk. (A sector holds 256 char
acters. If you want to know how many characters 
are in a file, multiply the sector number by 256.) 

The sector number is followed by the file name. 
Binary files have a prefix attached to their name 
to identify the purpose of the file. For instance, a 
printing format file name would have a prefix of 
PRT. and a tab format file name, TAB. 

At the end of every file list, the message Press 
RETURN to Exit appears. When you press RE
TURN, the appropriate prompt for the command 
you used appears on the screen. For example, if 
you got your list with the catalog command, you 
would be returned to the DOS Command Menu 
for further selection. If you decide not to proceed 
with a command, press RETURN again to go 
back to your work. 

STEP 1. ENTER A FILE LIST COMMAND 

(L)oad : ? 

Enter a file list command using [L] or [S] or a 
selection from the DOS Command Menu or the 
Additional Functions Menu (see pages 100- 103). 



STEP 2. TO LOAD A FILE LIST FOR PRINTING, TYPE 
I!) AT THE END OF THE COMMAND 

[LJoad 171, 02 

The # is a special symbol in Apple Writer, telling 
the program to copy something into memory. If # 
is the final entry (except for a drive designation) 
in any of the Apple Writer file list commands, 
your file list will be loaded into memory rather 
than temporarily displayed on the screen. Once 

the file list is in memory, you can print it out (see 
Chapter 5). The # symbol must be entered before 
you press BETUBN. 

< Z llaU4056 Lau 2489 Pos: 2489 Tatu O Pile1 
'T 003 CFFER3 
T 011 SHEILA C 
T 008 C\roLE l\IU 
T 007 WllllE 
T 006 l.u 
T 030 NN;XA 
T 013 SllB!Ll\DIS/\Srlll 
T 002 a.mm; 
8 002 TAB.llPl'tllllX U 
T 004 r.\UlA.S 
T 004 APPllDIX 8 
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The DOS "Housekeeping" Commands 

In addition to the initializing command (selection 
G, page 24) and the catalog command (selection 
A, page 101), the DOS Command Menu contains 
five housekeeping commands, B-F (or 2-8 on 
the II+ ), the collective function of which is to 
maintain your files. With these commands, you 
can rename your files, check to see if a file exists 
on your disk, lock or unlock an important file, and 
delete files you no longer need. 

STEP 1. TYPE lcTRLl(2) TO SEE THE DOS 
COMMAND MENU 

OOS CXNWlll6 

· A. Cata.log 
B. RA!nallePilo 
c. Verify Pile 
D. tock File 
£ . Utlock File 
Y. Delete Filo 
G. Initialize disk 

Pr f!Ga R£nRi to Exit 

Enter your aelection (A - G) • 

When you type [O], the DOS Command Menu ap
pears on the screen in place of your work. As with 
the file lists, this is only a display. In fact, the DOS 
Command Menu cannot be loaded into memory 
without special software. 

RENAMING A FILE 

The rename command, selection B on the DOS 
Command Menu (2 on the II + ), allows you to 
change the name of a file in one step without 
having to load and resave it. 

OOS a:ff'Nlll6 

A. C..tal 
B. llcn<rreFllc 
c. Ver ify Pile 
D. tock Filo 
E. Utlock Pile 
r . Delete r ue 
G. lnitlalhe disk 

Press Rf:l\JR!l to Exit 

Enter your GOlec:tlan (A - G) 1 
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STEP 2. ENTER THE LETTER OF YOUR COMMAND 
SELECTION AND PRESS IRETURNI 

Enter your sel ection (A - G) 18 

Enter f ile narre 1 

At the bottom of the menu the prompt Enter 
your selection (A- G) : appears. Type in the letter 
of the command you want to execute and press 
RETURN. Now a prompt appears asking you for 
a file name. 

STEP 3. ENTER A FILE NAME AND PRESS IRETURNI 

Enter your selection (A - GI ~B 

Enter f ile""""' 1EXAl<PL& l , EXAl<PL& 2 

Enter a file name according to the individual in
structions for the menu se lection and press RE
TURN. After you enter a file name, the red light 
goes on and the disk drive whirs, but there is no 
positive indication that the command has been 
executed successfully. A new menu display simply 
appears on the screen beneath the old one. 

If you want to check that the command was 
correctly executed, you have to use the catalog 
command (selection A, page 101) or the verify 
command (selection C, page 107), depending on 
the command you used. 

STEP 1. WHEN THE FILE NAME PROMPT APPEARS, 
ENTER THE NAME OF THE FILE YOU WANT TO 
RENAME, A COMMA, AND THE NEW NAME 

Enter your &electi on (A - GI 1 B 

a-tte.r file na:a :PIRSI' Fl LE,S!XDI> PUE 

When the file name prompt appears, enter the 
old file name, a comma, and the new file name, 
in succession, as illustrated above. Make sure you 
don't enter any spaces between the old file name, 
the comma, and the new fi le name. 



STEP 2. PRESS IRETURNI TO EXECUTE THE RENAME 
COMMAND 

Old name 

DISK VCUllE 254 

T 003 aJ.SSl'ILE 
'T 014 QfJCXLtll'E 
B 003 PRl'. OICXXX.ME 
T 014 Vl\HlLIA 
T 005 lltH« 
T 003 PIRST FILE 
T 004 El>IT 
T 014 llARRlt' 
T 002 tw1ES 
T OU CAIOI 
T OU EVAL 
T OlS S!Oll 
T 007 S!.tw.l 
T 006 SI0/4 
T 002 OIJCa.OSS 
T 014 DCILOIU:S 
8 002 'l'A8. IW1E 
T 002 GI.OS 

The old name w ill be replaced with the new name 
on the file list and, henceforth, that file w il l be 
accessible on ly by t he new name. (You can check 
this with se lection A, t he cata log command.) 

VERIFYING A FILE 

When you have a long list of f iles, the verify com
mand, selection C, is a quick way to tell whether 
you have used a file name before. (The verify 
command does not exist in Apple Writer for the 
II+ .) 

STEP 1. ENTER THE NAME OF THE FILE YOU 
WANT TO VERIFY AT THE PROMPT 

D:l5 Clll9WDS 

A. C..talog 
o. -PJJ.e 
c . verify PlJe 
D. LOcl< FlJe 
E. lhloc:k PlJe 
F. Delete Pile 
G. lnltlall.ze disk 

Pr- Rl:lU!N to l!Llt 

Dlter your selection (I>, - G) •C 

Dlter file NICI> :PIRSI' FILE 

When the prompt asking for the name of the fi le 
appears on the screen, enter t he name of the file 
you want to verify. 

New name 

DISK \()tlJ!E 254 

T 003 aJ.SSl'ILE 
"'l' 014 QfJCXLtll'E 
8 003 l'Rl'.Q!CXXX.ME 
T 014 VNllLIA 
T 005 IX.Mir 
T 003 SlXXN> FILE 
T 004 El>IT 
T Ol4 llARRlt' 
T 002 IW~ 
T 011 CA101 
T 011 EVAL 
T 015 S!Oll 
T 007 Qo;J 
T 006 SIGl4 
T 002 OllCWl6S 
T 014 DOUlR&S 
B 002 TAD. IW1E 
T 002 GI.OS 

STEP 2. PRESS IRETURNI TO EXECUTE THE VERIFY 
COMMAND 

Dlter file nm:e iFIRSl' PUE 

Apple Writer wi ll check the f ile catalog to see if 
the fi le you have named appears there. If t he f ile 
is in the catalog, the only positive indication that 
it is there wil l be that a new menu display ap
pears beneath the old one. But if the fi le is not 
found, you wi ll hear a beep and an error message 
DOS :FILE NOT FOUND will appear at the bottom 
of the screen. (Press BETUBN to erase the mes
sage.) 
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The DOS "Housekeeping" Commands, continued 

LOCKING A FILE 

If you want to protect a particularly important file 
from accidental alteration or deletion, you can 
lock it with selection D (3 on the II + ). However, it 
is important to realize that since a file can be as 
easily unlocked as locked, this will not protect 
your files from deliberate tampering. 

STEP 1. ENTER THE NAME OF THE FILE YOU 
WANT TO LOCK AT THE PROMPT 

oos~ 

A. cat alog 
B. Reno:r<!Filc 
c. Verify Pile 
D. LOck File 
E. lhloc:k Pile 
F. Delete File 
G. Initialize disl< 

Presa Rm.Rl to Exit 

D'lter ywr salocticn (A - G) : D 

l:hter file """" :OIOCDLJ\n: 

When the prompt asking for the name of the file 
appears on the screen, enter the name of the file 
you want to lock. 

UNLOCKING A FILE 

If you want to make changes in or delete a locked 
file, you have to unlock it first with selection E (4 
on the II + ). 

STEP 1. ENTER THE NAME OF THE FILE YOU 
WANT TO UNLOCK AT THE PROMPT 

" · catalog 
B. Ren<r1> File 
c . Verify Pile 
D. LOck File 
E. Ullock File 
F. Dolete Pile 
G. Init!albe disk 

Presa Rl!1'l.IRN to Exit 

D'ltec ywr selocticn (A - G) : E 

D'lter file """" :ao::a.ATE 

When the prompt requesting the file name ap
pears on the screen, enter the name of the file 
you want to unlock. 
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STEP 2. PRESS IRETURNI TO EXECUTE THE LOCK 
COMMAND 

DISK~ 254 

T0030ASSl'ILll 
"'I' 014 or:x:a.\'.re 
B 003 PR1'.0IXXU4'£ 
T 014 Vl\.'IILU\ 
T 005 llUHt 
T 003 sro::Hl l'llE 
T 004 mrr 
T0141WU!r 
T 002 !WIES 
T 011 CAA:ll 
T OU E\/l\I.. 
T 015 SIDll 
T 007 sn::.w'.l 
T 006 StQ/4 
T 002 OIOCXroSS 
T 014 DOLORES 
B 002 TAB. lWIE 
T 002 GLOS 

When the file has been locked, an asterisk ap
pears next to it in the file list. (You can check this 
with selection A , the catalog command.) 

STEP 2. PRESS IRETURNI TO EXECUTE THE UNLOCK 
COMMAND 

DI SK WI.DI!: 254 

T 003 a.ASSPIU: 
T 014 OKXXXATE 
D 003 PRl'.OIOCXXJ\TE 
T 014 Vl\NIUA 
T 005 !Ul>11' 
T 003 SEXn1> FILE 
T 004 EDIT 
T01411AR!« 
T 002 lWlFS 
T 011 CAA:ll 
T OU E\/l\I.. 
T 015 SltM! 
T 007 5!013 
T 006 510<4 
T 002 <lllCGLOSS 
T 014 DOLORES 
0 002 TAB.lW!E 
T 002 CLOS 

When you unlock a file, the asterisk t hat ap
peared next to the name in the file list disappears 
and the file once again is vulnerable to alteration 
or deletion. (You can check this with selection A, 
the catalog command.) 



DELETING A FILE FROM THE DISK · · 

From time to time you may find it necessary to 
create more space on a work disk by deleting one 
or more outdated files. With selection F (5 on the 
II + ), you can delete whichever file you choose 
from your disk, but beware ... file deletion is per
manent! 

STEP 1. ENTER THE NAME OF THE FILE YOU 
WANT TO DELETE AT THE PROMPT 

IXlS CXHWIJS 

A. catalog 
a. RenmneFile 
c . Verify Pile 
D. LOck File 
£ . !block Pile 
P. Delete File 
c;. Initialize dlJ;k 

Press Rf!nRI to Exit 

Enter your selection (A - Gl :P 

Enter file na:rc :!XM!I 

When the prompt asking-for the file name ap
pears on the screen, enter the name of the file 
you want to delete from your disk. 

STEP 2. PRESS IRETURNI TO EXECUTE THE DELETE 
COMMAND 

DI&< WLIHl 254 

T 003 <IJ\SSPIU! 
T 014 OIXXlUll'E 
B 003 l'Rl'. OIOCXL\TE 
T 014 W\llIUA 
T 005 IJ.N« 
T 003 SIXXHl PILE 
T 004 !DIT 
T 0141lMRt 
T 002 lf\MSS 
T 011 CAroB 
T Oil EMIL 
T 015 soa 
T 007 SOil 
T 006 510<4 
T 002 OfJCQ.OSS 
T 014 inau:5 
B 002 '.IW. NAM& 
T 002 W)S 

DISK VllU.llll 254 

T 003 <LASSPlLE 
T 014 Qo;IlUITE 
B 003 PRl'. OIOaltATE 
T 014 Vl\llIU.11 --
T 003 SIXn\D FILE 
T 004 !DIT 
T 014 HMRY 
T 002 !N'.ES 
T 011 CAro8 
T 011 EMIL 
T 015 SO<l 
T 007 SOi3 
T 006 SG/4 
T 002 OtCXXUlSS 
T 014 IXllOIUS 
B 002 TAB. NAM& 
T 002 GWS 
T 003 K1l«Y 

The file is now erased from the disk and the file 
name no longer appears in the catalog of files. 
(You can check this with selection C, the verify 
command.) 
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Making Backup Copies of Your Work 

Because there is such a high risk of damage to 
floppy disks, it is imperative that you make and 
maintain copies of all the work you do in Apple 
Writer. This cannot be stressed too much. 

There are two ways of copying your work: You 
can copy one file at a time or you can copy an 
entire disk. 

Normally, you wou ld use a combination of these 
techniques, copying one fil e at a time w hen you 

COPYING A SINGLE FILE 

If your system has t wo disk drives, this is a very 
simple procedure. 

STEP 1. SAVE THE FILE ON YOUR ORIGINAL 
WORKING DISK 

< Z Hem:46492 Len: 353 Pos1 353 Tab: 218 Pile: 

Using (SJ, save the file on the disk on which you are cw:r ently working . 

Hext place on lniti albod disk lntop the other dis!< d rive. 

Using (SJ, save the Ule again on the seoond disk. Enter a drive designat ion 
after t.hC!' file ll8i.(? . lf you h.lve only one disk drive, you have to trade l:'OUt 
original disk for the new one before you can carry out Step 3 . 

(Sl ave :OJ!"t DW<PLE, Dl 

Using [SJ, save the file on the disk on w hich you 
are currently working . 

need to back up only a small vo lume of work and 
using the disk copying method when you have a 
large volume of work. But you may find that you 
favor one technique over the other most of the 
time. (For instance, the one-fi le method does not 
require exiting Apple W riter and boot ing up the 
DOS System Master program.) 

STEP 2. INSERT AN INITIALIZED DISK INTO THE 
OTHER DISK DRIVE 

Next, place an initialized disk into the other disk 
drive. 

STEP 3. SAVE THE FILE AGAIN ON THE SECOND 
DISK 

(SJ ave :• , 02 

Using [SJ, save the fi le aga in on the second disk. 
Enter a drive designation after the file name (see 
TIPS on page 88). If you have only one disk drive, 
you have to trade your original disk for the new 
one before you can carry out Step 3. 

AUTOMATICALLY MOVING FILES FROM ONE DISK TO ANOTHER 

There will probably be many times, as you do your 
word processing work w ith App le Writer, w hen 
you need to make room on a disk that contains 
files you sti ll need. What do you do w hen you 
need to get rid of a few files from a particular 
disk but you don't want to lose them? You use 
MOVER to transfer t hose files onto another disk, 
and then you delete them from the disk they 
were original ly on w ith se lection F (the delete file 
command) from the DOS Command Menu. 
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MOVER is a WPL program that is already on the 
Apple Writer Master disk; you can also use it to 
make backup copies of your work on a second 
storage disk. (Note: MOVER t ransfers copies of 
fi les, not actual files. So if you use it to make 
room on a disk, you also have to delet e the files 
from that disk after you have moved them.) 

The Apple Writer Master disk has to be in drive 
1 before you can use MOVER. 



STEP 1. SAVE ANY TEXT YOU ARE CURRENTLY 
WORKING ON WITH icTRLll!) 

< Z Hen:46745 Len: 100 Poo: 100 Tab: 99 File: 

It is particularly illportant to save yoor text becauae tho ll'.lllER progrmn croscs 
any text ln °""''Y. 

[Slave : &\re!Y 

It is particularly important to save your text be
cause the MOVER program erases any text in 
memory (see page 86) . 

STEP 2. TYPE lcTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT ON THE SCREEN 

[Pl r int/Progr&:l 1 

When you type [P], the prompt [P ]rint/Program : 
appears on the screen. 

STEP 3. TYPE: DO MOVER,D1 AND PRESS IRETURNI 

IPJ r lnt/Progr.., :00 ~llVE!l, 01 

Type DO MOVER,Dl and press RETURN. The 
message Enter Source disk drive (Example En
try: "86,Dl") : appears asking you for the source 
drive, that is, the number of the drive in which 
the file that you want to copy or move is located. 

STEP 4. ENTER THE LOCATION OF THE DISK 
WHICH CONTAINS THE FILE YOU WANT TO MOVE 
AND PRESS IRETURNI 

1)\tct tho Source disk dd vc 

(ExAllple entry: •56,Dl •> : 56,Dl 

Enter the slot number and disk drive number of 
the disk which contains the file you want to move 
and press RETURN. 56 stands for slot 6- that is, 
the slot inside your App le where the disk drive 
controller card is usually installed. If your disk 
drives are controlled from another slot, enter the 
number of that slot instead. 01, of course, refers 
to drive 1. Type D2 if your disk is in drive 2. When 
you press RETURN, a second message Enter the 
Destination Drive: appears asking for the disk 
drive number of the disk to which you want to 
copy or move the file. 

STEP 5. ENTER THE LOCATION OF THE DISK YOU 
WANT THE FILE MOVED TO AND PRESS jRETURN I 

Enter tho source disk drive 

(Exal:;plo entry: "S6, Dl "}: S6,0l 

Dltcr the Destination drive: S6 , 02 

When you specify the disk to which you want the 
file moved, again, you must specify both the slot 
number and the drive number. When you press 
RETURN, a new message Enter File Name ( Q = 
Quit) : appears, asking you to enter a file name. 

STEP 6. ENTER THE NAME OF THE FILE YOU 
WANT TO MOVE AND PRESS IRETURNI 

Enter File llatle (0 • Quit) : u.Trol 

As soon as that file is moved, another file name 
prompt appears. You can continue entering file 
names as long as you wish, but all of the files 
must originate from the disk that you originally 
specified as the source drive. 

Be very careful when you enter the file names, 
for if you mistype a file name when using MOVER, 
the program is immediately discontinued. 
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Making Backup Copies of Your Work, continued 

STEP 7. TYPE (9) AND PRESS IRETURNI TWICE TO 
STOP MOVING FILES 

Enter Pile lls:ic (Q • Quit) : Q 
Dx1 of Pile Hover {Prcan Rf:l\!R%H 

When you are ready to stop, type Q and press 
RETURN once. The message End of File Mov er 
(Press RETURN) appears reminding you to press 
RETURN again t o return to memory. 

The last file moved remains in memory. To erase 
this file from memory, type [N]. The prompt 
[N]ew (Erase m emory) Yes/No ? appears. Type Y 
and press RETURN. The file will disappear from 
the screen. 

COPYING AN ENTIRE DISK 

You can make a copy of an entire disk (including 
initialization) with the DOS COPY program. Fo llow 
the steps described be low if your computer has 
two disk drives. If your comput er has only one 
disk drive, see TIPS on page 114. 

STEP 1. REMOVE THE APPLE WRITER MASTER 
DISK FROM DRIVE 1 AND INSERT THE DOS 
SYSTEM MASTER DISK 

The Apple Writer II Handbook 

< z r:m.:46525 Len• 320 Poe: 320 Tobi 26 Pile: u.Trm,S6, D2 
SCituate, Ml\ 02066 

0ear Ma. Jomson: 

I ' m using your book "'n>e Apple Writer -· and have 9(>ttm this far 
witbcut bl""ing up the """"'1t•r or c:.>using on clectdc:al power f<Ulute on the 
entire Eoat COoat. Please send me uy £rec dip!=. 

Sincerely yours, 

(enter your own l\Q:tC hare) 

ll!J cw (Erase Hesroryl Yes/No ?Y 

Begin by removing the Apple Writer Master disk 
from drive 1. Then put the DOS System Master 
disk into drive 1. 

STEP 2. TYPE I CTRLI@) !RESET I 

APPLE II 

00S VEPS!Ctl 3 . 3 SYBmt Ml.Sl'Ell 

JAM.!MY ! , 19lll 

CDl'YRIGI? l\PPLE CO-ll'UftJl,m::. l9Bl,1982 

ll£ SUtE CAPS l.OCI IS OO.:l 

Boot up the DOS system by typ ing CTRL, o, and 
BESET. (You have to boot up the DOS system in 
order to be able to run the DOS COPY program.) 



STEP 3. TO BEGIN THE COPYING PROCEDURE, 
TYPE RUN COPY 

Jl\NtlNU( l , 1983 

<DPmlGll' APl'I£ a:t!l'Ul'liR, IIC. l98l , 1982 

B2 smE CAPS I.OCR IS IXWI 

)HJN CDPY 

OIUGl!W. swr: !lllFAlJLT • 6 

After you type RUN COPY the message APPLE 
DISKETTE DUPLICATION PROGRAM ORIGINAL 
SLOT: DEFAULT = 6 appears on the screen. 

STEP 4. REMOVE THE DOS SYSTEM MASTER DISK 
FROM DRIVE 1 AND INSERT THE ORIGINAL DISK 

Take out the DOS System Master disk from drive 1 
and put your original disk (the disk that you want 
to be copied) into drive 1. 

STEP 5. INSERT THE DUPLICATE DISK INTO DRIVE 2 

Put the duplicate disk (the disk onto wh ich the 
material from the original disk will be copied) into 
drive 2. You do not need to initial ize the dupli
cate disk before copying it because the copying 
procedure copies the initialization as well as the 
files from the original disk. 

STEP 6. IF YOUR DISK CONTROLLER CARD IS IN 
SLOT 6, PRESS jRETURNl-OTHERWISE, ENTER THE 
CORRECT SLOT NUMBER, AND THEN PRESS jRETURNI 

ORIGUW. SIDr• 6 
mrvE: llfl'AULT • l 

If your disk controller card is in slot 6, then press 
BETURN. If, however, your disk controller card is 
located in a different slot, enter t hat slot number, 
and then press BETURN. In either case, after you 
press BETURN, a new prompt DRIVE: DEFAULT 
= 1 appears on the screen. 

STEP 7. PRESS jRETURNI 

Am.E DISK OOPLICATICJI PRlGIVlll 

ORIGINAL SIDr• 6 
DRIVB: l 

OOPLICAn: SIDr: llfl'AIJLT • 6 

When you press BETURN, the prompt DUPLI
CATE SLOT: DEFAULT = 6 appears. 
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Making Backup Copies of Your Work, continued 

STEP 8. PRESS IRETURNI AGAIN OR ENTER THE 
CORRECT SLOT NUMBER, IF NOT 6, THEN PRESS 
IRETURN I 

APPLE DISK OOPLICl\TlCJI PRlGIWI 

ORIGilll\L swr: 6 
DRIVE: l 

OOPLICA!re swr: 6 
OOIVE: llEFJ\IJLT • 2 

If 6 is the correct slot number for your disk con
troller 'card, just press RETURN, otherwise enter 
the correct slot number before pressing RE
TURN. The prompt DRIVE: DEFAULT = 2 ap
pears next. 

STEP 9. PRESS IRETURHI 

APPLE DISK llUPLICNl'ICJI PllCGM!t 

ORIGIIW. swr: 
llRIVE: 

- PR&5S ' RE:ItiRll' KEY 'ro n&;ltl CDPY -

When you press RETURN, the message - PRESS 
'RETURN' KEY TO BEGIN COPY- appears. 

The Apple Writer II Handbook 

STEP 10. PRESS jRETURHI 

00 YOU WIS>I TO MME AIO'lllER C1JI"i7 

Pressing RETURN begins the copying procedure. 
When the copying is completed, the message DO 
YOU WISH TO MAKE ANOTHER COPY? appears. 

STEP 11 . PRESS III TO MAKE ANOTHER COPY, 
OR lfil TO STOP 

00 YOU WISH TO MME AIO'lllER CD~?N 

If you press Y, be sure to insert a new disk as a 
duplicate before you press RETURN to indicate 
that the copying should begin. If you press N, you 
will exit the copy program and be returned to the 
main DOS System. 

TIPS Using the DOS Copy Program with 
One Disk Drive 

If your system has only one disk drive, the COPY 
program works a little differently. Everything is 
the same until you see the message DUPLICATE 
DRIVE: DEFAULT = 2 after step 8. Instead of 
pressing BETU'JU'f at step 9, type l, then BE
TU'JU'f. 

Apple Writer now understands that you must 
use the same drive (drive 1) for both the original 
and duplicate disks in the copy procedure and will 
prompt you to switch disks when necessary. 
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Apple Writer and Your Printer 

If you have ever used a typewriter, you know that 
in addition to the character keys, your typewriter 
has some mechanical devices for setting up the 
format of the typed page. By pressing buttons or 
pushing metal tabs, you can determine such 
things as where your margins will be set and 
whether your text will be single-, double-, or tri
ple-spaced. With Apple Writer, you format your 
text after you enter it by sending format settings 
and commands to the printer along with the text 
itself. You can control margin settings and line 
spacing automatically, as you can with a type
writer. But you can do much more than that. 

With Apple Writer, you don't have to indent 
each paragraph as you enter it, because you can 
indent all your paragraphs at once-automatically. 
You can even indent selected paragraphs if you 
want to, and leave the others in block form. You 
can control how much space will be left at the top 
and bottom of each page, how many lines will be 
printed on one page, where the text will break 
for a new page, and when and where page num
bers will be printed-all automatically. 

And even that's not all! Your printer will auto
matically align text at the left margin, the right 
margin, or both at once. It will also center each 
line on the page, underline words as it types, and 
print headers and footers on each page of a docu
ment. All you have to do is tell the printer what 
kind of format you want with Apple Writer com
mands. And that's what this chapter is about. 

There are two kinds of printing commands you 
can use to create the look you want for any docu
ment: print format commands and print enhance
ment commands. Print format commands control 
things like margins, spacing, indenting, page num
bering, page length, and headers and footers. Ap
ple Writer's print format commands are displayed 
on a menu called the Print/Program Command 
Menu. Each command already has a numeric value 
assigned to it, called the default value, every time 
you boot up Apple Writer. But you can easily 
change the default values on the menu to suit 
your own needs as you print out different kinds 
of documents. And whenever you need to, you 
can change things like margin settings and line 
spacing within the same document by embedding 
new values in the text itself. 

Print enhancement commands enable you to 
emphasize key words and phrases by underlining, 
printing in boldface or doublestrike, or changing 
typefaces. These commands have to be embedded 
in your text wherever you want a particular piece 
of text to stand out. 
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Once you have formatted a document to your 
specifications, you just enter a simple printing 
command and Apple Writer will send your text 
and all the printing specifications you selected to 
the printer via the cable that connects it with the 
computer. In addition, your Apple Writer Master 
disk contains ready-to-use WPL programs that will 
chain-print several files as one document or print 
out multiple files as separate documents. All you 
have to do is enter a command that tells Apple 
Writer to run the program you want, and then 
enter the names of the files you want printed. 

Apple Writer will send formatted text to most 
printers if the printer or the printer interface card 
connecting it to the computer is compatible with 
the Apple. This means that if your printer is an 
Apple, Qume, or Centronix, you're all set. If you 
don't have one of these printers, however, but 
you were prudent enough to buy a compatible in
terface card, such as #A2B0007, #A2B0002, or 
#A2B0005 (all Apple products), you'll still be okay. 
But if (like the author of this book) other printer 
features were more important to you than com
patibility, you may have to make some adjust
ments in some of the commands you send to the 
printer. 

Every printer has its own command protocol-or 
way of doing things-a compatible printer is one 
that accepts the commands your program uses. 
Most printers will have no trouble carrying out 
the Apple Writer page format commands con
tained on the Print/Program Command Menu (see 
page 117). The commands that may be a problem 
are the ones required for using footnotes in a 
document and for emphasizing key words (e.g., 
underlining, boldfacing, and changing dot matrix 
typefaces). 

Apple Writer has its own commands for foot
notes and underlining (see page 135). To print in 
boldface, however, or to change typefaces within 
a document, you will have to know the right com
mands for your printer. Once you learn what 
these commands are (consult the operator's man
ual for your printer), and how to embed them in 
a text (see page 133), Apple Writer will have no 
difficulty processing them along with its own 
printing commands. 

If you find that your printer refuses to carry out 
one of the Apple Writer commands described in 
this chapter, check your printer manual. You may 
be able to figure out which commands your 
printer will respond to. If the printer manual 
doesn't make the protocol clear, ask your dealer 
to help you figure it out. 



The Print/Program Command Menu 

Of Apple Writer's twenty or so printing format 
commands, sixteen are contained in a special 
menu called the Print/Program Command Menu. 

TYPE jCTRLll!)(I) AND PRESS jRETURNI TO SEE THE 
PRINT/PROGRAM COMMAND MENU 

IPI rint/Proqun :? 

When you type [P], the prompt [P]rintJProgram : 
appears at the bottom of your screen. In response 
to this prompt, type ? and press BETURN. What
ever you had on the screen disappears temporarily 
and is replaced by a list of printing format com
mands on the Print/Program Command Menu. 

The Print/Program Command Menu 

Pr int/Program Ca.mands: 

Left M.WJin (UI) • 9 
Paragrapll Kargin (I'll) • O 
Right ""'9in (~) - 79 
TOp Kor9in ('111) • l 
Dottan Mor:gin (Bl) • l 
Page - r (PN) • l 
Pdnted Linea (PL) • SB 
Page Interval (Pl) • 66 
Line Interval (LI) • 0 
Single Pege (SP) • 0 
Print Destination (I'll) • l 
carriage Return IOU • o 
lhlerline Token (111") • \ 
Print Mode (LJ,FJ , CJ, RJ) • U 
Top Line ('IL) I 

Dottan Line (BL) : 

Presa RE1URN to Exit 

IPJ cint/Proqr..,, : 

Most of these commands shou ld more properly 
be ca lled settings, because they control the mar
gins, spacing, page numbering, and so on, when 
you print out a document. 

Here is what each setting on the list controls: 

Left Margin (LM): The number of blank spaces 
from the left edge of the paper before printing 
begins. 

Paragraph Margin (PM): The number of spaces 
each paragraph is indented. 

Right Margin (RM): The number of spaces from 
the left edge of the paper that the last character 
on a line is printed. 

Print/Program sett.ings 

,- TL 
10/23/8'-- ---, 

I ::::JCO JO 
-+LM-- :::: 

::o::i:c:ccc::: 

:::::: ::::::::: 
::: 

:::::::coo 

Pl 
I 

I 

I 

: cc::::m:::: :::: : :: : 
<XXlOCJ::lJCCCCOJJ c::::: JC 
:ccc::::ic o::::co::icc occc::cooc:cc:::::: ::: :: 

::oc:cooco:xx:o c:cu : ::c::::i::i: : :::::: 
xx:ocxx:1omooc:occ:oc:coc:ocu:o:::oo:::cc c ca cccccc 
XXX100000C:occc:cci:J«.o•• :c:nic:ccooooocx oxc::c::i:ncco::ic: o• c:ccot 
XX>OOOOOcoooooooooc:::i:ncccoooo ::o:ocoooooooooxoJO ::::cc cc cccccr:ct 
JOCOOOCOOOOOC:c:cc cc: :c ::c::ic:::iocrJ:a:cc:ccccc:c~cc:::c:cc:::ccccmx 
ccc:::c:::cccooooooocc:c : :cc ccccc:::cccccc:cccc K : :: :cc:nct 
cccc oox:::::c::::c::::::::::oo::a:: :c::ccc ' 

CCCCtXl:l :CJCCCOCOJC C 
CCXCJJ C JC C 

KXCJC • CCC:lC 
00 c::::cc:ccn::: ::::::: ::: 
ccc:::::rn::: cc::::::: 
CCCCJC CCC ::::::::: ::::::::::: ::: 

ic:::cccco:::cccccc:::::cuc 
lOOOOOOOC. 

lCC:lCC:lCCC:JCJC :::i::i::::::c:::ooooco•ooo: ::: : :: :::::::::::::c 
::i cc :ococ:::ccccc::::::cccccc::i:i:i ::cccc ::i ::c:::::c::: :: : ::::cc:::::: cu 
cc::::ccococoooo:::::::coc cccccc:::i:::i::::::::: ::c::ic::i:::cc c:J:cccc 
oc:ccccc:::::::::::n:c::::::::::c:::OOClOCJ :::: ::i: o::::::c:c:: cc::: 
::cccc:::c::c::c::::::::::cc o::i cccccccx::::: :: : :::::: ::coccct 
cc::::::: :xccc :::ccc:cc :1i :cc:::: 
:::::cn:c:::::::c: :: : 
cc cc :::::::::c:c::::c::::cc 

c::::::::nc: 
JC J JCOJ ::::::: 1l 

: n::: : :: :: c 
ccc:l:::c:::o:::::::::c: ::coooou 

kl CCCCCCCCJCJCCCCC:: CJC c:cc CCCCCCCC:OCC 
ioo::: :::: :c:: : c:::ccc: :oc::o::::::::::::::c:::cc:cc:::oc:::c::::::: 
xxxxxxxx. 

iX1 x 

' :::::::: 
::::::::::::::::c::c:c 

::::::::::cc: JC 

lOOOOOOOOOOOOOOc::::::: :oc::cccOOOOOOOOOCXXXlOccoco:::oot 
JOOCCCCCC:JCCCC:JC::ocaJOOOCOOOOOCCCCCCCCCCCCC:cccc:c:cc::c:::cccoccccc::::::c 
XXX:XX:JCCCCCCOJCCCCCC CC:JJ:lC::CCCCC C CCCQO OCCCCCCCCCJJ: 
c:::ccc::c:::cc cccc:cc :::::: ::::: ccct 
:::::cc:::::ccc: :::: :: : : ::::>XOXJO ::::::cc ::::: ~ 

w 

o: 

lCJ:lCCCC:::CCCCCCCCC • 
::::: :JCJJJC::CC CCO con CCC 

Top Margin (TM): The number of lines of space 
between the top line entry (see below) and the 
first line of text. 

Bottom Margin (BM): The number of lines of 
space between the last line of text and the bot
tom line entry (see below). 

I 
I 
I 
I 
I 
I 

L 

Page Number (PN): The number with which auto
matic page numbering begins. This setting does 
not control page numbering; it just sets the first 
number. 

Printed Lines (PL): The maximum number of lines 
to be printed on one page. 

Page Interval (Pl): The total number of lines that 
can fit on one page. (At 6 lines to an inch, 66 is 
the page size of a sheet 11 inches long.) 
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The Print/Program Command Menu, continued 

Line Interval (LI): The number of lines of space be
tween lines of text. In other words, this setting 
determines the vertical spacing : 0 creates single
spaced text (because there are 0 lines of space be
tween lines of text), 1 is the setting for double
spaced text, and so on. 

Single-spaced text 

xxx. 

Double-spaced text 

xxx. 

Single Page (SP): Tells the printer whether you are 
using continuous {pin-fed) paper or single sheets, 
which have to be inserted at the end of every 
page. This is important, because if SP is set at 1, 
for single sheets, the printer stops at the end of 
every page and the message [ Insert sheet, press 
RETURN ] appears on the screen. As soon as you 
insert a new sheet and press BETURN, printing 
continues. 

Print Destination (PD): Determines which printer, 
if xou have more than one, can receive and print 
your text. The number is the number of the slot in 
which your printer interface card is located. The 
default setting is 1 because Apple recommends 
that you connect your printer in slot 1 if you have 
only one printer. Of course, if you have more than 
one printer, you have to identify the slot in which 
the printer you want to use is connected. You can 
also use this setting to display your text on the 
screen in its printing format to see how it will 
look before you actually print it out (you use the 
setting 0 for this) . In addition, you use this setting 
to print your file to a disk with all of its embed
ded format settings (you use the setting 8 for 
this). 
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Carriage Return (CR): Determines whether or not 
Apple Writer will insert a line of space at a car
riage return when a document is being printed. 
This depends on whether the printer itself issues a 
linefeed when it encounters a carriage return in 
your text. If you aren't sure, check the Apple 
Writer manual for a list of compatible printers. 
The list indicates whether or not each printer is
sues a linefeed. If your printer isn't on the list, try 
printing something with CR set at 0, the default 
setting. If a line of space isn't printed at every car
riage return, change this setting to 1. 

Underline Token (UT): Tells you which character to 
use as a signal to notify Apple Writer that you 
want to underline a certain portion of your text 
{this is not really a setting). That is, which charac
ter Apple Writer will read as Start/stop underlin
ing here when you type it in your text. The de
fault character is the backward slash (located 
above the BETURN key). (Apple Writer for the 
II + does not display the underline token on the 
Print/Program Command Menu.) 

The screen 

< z -·46SBl Leru 264 -· 137 Talll 136 Pil•• 

lhlerline Token (Dl'l 1 TeJ.18 you which eharecter to uae AS a aignal to notify 
1'jlple Writer that you vant to \llncltdine a urtain portion\ of )'CW' tut. '11>at 
la, wlUch character 1'jlple Writer vW reed AS 'st.art/etop Wldorllning here" 
vhen you type it In yew' text. 

The printout 

l.tlderllne Token (tTr) : Tells you which character to use as a signA]. to 
notify Apple Writer that you want to nnderltoo o certain poctioo of 
your text. "!bat is, which character Apple Writer vill read as 
"Start/stop underlining here' when you type it in your text. 



Print Mode (U,FJ,CJ,RJ): Used for printing text as 
either justified or unjustified; the J in these set
tings stands for justified. When text is justified, all 
the lines are even, forming a "hard" edge. The 
other letters in the settings stand for left, fill, cen
ter, and right, respectively. Left justified prints out 
text with a hard left edge and a ragged right 
edge. Right justified prints out text with a hard 
right edge and ragged left edge, whereas fill jus
tified makes both left and right edges hard, as in 
a book. Center justified centers each line on the 
page, so that neither edge is hard. 

Top Line (TL): Used to enter information for print
ing across the top of each page in the printed 
document. This line is frequently referred to as a 
header. Such information might include the title 
of the document in abbreviated form, the date, 
your name, the page number, etc. (see page 121). 

Bottom Line (BL): Used to enter information for 
printing across the bottom of each page. This line, 
often called a footer, most often contains infor
mation to identify the document (see page 121 ). 

USING THE DEFAULT SETTINGS 

When you boot up Apple Writer, the Print/Pro
gram Command Menu settings are preset at their 
default values. This means that these settings will 
print your document with a left margin of 9 and a 
right margin of 79 (that is, with 70 characters t o a 
line), a total of 58 lines to a page, and with the 
lines justified at the left margin. There will be no 
paragraph indentations unless you entered them 
previously with the SPACE bar or llB key, and 
your document will also be single-spaced. Other 
default settings will tell Apple Writer to print your 
document on pin-fed (continuous form) letter-si ze 
paper, automatically scrolling down to a new 
page when the current page is filled with text, 
with the printer connected in slot 1. Text will be 
underlined if it falls between two backward 
slashes. No headers or footers will be printed on 
the pages nor will the pages of your document be 
numbered. 

Left j ustified text 

Print Kade (!.l, FJ , CJ, RJ) : Used for printifl9 text as either 
justified or W>just1fied1 the J in these settings stands for 
justified. When text is justified, all the lines are even, f orning a 
"hard" edge. The other letters in the settingo st and for left , fil l , 
center and right , respectively. Left justified pr ints out text with a 
hard left edge and r agged r ight edge. 

Fill j ustified text 

Print Kade (!.l, FJ , CJ, RJ) : Used for print i fl9 text as eit her 
justified or Wljustified; the J in these scttifl9s stands for 
justified. l</hen text i s justi fied , all the lines a r e even, fanning a 
"hard" ed:Je. The other letters in the settings stand for left , fill , 
center and right , r espectively. Fill justified makes both left and 
right edges hard, as in a book. 

Center justified text 

Pr int Mode (!.l , FJ, CJ, RJ) : Used for printing text as either 
justified or W>justified; the J ln these settifl9s stands f or 

justified. When text i s justified, all the l ines are even, forming a 
"hard" eO]e. The other letters in the settings stand for left , fill, 

center and right, respectively. C..Oter justified center s each line on 
the P"CJ• so that neither edge is hard. 

Right justified text 

Print Mode (!.l, FJ, CJ , RJ): Used for printing text as e ither 
j ustified or unjustifi ed; the J in these settifl9s stands for 

justified. When text is justified, all the lines are even, fOrmifl9 a 
'hard' ed;je. The other letters in the settings stand for left, fill , 

center and right, respectively. Right justified prints out text with 
a hard right ed;je and ragged left edge. 

The default print format values 

Print:/Progrom CCmnanda1 

Left llarqin (Ill) • 9 
Pa<agrapb llarqin (HQ • o 
Right llarqin (It!) • 79 
'1'op llargin ('DI) • l 
Bottom 1111.t\Jin (Etl) • l 
Page-.: (Pll) •l 
Printed t.1naa (PL) • 58 
1'llge Interval (Pl) • 66 
Line Interval (LI) • 0 
Single Pllge (SP) • 0 
Print -.UW.tia\ Cm> • 1 
COJ:riage -..m (QI) • o 
lhluline - (or) • \ 
Print tik>de (Ll, FJ, CJ,IU) • LJ 
Top Line (Tl;) I 

BottomLine (BL) I 

Pr ... RlmJRN to Bxit 

(PJ rint:/Progr ... I 
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The Print/Program Command Menu, continued 

1 

TAILORING THE PRINT FORMAT SETTINGS TO YOUR NEEDS 

You can easily change the default print format 
settings to fit your design for the document you 
want to print. 

STEP 1. TO CHANGE FORMAT VALUES ON THE 
MENU, TYPE lcrRLl~(I) AND PRESS IRETURNI 

[Pl rint/Pr09rm 17 

When you type [P], the prompt [P]rintJProgram : 
appears at the bottom of the screen. Enter ? in 
response to this prompt and then press BETURN. 
The Print/Program Command Menu temporarily 
replaces your text on the screen. At the bottom of 
the menu is the prompt [P]rint/Program : De
pending on how you answer this prompt, you can 
do one of two things: change the format settings 
on the Print/Program Command Menu, or enter 
commands to actually print a document. Right 
now, though, we are concerned only with chang
ing format settings. 

TIPS Changing Print Format Settings 
Without the Print/Program Command Menu 

You can also change format values without the 
menu if you already know the abbreviation of the 
setting you want to change. Just type [P], and 
instead of answering the prompt (P)rint.IProgram : 
with a question mark to get the Print/Program 
Command Menu on the screen, enter the setting 
abbreviation and its new value. Then press BE· 
TUlU\1. You won't see the change, of course, un
less you look at the menu. But as you become 
more experienced with Apple Writer, you'll be 
able to enter the correct abbreviations automati
cally. 
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STEP 2. TYPE THE TWO-LETTER ABBREVIATION 
FOR THE SETTING YOU WANT TO CHANGE AND 
THEN ENTER THE NEW VALUE AND PRESS IRETURNI 

!Aft 111.rgin (Lii) • 9 
Paragraph llargin CAii • o 
Right llo.rgin (Ill) • 79 
Top llo.rgin (111)•1 

- llargin (Ill) • 1 
Page-.: (I'll)• l 
Printed Llnm (PL) • 58 
Page Illterval (PI) • 66 
I.1ne Interval (Lii • O 
Single Page (SP) • 0 
Print Dll9tination CPDJ • 1 
C&rr iage Rotum COO • O 
l.b:lerllne 'l'oUn (U?J • \ 
Print lb:» (J.J , PJ,CJ,R.1) • LJ 
Top I.ine ('?L) I 

l!Dtt<D Line (l!L) I 

Presa Rl!1U<ll to Exit 

[Pl rint/l>rogrm 1Llll2 

For instance, if you want to change the left mar
gin from 9 (the default value) to 12, type lm.12 as 
in the illustration above. It doesn't matter 
whether you type a space between the abbrevia
tion and its new value or whether you type the 
abbreviation in upper- or lowercase letters. Apple 
Writer w ill respond to your instructions just the 
same. 

Pr int/l>rogra CComanda1 

Left Margin (LH) • 12 
Paragraph llo.rgin (IMJ • 0 
Right 111.rgin (Ill) • 79 

When you press BETURN, the new value you 
entered replaces the former value at the format 
setting you specified. 

HINT: An important exception to this method is 
the print mode group of commands, which you 
use to change the type of justification on your 
document. Just type the two-letter abbreviation 
(for instance, FJ) for the justification you want; 
you do not enter a numerical value. 

[Pl rint/l>rogrc 1 PJ 



ENTERING TOP AND BOTTOM LINES 

You use the same format to enter either a top or 
bottom line. Thus, the following instructions serve 
for both entries: 

STEP 1. TYPE lcrRLI I!) II) AND PRESS IRETURNI 

[Pl d nt/Progrom . ? 

The Print/Program Command Menu, from which 
you make either kind of entry, appears on the 
screen. 

STEP 2. TYPE THE TWO-LETTER ABBREVIATION 
[)[I OR l!)[I FOR THE KIND OF ENTRY YOU 
WANT TO MAKE 

(Pl cint/PIOgUD 1'1L 

When you see the prompt [P]rint/Program : at 
the bottom of the menu, type the two-letter ab
breviation (TL or BL) for the kind of entry you 
want to make (top or bottom line). 

STEP 3. ENTER THE FIRST DELIMITER, THEN THE 
INFORMATION YOU WANT PRINTED AT EACH 
POINT ON THE PAGE, FOLLOWING EACH PART OF 
THE ENTRY WITH THE SAME DELIMITER 

lPJ rlnt/Piogl:• 1'1L* 

[.Pl rint/Progrm a'IL*X Division*Sales Report*l 0/ 23/84* 

Top and bottom line entries have a three-part for
mat. Information can be printed at the left mar
gin, in the middle of the page, and/or at the right 
margin. You might decide to use one, two, or all 
three spaces in your entry. You separate the three 
parts of the entry from each other by delimiters 
when you make the entry at the prompt. You can 

use any character as a delimiter, except#, and of 
course characters that appear in the text entry it
self. Make sure that whatever character you use 
for a delimiter immediately follows TL or BL 
without a space in between, because Apple Writer 
reads the character in that position as the first de
limiter. 

The menu 

!.ine (~I 
*X D1vfiilon*Salea Report*l0/ 23/ 84* 
-Llne {BL) I 

Pr- lUmRI to llXit 

(Pl rint/Ptogr• 1 

The printout 

X Division SOJ.eu Repe>rt 10/:zJ/84 

cc:oo:::c::cr:: cc:oo:::::ccocccoo:::occ::ccacoc:c:c::cooo:o:: ::::co::i ::o:::: 
icxxxxx:c::11:a::ca::::: ::occaaaac::::: x::::::: :::::: : : : : nicc::m;coocc: cc: :io::::o 
~oc: c: : :J::i:JJC CCC:c::i::i o::ic :i::m::::::::i QCO:JOOOQ 

After you enter the first delimiter, enter the in
formation you want printed at each point on the 
page (left, center, and right). Follow each part of 
the entry with the same del imiter. Remember
you have only one line for all your information, so 
keep the entries brief! If you want to use only 
one or two of the spaces (say, the left and right), 
simply leave the del imite rs blank for the space(s) 
you don't want to use. (Leaving delimiters blank 
means typing two consecutive delimiters with 
nothing-not even spaces-in between them.) 
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The Print/Program Command Menu, continued 

AUTOMATICALLY NUMBERING THE PAGES OF A DOCUMENT 

TO NUMBER THE PAGES OF YOUR DOCUMENT 
AUTOMATICALLY, ENTER A I!) AS PART OF YOUR 
TOP OR BOTIOM LINE ENTRY 

Print/Progrma C<lm:londo1 

Left Hargln (UI) • 9 
Para<jraph l!argln (Al) • O 
Right l!argln (RM) • 79 
'l'q> Margin (~ - l 
-- Margin (Ill) - l Page!bit>er (I'll)• l 
Printed W..- (PL) • 58 
Page Inte<val (PI) • 66 
Line I.ntenlll (LI) • 0 
Single Page (SP) • 0 
Print De8tillation (llD) - l 
carriage Rllb.1rn (Oil • o 
lblerline ~.. (Dr) - \ 
Print Jlocle (I.J, PJ,CJ,llJ) • I.J 
'l'q> Line ('lt.) I 

:')( DiViaicn*salea llep>rt*l0/23/8'* 
!lotl:caa Line (BL) I 

*'*Page .... 
"l>resa RimRI to Exit 

IP) rint/Progr• 1 

Apple Writer automatica lly numbers the pages of 
your document for you. All you need to do is in
clude the special numbering symbol, #, in a top or 
bottom line entry. You can add the word page or 
simply p., depending on the style you prefer. But 
the important character is #. It tell s the printer 
that you would like t he page number printed on 
each page in that position. For instance, in the ex
ample opposite, each page number wou ld be 
printed in t he center of the bottom of the page, 
as page 1, page 2, and so on. The numbering be
gins with the number assigned to (PN) on t he 
Print/Program Command Menu (default = 1). and 
is increased by one for each page. If you don't 
want your document to begin w ith page 1, 
change the value of PN to suit your needs (see 
page 120). 
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Document with numbered pages 

X Divi sion Sales Report 10/23/ 84 

o:::o;::aocc:::c::::::::::::::oo:::ooococcoc:::::::::::::c::::::::::::c: 
:i:::i:::::::::ccooo o cc c oc ::cc : o:::ococ c cc::i 
n:::::: ::::: o:c:: : : ::: 
::::ccc:no::::::o:::::cc:::::c:::cccc:c::x::::::::: : ::: :::::::::::::c:c::c:i::: 
oo::cooc:::o::c c:o o:::cc::: c iX1 ccococoo 
xxx. 

~oo::::::::::ccoooooooo:::cccocco::::::cc::::::ccoooc:::o 
i:::c::::::::: ccc:J:i::c c:::: J c:m:::::occ o::: ::::::cc::: ooo::::::ccccc:ioo::::cccccc::.in 
xxxxxxxxx:o:::cc::c:::io:oc::ococaioaoooaoco:::o :::x:::::xccoo00000< 
XXXXJOOOCCOOOOCccccoJoc::xx:cccoooooo::::::ccoccooccoocooooooooc;:ccccocooocxxx 
:o:OOCOOC:XXX:OOOOOOCOOOC:OOOOOOOOOOO:JOCJO:: JJ:;JOCC: J) ()O'JCCOOCOCOCJOCCO~ 

c: c:::icoocc:cccaacococ:::occcccc o ::c. 
lOCOOOCOCOOOCOCO••«:oooc:occ::ooccc:cJ:coc::iccc:cc 

c:ccccooccccc::c::o::: :::co:::::: :: :::::::::xc:: : •'¢COCO() 
lCOCOJOCC:: C:CJC C C :oc:c:::::::x:::::::::cc: 

: c:cc:oc o::ic o :m::::cccc 
xxox:::::o:: :::::c:::::::::c:::::: : :: J cocc 

..... :::::::::::: ::::::c: : 
XJOOOCOCO::JCCCOOOCO::: CJCJOJCC JCC C JCC:::c:c 
::x::::c:::cx::c:::ooocccc::c::::o::::::ccoooac::::cc ::cc cc c o:::::: 

icccc:io:o:::i:cc::o::::c:::c::::oc:::cocccc:::::::::::c:cc • 
OOOOOCOCOOOOOCOc:::o:::c::::::o:ooXlOOOOOOCJJ : c::o:o::;:::o:::co 

x:oocxx:::cccc:::::iocc:::c::::ooo:::::::cocoo•••••• ::cccc:o:::ooc:ooccxxnxocooxx 
XJOOOCOClOOOCOCCOCJCCCCCCJCOCOCoo:>OOOCCCCCCCCCJJJJCCC~ 
~OXlOOOOOCCCCCCCCJCOOOOOOOOOCOOOJCCCOJCCJ~ 
XlOCOCOOOOOOOCOJ::::o::::ccc ••100000::c:::cxcooo:::::::::c:::a ccoocxxxxxx 
XlOOOOOCX . 

:::::c:::i::icc::i::i::i::icr:ccocoooxooooocc::c:o:: :xxxxxia :i:::a:: c : cc 
c:c:o::::cc:::o::o::i:::o::::i:::cccc :::ocooaooo::cccc::::::c:cc::::xxxioooi::i: ccc c 
Cl 0 «l{)COOO 0000CC0QQCQQQJQ JJ CQQJQQJQOOQ( 

>OOCOOCCCOCCCC OOOOJClCCCQOCOCOC:::OOCCC :: JJ ::co:::;:;: 
i::o:o:c:c::::::oo:ccc:cccoccc ::c::oc ooo:::::::cc 
:c: : o:: : : :::: : : xic::o :o: 
<lOOOCOC:::oc : c:::::: :::o:::::: 
Xlc::::c:::::cc::::::cooc o cc cc :::co::::::: o : :::ooo:::ccccoc:::oo 
::c:coo::oocoooco:oocJoccoc o::: c c c •0 ::i:::ccc . 

c:c::::::::::::oc::::oo:::c:cccccc:cococoa::::::co::c:cc :c c c:::::c::ccco 
:ocoac::::::c:::cc::::c:c:i:i:io:::ocx:::::ocooo:::o:::::occcrooooooocoao:c: occ c~ 
>OOOOOOOOOOCXXXo:::cocacccaccOOOOOCXXXXXXlco:o:c: XlOOOCCXlOOOOOO 
XXXXXJOOCCOCCOCJOJCCOOOOOC<:COOCCCO CCl:::c::::::coccooooo:o::::Clooo:::oooooooaocx 
:::cr:Cla c:::o::::::c::: co::coooa::c:::ccocao:i:i:ooocooooooocoo:::: QOOOJC::;oc:::occcoc 

XlOOOOOCX. 
XlOCXXXXXXlOOOcc:o:o oc:::c cc ocooc::::::::::::::oacoo:x: cc::oo:ioc:::ccco:oooe 
JJCCJo:::oocc::cOCCOXXIC JJCJC OJ cc:::cc::o 
c: J ::crncc:cccooc :::o:c:ic:o c:::cc::ccc c 
i:::::::::c::::::o::::::::::::cc c 000:: :::: :::: ::: cc:::: 
JCCCCCO c::: C OCJ: J ClOCCCJ .. 

o :: c:: co : c cc:c:c:o::ic:ooo:> 
OXJ::::o:::::oooo:::oco:::::::::: ::c:o .. ::ice 

::::::: ::::::o:oo :::: 
lOOCOCOCCOCCOOO::Jo::: :oo::::cc:o:ccc :::c::o :::cooo:oc::i:::::ic::: 
cc::: c:::cocc::iooocc:::occc:: :::xococoo::::::cco:co :::::: c: cir:: 
XXXlOOCOOOOOOOOOCCCCCCOOOt. 

XXlOOOOOOOOOOOO:: :cc c c:::occco::o:c:::::ic:cooo:::::::ccc::::::D;)OO( 
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SAVING AND LOADING SPECIAL PRINT FORMATS 

TO SAVE SPECIAL PRINT FORMATS ON YOUR DISK, 
TYPE I CTRLI [£)ill) 

l\IDITIOOl\L PU!C'Iet6 KEW 

A. Load Toi> Pile 
B. save Tab Pile 
c. Load Pdnt/Progr1111 Value Pile 
D. save Pr int/Progrllll Value Pile 
E. Load !GI losaary Pile 
P. saw (G)lo.ary Pile 
G. '1'oggle carr iage Retum Dioplay 
e. 'l'bggle Data Una Display 
I. a:imect Keyboatd to Print.et 
J. Q:mert llpple Welter 1 .1 Piles 
i . Quit llpple Writer 

Pr- RE1UlN to llXit 

Ehter your eelection (A - It) :D 

Enter f ile name 1~ Ra:c:Rr 

If you want to save the format values you set for 
a specific document, you can do so by using selec
tion D (4 on the II + ) from the Additional Func
tions Menu. After you change the values on the 
Print/Program Command Menu to your satisfac
tion, press RETURN to go back to your work in 
memory and then call the Additional Functions 
Menu onto the screen w ith [Q]. Enter D in re
sponse to the prompt Enter your sel ecti on 
(A-K) : Next, Apple Writer will ask you to enter 
a file name for your printing format. 

DIS: \IOLlllE 254 

T 008 PIVE. 3 
T 016 FIVE.6 
8 003 PRr. PIVE.6 
T 004 LE'lTER. H 
T 004 LE'lTER. E 
T 003 LE'lTER.P 
T 004 LE'lTER. L 
T 004 LE'l'l'ER.W 
T 003 PIVE.15 
T 003 PIVE.11 
T 003 PIVE.16.A 
T 003 PIVE.16. B 
T 003 PIVE.16.C 
T 003 PIVE.16.D 
8 003 ~-
D 0 03 PRr. SllLES R£l'ORI' 

Press Rl:l'(Rj to Exit 

Since Apple Writer assigns your print format file 
the prefix PRT. (so that it can distinguish it from a 
text file of the same name), you can give it the 
same name you used for the document it goes 
with. After you enter the file name, press RE
TURN. Your print format is ready now for the 
next time you want to print out the document. 

TO LOAD A PRINT FORMAT FILE FROM YOUR 
DISK, TYPE lcTRLI[£}@) 

AIJOITICN'\L FIJIO'Iet6 MENU 

A. Load Tab File 
s. save Tab l'ile 
C. Load Print/Progract Value File 
D. save Print/Progrc value Pile 
B. Load (GI loSS!Uy Pile 
p. save (GI losaAry Pile 
G. Toggle C&rrl.age Return Display 
B. Toggle llllta l.ine Display 
r. comect Keyboatd to Printer 
J . COnvert llpple Writer l.l Piles 
K. Qui t Afple Writer 

Presa REruRI to Exit 

Ehter your selection (A - It) :C 

Ehter Cile rwe :SAL.eS Rmoir 

To load a print format file from the disk, you fol 
low the same procedure except that you enter C 
(3 on the II + ) instead of D w hen you are 
prompted to make a selection from the Additional 
Functions Menu. Enter the file name you ass igned 
to the file when you saved it. Omit the PRT. prefix 
because Apple Writer doesn't need it. After the 
file is loaded, you wi ll be returned to your work. 
The only w ay you can check to see if the correct 
format file w as loaded is to look at the Print/Pro
gram Command Menu ([P] ?). 

TO RESTORE THE DEFAULT VALUES TO THE PRINT/ 
PROGRAM COMMAND MENU, LOAD THE FILE 
NAMED SPECIAL, PRESS @), AND TYPE (!) 
You load SPECIAL 

Ehter file name iSPtX:IAL,Dl 

SYS is automatically loaded 

F.nter file nm:e 1SYS, cn 

When you want t o restore the defau lt values to 
the Print/Program Command Menu, you have to 
load the glossary f ile called SPECIAL. Type [Q] E, 
at the file name prompt, t ype SPECIAL,Dl and 
press RETURN. When the disk drive stops whir
ring, press the o key and t ype r. The default val
ues are then restored to the menu. (App le Writer 
for the II+ does not have this feature.) 
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The Print/Program Command Menu, continued 

PERMANENTLY CHANGING THE DEFAULT FORMAT SETTINGS 

IF YOU FIND YOU ALWAYS HAVE TO CHANGE THE 
DEFAULT FORMAT VALUES ... 

Left Margin (UI) • u 
Pacagr:apb llo<gin (I'll) • 5 
AAlbt llo<gin (HI) • 111 
Tq> llo<gin ('DI) • l 
- llo<gin (Ill)• l 
Plage - (Ri) • l 
Prillt.ed Lil* (ff.) • 62 
Plage Inl:8lval (PI) • 66 
Line Inl:8lval (LI) • 0 
SiDil• Plage (SP) • 0 
Print DMtlyttm (JlD) • 4 
carriage llltllrn cau • o 
a.lerllm '1'cUD (Ill') • \ 
Pr.Int - (LJ,PJ,CJ,IU) • LJ 
'lq> Line ('IL) I 

oz Diriaicn•Bal• Rop>r:t•l0/l3/B4• 
Bott.m Llne (BL) I ..,.. ... 
---toBzit 

!Plrint/hog:• 1 

You can change the default values on the Print/ 
Program Command Menu permanently, by using 
the above procedure to save new values on the 
Apple Writer Master disk. When Apple Writer asks 
you for the file name, type SYS to replace the 
original system (default) values with your new 
ones. Be sure you save these new values on the 
same disk drive as the Apple Writer Master disk or 
the values won't be changed! 

Enter ~ile Nme 1SYS, Dl 
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TIPS Changing Margin Settings 

You can change the value of a margin setting in 
two ways: absolutely (e.g., from .BM79 to 
.BM8S) or relatively, by adding to or subtracting 
from the current value (e.g . • BM+6 to change 
from a right margin of 79 to a right margin of 85, 
and .BM-8 to change back to 79). You might find 
it easier to use relative values when you embed 
new margin settings since you don't have to know 
the original margin settings to do so. 

For example, if you want to block indent a seg
ment of text 5 spaces from the rest of the text, 
you simply embed the command .LM+S on the 
line above that block, and the command .LM-S 
on the line below that block, to produce the de
sired visual effect. You never have to refer to the 
original left margin setting at all. 

Use the carriage return display feature, [Q] G 
(on the II+ : [Z] [Q] 8), to make sure each 
embedded command is preceded and followed by 
a carriage return. 

< I Mcu, S074 lMu 1771 Poai 1t11 Tab1 5 File1 
iccccoo coc:ccccccc cc::occccccoc::i:cccc:ooocc 
lCCQOCQCCOOOOCCCOCCOCOO • c • • • Q) .J 
I 
. l.m<5J 

"'Xlc-cc :::i 
lOC C: :: 

: 
CQCJ 

:::::c 

:c: 

CQQQC QCCC 
JQ CCQ 0 

::• 
c:cc 

:c 

cccccccococo:: ooo:oooooc: 

: c 
: ccc:co 0 cc 
cc: :::::ice ::a 

"' 

···-············································································ ······························-················································· ............................................................................... 
····························································-··················· ·····························-·················································· ··············································································· ............................................................................... 
····························································· ............................................................................... 
··············································································· ··············································································· 



Changing the Print Format While Printing Is in Progress 

Apple Writer allows you to change the format 
during printing, so that you can print one part of 
a document in one format and another part in a 
different format. In fact, you can change the for
mat as many times as you like-without even 
stopping your printer! You can change most of 
the settings on the Print/Program Command Menu 
from within a document, by embedding new val
ues in the text itself. 

When you want to change a format setting in 
the middle of a printing operation, you have to 
plant, or embed, a new value in the text at the 
point where you want the format to change. The 
new value is sent to the printer along with the 
text to be printed and the printer can interpret 
the new setting automatically without stopping 
the printing process. 

TO BEGIN EMBEDDING A PRINT FORMAT 
COMMAND, PRESS IRETURNI AND TYPE D 

< z -•463U IMU 504 l'Oal 279 Tatu l Plle1 
I 
Wbenewr )'OU enter ., - for:Jlllt caamnd, )'OU have to pACede tht -..S 
vith a period u tht tint cbarac:ur in tht line. nu. la eo t:be printer vlll 
be able to dist1nguiah tht ..tJedded foaat vtlut frca ordinary tat and not 
1>rint out tho OOIDllOnl! u part of tho tat.) 
.) 
1bt period bu to be pr..- by a carriage return. QllCk to see if tht line 
above waa ended vith a return by typing (QI G to turn on tht carriage return 
tiaplay1 if not, enter • carriage return before )'OU enter tht period.) 

Whenever you enter an embedded format com
mand, you have to precede the command with a 
period as the first character in the line. This is so 
the printer will be able to distinguish the embed
ded format value from ordinary text and not print 
out the command as part of the text. The period 
has to be preceded by a carriage return. Check to 
see if the line above was ended with a return by 
typing [Q] G to turn on the carriage return dis
play; if not, enter a carriage return before you 
enter the period. (To see carriage returns on the 
II +, first type [Z] to turn off word wraparound. 
Then type [Q] and enter 6 to turn on the car
riage return display. To turn it off, repeat these 
steps in reverse.) 

TYPE THE TWO-LEITER ABBREVIATION FOR THE 
SETIING YOU WANT TO CHANGE AND THEN 
ENTER THE NEW VALUE 

< I -146338 Lorn 5'11 l'Oa1 282 TA11>1 4 Plle1 
I 
- )'OU enter ., a:t>edded fom1t -.!, you - to ~ tho .._.i 
vlth a period u tho fiat cbar..:ter in t:be line. nu. ia eo tho pcint« vlll 
bt Ible to dist1nguiah tho - formt value frca ordlna:y t- and not 
print cut tht c:ammxl aa part Of tht tat.) 
.UIS) 
1bt period bu to bt prcalod by a carr1'1ge return. QJldl to - if tht line 
- - ended vith a return by typing (QI G to tucn on tht carriage retum 
dbplay1 if not, enter a carriage return before you onter the period.) 

Next to the period, enter the setting abbreviation 
and a new value-just as though you were chang
ing this setting on the Print/Program Command 
Menu. 

TO END AN EMBEDDED PRINT FORMAT 
COMMAND, PRESS IRETURNI 

< I -146337 Loni 508 l'Oa1 283 Tlb1 0 Pllt1 
I 
- you mter an - foiat _.i, you - to preoeclo tho _., 
vith a period u t:be first cbaracter in t:be lint. n.1a ia eo tht pcintec vlll 
bt able to ~ tht - formt value frca orclinuy tat and not 
~int cut tht ~ U part Of tht tat.) 
.UIS) 
l 
'11w period bu to bt prcalod by a carr1'1ge return. QllCk to - if tht line 
above - ended vith a <etum by typing (QI G to turn on tht carrloge retum 
dbplay1 if not , enter a carriage return before you onter the period.I 

An embedded print format command has to be 
on a line by itself, preceded and followed by car
riage returns, and the line has to begin with a pe
riod . 

Using the example illustrated here, let's assume 
your left margin was already set at 10. The 
embedded format command in the illustration 
would change the margin to 5 for all the text that 
followed. 
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Changing the Print Format While Printing, continued 

TIPS Summary: Embedding Format Commands 

STEP 1. MAKE SURE THE EMBEDDED 
COMMAND BEGINS ON A NEW LINE-PRESS 
jRETURHI IF NECESSARY 

Begin an embedded command on a new line; 
press lU!J'l'Ull.N if a carriage return wasn't en
tered at the end of the previous line. 

STEP 2. TYPE 0 
Type • as the first entry in the line. 

STEP 3. ENTER THE TWO-LETIER ABBREVIATION 
FOR THE SETIING YOU WANT TO CHANGE AND 
THE NEW VALUE 

After you enter the two-letter abbreviation for 
the setting you want to change, enter the new 
value. (Enter print mode and top and bottom line 
entries as described above.) 

STEP 4. PRESS IREMNI TO COMPLETE THE 
COMMAND 

The screen 

The final step in the command is to press lU!J. 
'l'Ull.N. 
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The printout 

DNi NllJgtto,>u 

u ygu'w decldld t.o wt. per9CINJ ~IC Ol \ICICd prOC9•U 
fot )'OW bul"-9, )'Ol.l ' W _. • -t. dllc.1-lonl ,,.. .... AZ• ~ 
1111(«.1.9 o.I )'OW.I w.cydly opec•ticn tNt. c.-i be all.CIDll«I t.o ...,.. yo.i 
t.lM lrid.olW)I. a.it, ,, 

. .. t.twr• my be • lud6en co-. lrt.-olvtd u-.u you diltt't rNltM. 
roui n.a.tr 11 90ln; to hwe to lee.m t.o cpec•t.e t.he ,_ tq.11~ . 
kid U ywr wplo-,- ue lll• all.llorw oi 11ntclc:.n1, t.t.)" bne new1 
ll!Md a ~erbtfore, 

M\at. •r•youras.c.iCN1"'*11 , 110M.otU...•r•tetl'a~i"lf'ld ·-· Tou c.ari ~ ~ st-atf t o U. LUJJ\it19 ..... 1or. offered by the 
OCll\'Wl'f whO told you L'lit .,..q~ - ~ i.n a.itlin;t.cn, or 
t.ldBJtOn, or rr~ ,,_ .... IOM --...Jly Ufl4, UU-eot Ge fwr :r: ~~t1:!t ~1:u~ ~::~ion;,~.,!;.'*:oulen~~ 
...._ hlw t.o rev hlndt.S. of 4lll•ra to1 \tit t.ca.t.ning 1ueu1 

Or, U )'Oiol Mvw • p~rl.nia l:pltlt - #'d lou ol the - )'Ol.I 

::.·t~f-;:~~~~ ~ =.:!'Z'.=:,~.lry lO Ci~· h 
c:.1Mr1Y""'l1tt.,, ..,,,.....o-!ollow MC. of ..........a. lul u. ..cl r...-t. la, 

~~!~ J!'~~:i ~-~,;:;d.~~·t!o--
aa:ti VJIOf kncJwl~ of c:ap.X.H•. ) lo, cNnct9 • ••• ~ ~ 
v iii ~ • lot of of )'GUI YalliMlbl• t&N ,,..t.ltq nowht.tot. 

a.c. dr:n't d1Mf&i1 •• ~ ~ hw9 • third qir.lonl a. that. ' • 
a- t.o yo.ar locat.lon, ~lvoe #Id WllOr\'t Uk• )'Oolr st.alt~ 
ftta t.hU1 WOllL toi dr1'11 a: • ti.NI 

PUISJ"'L a>t\r.D fllmJICl:>, loc.t.S - )'llU1 1a noit CCl•rll19 
ahon. COIC .. c!IMl9N1d ~1f1ully LO inc.,rcd.ICI -.U ~ 
14ucrna1 to the u. of pu -..1 ~~r• ln Uc 0H10t. In J•t. • 
1 .... llhl1t. U·l/2 • 1 b:lw"a) cl-.-, yo.II au.ft CM JN;m t.be W.11:9 
ot op.1•t.lniJ a~"'• doinq ~"'°it vlUI •word prOOMeOf, 01 
t~ )'O'ilr ~vllh.-..iect.r«Llc ..,.~. 

U• ~~~ti:.!.~7t:~~~~c: :::.~~~~~I~ 
be .we t o llM• -- GUt. ol U"OM ..,..u11o.w ......is in no t.U..1 

#1d ,!; !:.If~1~!. ~ :U !~rh~."!~Ir:~ t!0!: 
)'OU U. dlt.aUa of o.u curunt pc:ogr-1 

roiaa ainmtely, 

Example: To automatically indent each of the 
block paragraphs in the body of the letter in the 
above illustration, without also indenting the ad
dress and salutation (which is what would happen 
if we changed the paragraph margin setting on 
the Print/Program Command Menu), we had to 
embed a new PM setting in the line above the 
first paragraph. 

To do this, we first moved the cursor to the line 
above the first paragraph and pressed Bl!ITU'll1' 
to ensure that the command line was preceded by 
a carriage return. Then we typed .PMS on the 
blank line. 

When the printer encountered this command in 
the text, it automatically indented each of the fol
lowing paragraphs 5 spaces. 

Any changes you make in t he format by embed
ding new values will remain on the menu unless 
you change them back to the original settings. For 
example, if you embed a command to change the 
margin settings to produce an indented block, be 
sure to embed a second command at the end of 
the block to change it back to the original setting. 



Special Embedded Format Commands 

CONTROLLING WHERE THE PAGE BREAKS 

EMBED DIIllII TO CONTROL WHERE PAGE 
BREAKS OCCUR 

< Z Hem145082 Lens 1763 Poss 779 Tabs 3 Piles 

~ 
.PP) 

-
FF stands for form feed. Each time Apple Writer 
encounters a fo rm feed command embedded in 
text it is printing out, it tells the printer to stop 
printing on the current page and scro ll down the 
paper to the top of a new page before resuming 
printing. 

HINT: Apple Writer will print bottom line entries 
and footnotes on the last page of a document 
only if a form feed command is embedded at the 
end of the file. Do not fo llow a final form feed 
with a carriage return. 

CONDITIONAL FORM FEEDS 

A fo rm feed command is issued automatically if 
Apple Writer determines t hat the remaining text 
will not fit on the page as formatted . When you 
want to make sure that an entire text segment is 
printed on t he same page, embed a form feed 
command above the text segment, followed by 
t he number of lines in the segment. Apple 
Writer wi ll issue the fo rm feed command only 
if the number of lines left on the page is fewer 
than the number of lines left to be print ed. 

For example, suppose that you have set up your 
printing format so that 58 lines w ill be printed on 
each page (PL = 58 on the Print/Program Com
mand Menu) and after the 58th line has been 
printed, the printer wi ll advance to a new sheet 

Bad page break 

XXXJOOOOOOOOOOC• •«iao;;ccco:::c::cc::i:::co:o: :::: ccc:::oooooc:::o::cccc::cc:: 
xxxxxxxxx:coac:::::ccc:i::::cu :: : aooo::cc:aooc::cco::::::a::ioc:cc: 
xx:oooooooooooocco a c:c:c:cnccc::::::cc:::io:c: 
xx:oooaoc::accc::occcoccccooo:::accooo:ic::c:ic: 
XXXXXXXXXXXXJcc:: : ::::: :c ::o:o::cco::ccooc::oaa 
JOOOOOOCX.:c:::oxc:::o:::i:c::::.i:::i:rn::cc::J ::: ::: :cocoo: cc:c::: :: 
XXXXXXJCX:Cc:::o:::::oc:co:::c:oooco:::::o::: : occc::oo::c:::: o:: :: : ::c ::: 
c::::::occco::ccoco::::::aoocc:::ccoaoc::oc:io:::::ccoooi:•••••••• . 
iocoooooooooocc::iao:::o:cc: ooo:c::cc :::: : : :i:::J:c:: c::::: : : : :::::: : : oa:: ::a 
xx:ooooc:::c::cc::c:ocac::aacc::i::::cac::ic:oco::::ococ ••<IOCXlOOOOOOOOO 
JOOOOOCc:::c:::a:::::::::c:::aaa::::aoocx:ooooocoooo::ccc:c::::cccaaac::aaacccaaai 
JOOOOOOOOOOOOOO::::acac::xxxxx:o~ 
~ac:::::ccccc:ccaaaa::::::cacccOCCX) 

xxx. 
>00000000000000c:::::: :::::a:: ::::::ccccccc::ccacccccaixccc::coc 
cc::oc:::c:cc::c::a:::::caac::i ::::::::ccoca:::::cc cccc::c::aaa : 
c:ccoocc:::c:xx::a::c::c::cooo ::icca acc:::::::::::::::coccc::ccacc 

cc:::: ::::c :ac::cccccccccooccc::o o oc:::n:::::ic:n:::::::::: 
.::o:o:cc:::coc::Jca::c::a::::cca::::cc::cccc: :: :i: • 
:ocaccooo:c::.«'IOOOOOOC(cccccc : a::: cacccccco:cc 
xxxxxxx ::::: ::c::c::aoo:::ooca::Jcoocoooc:::ac:::ccac::i::::::cac::i::~ o::J::::aa::c::: 
XXXJOOOOOOOCOOOao::cc : c:a:::cooooooooooooaoo 
XXXXXXXXXXXXlOOOOOOOOOOOOCX 
XXXXX.'OOOQOOOCOOCOOOXXXXXXX>COCOOC : : ::: : c: c ::i: cc aa:: a: ooooo;:: a: o c:: a: : ::oo 
lOOOOOOCX . 
TADLf. 1. 1 

Product n«:'C? Puxb:t ru;eier Un price Uet Price 

Pag• l 

of paper. And suppose that in the document you 
are printing, there is a section t hat you particu
larly want printed all on the same page, but you 
are afra id that the printer w il l reach the 58th line 
before the w hole section has been printed. Th is is 
what the condit ional form feed command is for. It 
allows you t o tell Apple Writer to keep lines of 
text together. 

You embed the conditional .FF command 
above the text segment you want to keep to
gether, followed by the number of lines in the 
segment. For example, if you have a table that is 
9 lines long t hat you want printed together on 
the same page, embed .FF9 on the line above 
the table. When t he document is printed, if t he 
table won't fit at t he bot tom of one page, Apple 
Wri ter wi ll automat ically print it at the top of the 
next page-keeping all 9 lines together on one 
page. 
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Special Embedded Format Commands, continued 

Embed a conditional form feed 

Z MF.11146428 I.DI: 417 l'C6: 0 TAB: 0 PILE: 

~ 
XXXlOOOOOOOOOOO. 
lOOOOOOOOClOIXXlOOOOOOOOClOOOOXX~ 
~ 
lOOOOOOOCXlOOCO 
XlOOOOCOOOOOCiO 
. FP9 
TAllLE 1.1 

Product NlmC 

word processing book 
Financial -t bbolt 
General ocq:utet book 

Product n\IIber IJ.st price Net price 

100-100 
100-101 
100-102 

15. 95 
16. 95 
U . 95 

7.18 
7.63 
6 . 73 

~ 
XXXlOCOCOOOOOOO. 

Better page break 

c:: :::: ::::::a:::::acacocccc: :::: 

:;:,::,ii~l!i.:"''"'"'"'"""::'i:::i!::::::!:i~i!~ 
:::::cc 

:: IC. 
: ::::::::: 

CCC CO CCO :: 
::c:n:ccoccac:ccc CJJCCCJJ 

: : :ccao : o::::cc:m:ic 
cc:c:c::ioc::m: c acccc:cc:c:co:::o:mi:::c:c:o 
<lOCXlOOOJOCOOC ::::::cc: c : co ccc:cccac:o:ac:c:ca:aco::a:co 
c a oca::ic:coc::c:c:c:rn:i c:::c:::m:m 
ccc:ooc:coc: ::::: ::::coc:cacocoocco:c::i: ::cc:c::c:::aa 

c: ::c: : aocca: K. 

:: 
cc ocu:cco 

""'· 
: : :co 

cc 
J: :: ::c 

:::::c::::::c:::::::::: 
c::::c 

c 
aaca:coco:::coca:a ooaoa:aocaca:o:c:c:::c: ::c:: ::: :c:: :: : :: :aoococ 

w : :a: : c:ooc: 
:oco:c:oo:o:o:c:o::c:c::::c:c:oo:::::coo:co:c:c::c:c:o::a:ac:ooooco:ao 

xxxxx:oo:o:o:a::::o:cca:ao:a:a:ao o o oco aaccc:cc:ccc:cccccccoccc 
ca:::::c:co::m: a :o:o:c:c::oc:::cca::a:aococa:c:ccco::ioc 
iccc::::cc:o:o coo:::: c::: : a c:c::c:c:::x 

: : :::: :: :: ::accaoct 
: co o: ao:oc::ic 

cc :co c :: 
: ::: : ::::::::::::: 

"' "' c:c:: :: : : 

""'· 

a::icocoa: 
:: : ccac 

:::::c:::co:cc: J 

" oocc::iccocc:::ac::oo:o::c:n:::::c : ::::::o::::co : c::::c:c 
ooo a:oa:c:coc ::cc cococco:oc:oooa: 

XXlOCOOOOOOOC::: :a:ao:o:aoc::ic:cc:c::::c:ccccococc: J ro:xxxx 
QOooac::::c:c:::i:cocc:c:co a c:::ccc:a:co::i c cc ac:::ocacoca: 
: : :c:::a::::o:c:c:cc:::c:a:c:o c::::ca::o:oc:a::::o:c::::::i: cc: ::i:. 
cxio::cc:o::c::coc::::icocccccc :::a : c o a: 
ceca::: :::io::i:a:ac::c :c:c:co: : ::c::cc::io: 

:: : :::: 
x 
xxoocxxx. 
THU! 1.1 

JOO 

word processlnq booli: 
l!ln:l.ncial ~t book 
General oocpJter bodli 

:: : ::::::: 

OCiX 

PrcdJct ru:btr List price Net Price 

100-100 
100-101 
100-102 

.... , 
15.95 
16. 95 
14.95 

7 . 1 8 
7 . 6) 
6 . 7l 

PRINTING PART OF A DOCUMENT WITH THE END PRINT COMMAND 

EMBED 01!)[)@] AND 01!)[)[) TO 
PRINT ONLY PART OF A DOCUMENT 

EP stands for end print. When Apple Writer en
counters an .EPO command, it stops printing until 
it encounters an .EPl command, which tells it to 
start printing again. Thus, when you have made 
changes to only a small section of a long docu
ment and want to see how it will look in print, 
you can use .EPO to suppress printing of the parts 
of the document you didn 't change and .EPl to 
print the section you did change. 

The Apple Writer II Handbook 

The screen 

> z Ha111 44227 Lon: 2618 - · 144 Tab: 4 Pilo1 l'Ol LETrm 
. EPO) 
Local Business OWnerl 
000 Main Str eet) 
Anytown, KA 000001 
.cjJ 
I 
Save TlJre and Money by Giving Your Office Staff TlJre Off-With P<>yl) 
I 
.lj) 
I 
. EPl) 
Dear Nelglt>or: I 
I 
If )'OU' ve decided to buy a perscna.l OCl!pltec or word pcoc:essor for your 
buaineso, you ' ve aide a &m4rt deciaionl There az:e many aapect:s of your 
eve~ operation that can be autmated to save )'OU time and zroney. But ••• I 
. EPO) 
• •• there may be a hidden cost involved that )'OU di&l' t realize. Youc staff 

The prin tout 

Dear Nelgliior: 

If you ' ve decided to buy a personal oocrpJt.er or "'10rd p rocessor for 
yow: business, you've nedc a smart decision! There arc many aspects 
of your cvet)'doy operation that can be autanaUd to 84ve you tilre and 
zroney. azt: • • • 



GIVING YOURSELF A MESSAGE WITH THE INSERT COMMAND 

EMBED DIJJlfil WHEN YOU WANT TO STOP 
THE PRINTER IN PROGRESS TO REMIND YOURSELF 
TO DO SOMETHING 

The screen 

< z M4ou 44191 Lens 2654 l'Oas 2406 Tabs O rile• 
pencnal CCl!plters in tho of fice. In juat a fw abort (1-l/2 - 2 hoUral 
ci.u.o, your staff can learn the basics of opentl.ng a ~er, doing 
popeniod< with a word proceuor. or keeping your boots with an electronic ·-· '1118 best part ~ they l earn can be ..Uy "ffllied to the ll)'BtelD you 
have. With a IC\li<I background 1n the baaic:a, they'll be able to mke ...,... out 
of tboee mysterious -18 1n no time! 

• IN Change t o plain popcr hero. IPr~·-.,....-Rf:nlRN--l 

so, if you'd like to aaw tlma, money and trC<t>l.e-both for you and your 
~ve us a call at 871-5396. we ' ll be hllppy to send you the details of 
our current pr:ogr .. 1 

Yours sincerely, 

Geof911 llmlrah 
Preai-t, Personal Ccllpster Resources 

The .IN command allows you to stop the pr inter 
midway through printing a document in order t o 
give yourself a chance to do something, for exam
ple, to change the printwheel. You can use this 
command to give yourself messages on the screen, 
reminding yourself of something you might want 
to do before printing resumes. 

Like other embedded format commands, .IN 
has to be on a line by itself and the line has to 
begin with a period. Any message you want to 
appear on the screen should be t yped on the 
same line as .IN, and the line shou ld end with a 
carriage return. This means that you can use the 
.IN command only between paragraphs. If you try 
to use it within a sentence, the text following the 
command line w ill be printed as a new paragraph. 

The p rintout 

everyb:xty ~ with the operating manuals and try to f igure i t out. 
I f you' re very lucky, you bought a system vith a clea.rlY""'Written, 
easy-to-follow set of manuals. BJt the sad fact la, most 
docu:ncntation for pcroonal ocx:pztcr and vord procesaing systeCIG is 
IJJp>ssible for the beginner to fathan. (They s!Jit>ly ossuro too ruch 
prior k.nc:Mlcd:Je of cxmpJtcrs . ) So, chances are, your cr.ployees will 
spend a l ot of of YQU..r valuable t i.a getting nowhere. 

Out don ' t dcspair ••• becousc you have a third option! cne that ' s close 
to your location, incxpcnaive and l«Xl 1 t take your st Aff tNlly f ran 
thei r work for dayu at a time! 

PERS:lW.. ~ RES'.XIRCES , located near you, is OCM offering sb::Jrt 
<X>Uioes d<si9'l"d speciflca.lly to introcbce moa.11 business personnel to 
the use of personal c:oaputers in the office. In just a f e.1 short 
U- 1/2 - 2 hours) claascs, your staff can learn the basics of 
operating a carplter, doing paperwork Yith a "'°' d processor , or 
keeping your bookc with an electralic sprcadshect • 

'Ille best part is--ev<lrything they learn can be cosily applied t o tho 
syatm you have . With a ooU d back.9round in the basics, they' 11 be 
able to make sense out of t hose myste rious manual.a in no timel 

Once you have read t he message, done what 
you wanted to do, and are ready to resume print
ing, press RETURN to notify Apple Writer. In 
fact, it is a good idea to include a note to that 
effect in your on-screen message to yourself as we 
did in the example above. 

HINT: If you are going to be away from the com
puter while it is printing, you can embed a com
mand in your .IN command that will cause a bell 
to ring. The bell command in Apple Writer is [ G] 
(to learn how to embed control commands, see 
page 133). 
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Special Embedded Format Commands, continued 

PREVENTING TOP OR BOTTOM LINES FROM PRINTING ON THE FIRST PAGE 

For many documents, it is inappropriate to include 
top and/or bottom line entries- especially the 
page number-on the first page. To avoid having 
these entries print out on the first page, simply 
embed them in your document instead of entering 
them on the Print/Program Command Menu. 

EMBED A TOP LINE ENTRY AT THE BEGINNING OF 
THE DOCUMENT TO PREVENT IT FROM 
APPEARING ON THE FIRST PAGE 

The screen 

> Z llCJR:25958 Len: 1687 l'Os: 0 Tab: 0 Pile: 
.'IV Qtrly Repoct' L. JOOCll'l/4/85' 

XXXXXXlOOOOOClOOOOOOOOOOOOCO 
lOOOOOOOOOOOOC<. 
~ 
~ 
~ 
~ 
~ 
XlOOOOOOOOOOOOO. 

~ 
~ 

~. 
~ 
~ 
~ 
~ 
~ 

You embed .TL and .BL entries in the same way 
you embed other print format commands. That is, 
the command must be on a line by itself, and the 
line must beg in with a period. Since you are 
embedding the .TL command at the beginning of 
the file (i.e .. before any text}, you do not need to 
enter a carriage return before you enter the com
mand. You should make sure, however, that there 
is no preexisting .TL entry on the Print/Program 
Command Menu. Any command (not just .TL and 
.BL commands) left in the menu from a previous 
printing will take precedence over an embedded 
command. 

For example, say you have typed a report sev
eral pages long and you would like the header, 
"Qtrly Report L. Jones 3/4/85," to appear on 
all but the first page. So you embed the com
mand, .TL•Qtrly Report•L. Jones•3/4/8s• at 
the beginning of the file on the screen to sup
press the entry on the first printed page. Then 
you print out the document once. The .TL entry is 
suppressed on the first page, just as you wanted. 

The Apple Writer II Handbook 

Page 1: Top line suppressed 

• :::::c: :: c c c:: :m:: oc o 
J c 0 

: :X>CO 
:::o:oo 

JC c:c:: x:cccc h:XX 

: : a : :: :: . 
:: : JJ . .... 

::: 
JC OJJJ JCJ: ooc: JQJOCQQCCC ::rn::c: 

Jc ::o : :::ioo::ocncc •0 c cc : •>00::ioo:::m:: 
x. 

>1 .. co ::: :c 00 o :: crn;iooc 
:: :oc:.mc c one :::xooccocc 

IOOOOOOC " :a a o •o ::i:::ic:m:ioooo•o.::cc:n:oooo:.i cccnc:::::iooo c 0 

XXXXXXXXXXX'.C : JJ ::OOCCCQC JC JCCCIXXXXlOO JOOCCXIOOCOOOOCCCO 0 X 00000000 
>OOOOOC ccc::::::::c xx :on::aom : : ::::i» ox::::::::rnoooocxxxnx 

OJ 4 ; ;: COJJ J C C 
) ::: :::: 
:co ::: :::i:nc 

xni::: ::icoc : oJ ::::::::ac::i : wxxx 
XXXXX ::: CCCC ::JJCJ Q • 
c :cc : : : : : : : : c 

: :: : 

:::i en °c :c: 
XXXJO(O M0XXX: JCJ[[ MOO CJJ J • 

:oxio:lOCQXC C::.icJCJQCJIJ 0 <JCCCCCCJJJJ J JJXO:X:JQCCCCCJJCC 
Q J :::::: CJ J J; Q : QC: 

JJJJC: JJ ::::CCC CJQQ JC CC 
xxxn •o::ooon::c::c: <» oooo::iccc::iccn::cooc00 ooocc:: cc 0 • 0 oo 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX> • •• JJC:ccoooooooooooooo: 
XXXXXXXXXXXXXXXXXXXXXXXDXXXXXXXXlCOCO • • !QCl JC CCC JC CCC C J JC : JC : : CJ OO:XCOC 
x :c:c: :c: :::XXX> ::::: ::c •0 • 0 

,.. ::: :i: 

' :: DCC 
0 0 0 0 : :::i 

:cc::m::: ::: ::: 
• 0 CO>OOOCOJ cc 

: J 0 ::: :::cc:ccc .... 
::: :::::: 

::::::: ::: 
:::::: 

:: x:::cc 
::io::::cc:c::::::: :i:xxxxx:occ::c::i:c::: •0 •xxxx 

uooo<XXXl:c:oo:xoo::::c oo: :i::c:c:cccccwoooc ooocoocxxx 
CJ CLJJ J J :::c JC 
•o oo:::::: 0 c •00

•
0 

J JQJJJJCCQ 000 • 0 0 OCCCJJJQC OJOOOJJCJ <:OCOOXlCOCO 
XIOOOOCOOOCOCXXXXXXJOOOOCO !QOOOOOOQOCOOOCOOOO JC J J J J JOOOOCCXXXXXX 
xxxxxxxxxx:ccc::::::::::::c:ccoocxxxxxxxx::cc::ico o c COOIX)() ...... . .. .. 

JCCOOC J :::::cc C: 0 • 

::::::: 
: :o : :o: ::::: ::ooc::c:ic: c:::c 

c : c :::::::::a:oc:coo:ccc ::o: o 
:: ::::::xoxxxxx 00 cc::: J::rn:i:~ 00• 0 • 0 

J OCC C OCQC 

Page 2 : Top line appears 

Otr ly Report 

:: 

~: .... , 

L. Jorn l/4/llS 

JJO JCCJ'.JJJQ JCJQ 
OOO•OOCIOOOOOcc::::::)()OOO J::::::::::cc:o:cc Q QQ OMIOOOOC 
xxxxxxxxxxxx::cc: :cccc:ccc:cJOO!•••n• ••• • cccco::c::ioo::iocc:r:ocxxio 
• 0 o ax: :cc:icc coccoco::oooooo:xoxxaicococc:c : :xu • • • •0 • 0 • • 0 0 

XXX"" C JC CCJJ •a')o• 

But at the end of that first printing, Apple 
Writer automatica lly copies the top line entry 
from the embedded command onto the Print/Pro
gram Command Menu, making it a permanent 
feature of your print format. If you print the doc
ument a second time during the same session at 
the computer, Apple Writer will read the top line 
entry on the menu before it reads the embedded 
.TL command entry in the text. Thus, the menu 
entry will take precedence and the header that 
you didn 't want printed on the first page will be 
printed t here anyway. 



In order to avoid this situation, you should al
ways make sure that the top and bottom line en
tries are cleared from the PrintJProgram Command 
Menu before you print a document that contains 
embedded .TL or .BL commands. 

Unwanted TL entry on menu 

Print/Program Ccllmandaa 

Left llArgin (Ill) • 9 
Paragcaph llArgin (1'111 • 5 
Right 114rgin (!ti) • 79 
Top llArgin ('DI) • 0 
Bottaa llArgin (Ill) • 1 
Page - (Piil • 1 
Printed Linea (PL) • 58 
Page Inter/al (Pl) • 66 
Lino Interval (LU • 0 
Single Page (SP) • 0 
Print Destinaticn (I'll) • 1 
carriage Aetum (Oil • o 
Ulderline Tclten (tlr) • \ 
Ptint Hodo (IJ,FJ,Cl,llJ) • Ll 
Top Line TL) I 

"Qtrly Report*!.. Jones•J/ 4/85* 
Bottaa (BL) I 

//Page f// 
Presa RE'1\RI to Exit 

!Pl rint/Prog<am 1 

To erase a previous .TL entry from the PrintJ 
Program Command Menu, simply type [P] to get 
the prompt [P]rint/Program : Then enter TL 
with no t ext entry in response to the prompt and 
press BETURN. The space reserved in the menu 
for top line text becomes blank. 

!Pl cint/Pc09r'"" 1'11. 

Print/Pr09t1111 °""""'1da1 

Left ll4rgin (111) • 9 
Paragcaph KArgin (l'tl) • 5 
Right 114r9in CRiil • 79 
Tep HArgin ('IM) • 0 
Bottoll Ka<gin (Ill) • 1 p-- (PN) •l 
Ptinted Linea (PL) • 58 
Page Intecval (Pl) • 66 
Line Interval (Lii • 0 
Single Page (SP) • 0 
Print Deatinaticn (I'll) • C 
Carriage aetum (all • O 
l.bderline Tol<en (111') • \ 
Print Mode (l.J.FJ,CJ,RJ) • LJ 

TLJ I 

!Pl rint/Pt09r,.. 1 

EMBED A BOTTOM LINE ENTRY SOMEWHERE ON 
THE SECOND PRINTED PAGE OF THE DOCUMENT 
TO PREVENT IT FROM APPEARING ON THE FIRST 
PAGE 

> Z llSl1ID88 Lens 4457 1'081 CCS7 Tabs 323 Files 
~c~ 

~m.i7Page t// I 
XXXXXXXXXXXICXXCCCCCXIOCllXXXXlCCCCCCCIOCXXXXXXlOIXliXXXXXXUX 
~ 
~ 
~.I 
~ 

~····· ~CCCCCCOOOOCXXXIOCJCX••••• 

~CCCCCCCOOCIXICXXXXXX'1''''' 
XX.) 

The mechanics for embedding a .BL command are 
the same as for a .TL command-or any other 
format command. However, the requirement that 
it be embedded on the second printed page of 
the document makes the placement of a .BL com
mand a little more involved. 

First, you have to know at what point in the 
text the second printed page will begin. The easi
est way to determine this is to display the docu
ment on the screen before you print it out; that 
way you'll know what it will look like when it is 
printed. This means that before you can enter the 
.BL command, you have to change the print des
tination (PD) setting on the menu to 0 so you can 
"print" the document on the screen (see page 
120). 

WARNING: Since you embed the .BL command in 
the midst of other text, make sure it is preceded 
and followed by a carriage return. Also, before 
printing, as with the .TL command, check to see 
that there is no preexisting entry for a .BL com
mand on the Print/Program Command Menu. 
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Special Embedded Format Commands, continued 

Page 1: Bottom line suppressed 

JO : :::::::: ::: 
J: :::::::: :: 

: :: 
JI ::i::i:1:m: =:::i:::c 

c cc:: ::::: :: 
J :: :::: 

n : :c 
c :::::::::::::::::: ::::;:i::: 

xx. 

:: 
c o:c: 

: 
:::: :::::::: 

:i:o:ccc: n:::::: 
:::::: 

: : ::: 

:: : 

: : 

CCOOQ C c:: . 
: : :u: :::::::: ::::::coo::::c: :: :: co: 

:c::::occcccc:::::c:ccc : ::::: :::::o 
::::::cc :cc:c::rn:ic :::::: :c: 

cc : : c :::iccc:::c::o::i::::::c:::::::i : cccc::ccccc:: o 
C ::cJOCCJJJJJJJJJ'.JJJJ J :::; JJJCJJ JC CCOCJJCCC 

: :: : : ::i::occcco::i:c::ccc::ioo::ccc:c:io:1ccc: • :c::c:c1 
c:::occ :::n:::c::icc:::::cccc:cn:::oc ::c 

:::::: 

::: 

::: 

xxxxxxxx. 
CCJJ: JJJJJC 
:::: ::::: ::::: :::: :: cc::::a::oc:: ::cx::i::i:::n:c:: ::c::::o:: ::: 
cc : :cc::::occ:cc:::coc:c: ::::::ncccc::occ:c::io a:::i 

cccc::::i:::cc:::::i:c:::::::cc:i:i:i:iccc::i:i:icccc::i::ioc:::::ic:::::::ic::i:::i:::cc 
x:cc::::c::::i::i:::::ic:c:::::::ic:cccc::ic:::cc:c::ixo::ccccc::i::iocco::icoc:co:rncc:::c:xxxxx 

oooo::::icoc::i:: :>oc::oc ::::::i:ic::c::i:::ic:::coc::::::::::o::::::::i 
:cc: : :cc: : ::c::icocc:c::i::::iooccccoocc::::oc :c 

cc : 
c:::c: 

:: :: :xx 

xxxxxxxx. 
: ~ : : : : 

: :::::::c :: :: cc:::::c::::::::::::: 
: :: : ::::::::: c:::n::occcoo:on:::: 

:c::c:oco : :c::cc 
:c::c:::::: :::: :rn:icc::::iccocc:::c ::::c::c:::cccc ::::: • 

::o::: :::::::cc:::c:o:::::: :: Jc 
CJC ::: JJCJCJCCQC >CO C :.J OJC J ::::oc 

: :ccc:c:o:::cc:n::::::::occco:n::c 

::::::: 
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Page 2: Bottom line appears 

Otrly RepOrt 

x:mcc: 
JOOOCXXXXlCXX)( : 

: :: : 
VVJ..,:;oo• 
"Vii. -m -m 
W:: 
x. 

L. Janee 

J OOO()C()OQJJJJJ 
cco: :: :: :o c:ccc::ic:: 

:: :::c 
JO 

::: :::: 

JJ : : 

c: o:::: 

c:: 
:: 

)/4/16 

: J : :: : : 

' 
n:: ::: 

: :: ::::::c:c 

J : :c:: K:COOOl.)(XJ000000°C :: CCOIXJCJO:OCQJJJ o~cc: 
• 0 00• 0 •oco c::u cc::i:nnccccccccc:cc: 0 • :::c::::::: 00 • 0 

>OOOOOCXXlOOCOOC COO tJCCCCC •000 • :c:: :XXXOCO\Xll 
coocccc 0 :o :::o::::::::::c •00 c:co::oc::i::i::::::::: JOO :::::cccoc:oo: 

XXXXXXJOOOOOOOOOOOOCOOJ ooc::io:::occ~uccoo•o•QOOJCJJ::::::::: • 0 
c ::.io::ccc:: ::::oooccoooooox::::o:: 
xxx: : enc: :o ::i:o 
::::::::::::: ::: 

: ::: 
::: 

: : 



Achieving Special Effects with Your Printer 

Most printers have their own commands to add 
emphasis to the text or change the look of the 
characters themselves when they are printed on 
paper. These include underlin ing, printing in bold
face or shadow print, changing the typeface (dot 
matrix printers only), entering superscripts and 
subscripts, and placing footnotes at the bottom of 
the page. These commands are usually escape 
commands, which means that the code character 
is preceded by pressing the ESC key once. 

We can't discuss all the escape commands used 
by all the different printers (the author has two 
printers and they use totally different escape com
mands). But we will cover the basic steps for en
tering escape commands in general. We suggest 
that you consult your printer's manual to discover 
its specific escape commands (collectively known 
as protocol) . 

Again, as with the print format commands, the 
problem of how to send these commands to the 
printer while printing is going on is solved by 
embedding commands in the text. But embedding 
escape commands is done differently, as we shall 
see. 

STEP 1. TYPE icTRLI~ TO TURN OFF THE NORMAL 
FUNCTIONS OF THE ~ KEY 

> V z He:u44239 Len: 2606 Poe1 62 Tab• 0 File: l'Ot LE.'l'l'ER 

LOc:al Business Owner 
000 Kain Street 
Anytown, HA 00000 
• cj 

Save Time and Honey by Giving Your Office staff Time Off-With Payl 

• l j 

Dear Neigl'bot I 

If you've decided to buy a peteonal ca:rputer or word processor for your 
business, yw've cade a Blll&It decision! 'llle.re ai:e 11111ny aspectlJ of your 
evecyday operation that can be autanat<d to save you time and RDney. llUt ... 

• • • there moy be a hidden coat involved that you didn't realize. Your staff 
ia going to hove to learn to operate t!'.e new equipient. And lf your ent>loyees 
are like million& of Alllericans, they llllVO never used a COllplter before. 

What are your options? well , aoat of tllel:I are both expensive and 
timroon8ulling. 

Before you can enter an embedded escape com
mand, you have to release the ESC key from its 
normal Apple Writer functions (see page 37 and 
TIPS on page 144). You do this by typing [V], 
which turns on the control character insertion fea
ture and turns off the normal functions of the 
ESC key as well as several other important func
tion keys. When you type [V], a V appears on the 
Data Line next to the Z, to let you know that Ap
ple Writer is now in the embedding mode. 

When V appears on the Data Line, you cannot 
use the DELETE key, any of the arrow keys, the 
ti key, or the TAB key. In fact, if you try to use 
any of these keys, all of them except the DE
LETE key (which will do nothing) will produce a 
reverse (dark on light) capital letter on your 
screen. If you press one of these keys by mistake 
when control character insertion is on, type [V] 
again to turn off control character insertion and 
then use the DELETE key to erase any unwanted 
reverse characters. Remember to type [V] again 
to turn control character insertion back on after
wards. 

With V on the Data Line, you can use the RE
TURN key, the CONTROL key, the SHllT and 
CAPS LOCK keys, and the o key, with which you 
can insert glossary terms (see page 48) and get 
the help screens (see page 32). 

STEP 2. PRESS ~ AND ENTER THE LETTER CODE 
FOR THE COMMAND YOU WANT 

> V I - 144237 Lm\1 2608 Poe1 64 Tobi 2 Plle1 l>Ql µ:rrER 

Local -in.a Owner 
000 ll&ln su-
Anytolm, "" 00000 
.cj 

("6IMI Tim and Henly by Giving Your Office Staff Time Off-ifith Payl 

.lj 

Dear lleiglj)or • 

U you've doc1dod to buy a puaonal OOlq?Ute< or word processor for your 
blaimaa, )'<)U' ve .- a mart deciaionl 'lbllre are WI)' upecta of your 
~ -atJ.on that can be -ted to..,.,. you time and ainey. i.ii: ••• 

••• there •Y be a bidden ooat involved that )'CU dlckl't reollze. Your staff 
ia goin;I to - to l earn to -- tho ,_ -1i-it· And lf your eipl
are like allliGM of Amoricona, they hove ,_.. used a COllplter before • 

- are your cptione? Well, ""8t of ti- are both ._,aive and 

~-

A reverse [ (the escape symbol) appears in your 
text, followed by the letter in regular form. De
pending on which letter code you enter, your 
printer will begin to do one of several things 
when it encounters the embedded escape com
mand. For example, it might begin to underline 
all the text that follows the command, or it might 
print the text in boldface. 
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Achieving Special Effects with Your Printer, continued 

STEP 3. TO TURN THE FUNCTION KEYS BACK ON, 
TYPE icTRLl!I) AGAIN 

> Z llm144237 IArll 2608 l'l>81 64 Tobi 2 Pile1 PO\ u:rn::R 

LOcAl euaine&a o.ner 
000 ll41n ~eet 
~. Kii 00000 
.cj 

1.- TU. and llonoy by GivinJ Your Office Staff Time OU-Ith Payl 

.lj 

Dear Neighboci 

If you've decl.docl to buy a peraonal C>Clq)Uter or word proc""80r for your 
bua!nM&, you• .. llllldo a llllllCt. clocialonl 'D>ere are many aspecto of your 
ewcyday opuatl<ln that can be .-ted to save you t.iJ:>e and -..y. ait ... 

... tbete ~be a hlddeo ooat !mlolved tbat you dla.'t reallie. Your staff 
la golnJ to bne to lum to -rate the new ~. And if your -1-
ace like llilllonll of -rl.cala, they bne never UMd a ~er before. 

- ace your opUorw? Nell, -.t of thm ace botb ._,alve and 
~-

As soon as you type [V] again, the V disappears 
from the Data Line and you are able to use all the 
keys for their normal functions again. ([V] is a 
toggle command, turning the function keys on 
and off as you continue to type it.) 

If you make an error while entering an escape 
command or if you need to delete something, 
simply type [V] to use the function keys briefly 
and then type [V] again to proceed with embed
ding your command. 

HINT: If you have an Apple-compatible dot matrix 
or letter-quality printer, you can use the glossary 
file called SPECIAL on the Apple Writer Master 
disk to embed many of these commands without 
going through the steps described above (see 
page 51). (Also see the Apple Writer lie manual, 
page 58.) 
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TURNING OFF AN ESCAPE COMMAND 

The screen 

> V l -144235 Len1 2610 l'l>81 133 Tlb1 71 Plle1 PO\ UTl'ER 

L0cA1 euau- o.ner 
000 ""111 ~
~. Kii 00000 
.cj 

1.- TU. and llonoy by GivinJ Your Office Staff Tia Off-illth Paytl• 

.lj 

Dear Neighbor1 

I f you've cloclded to buy a penicnal ~er or word proceuor for your 
bualma, you've llllldo a mart clocialanl 'D>er• ace ""'1Y upecta of your 
~ opeut.lon that can be IUt<DotAd to NYW you tu. and llX>IY• But ... 

... tbete ~ be a hlddon OOlt !mlolved that you d.lm't r...UZ.. Your staff 
la 901nJ to have to learn to operate the ,_ ~. And if your -1-
are like llilllona of - rl.cala, they have never UMd a ~ before, 

- ace your opUorw? weu, -.t of - ace botb ._,alve and 
~-

Except for commands that change the typeface, 
which you might use for an entire document, es
cape commands must be turned off when the 
function for which they were entered is finished 
(e.g., underlining or boldface) . Escape commands 
are not toggle commands; another command is 
always required to turn an escape command off. 
For example, on some printers the command to 
turn on underlining is ESC X and the command 
to turn it off is ESC Y . 

The printout 

Loc:Al Business o.ner 
000 llo.ln Street 
MYtown, Ill\ 00000 

- Tia mid lloDey by GiviDlj Your Office Staff Tia Off-With Pllyl 

Dear Neighbori 

If you'w decldecl to buy a persono.l coapiter or word processor 
for your business, you've e>ade a SIM.rt decis!Cll l 'lbere are many 
aspects of your everyday operation that can be autaoated to save you 
time and mney. But ... 



SUPERSCRIPTS AND SUBSCRIPTS 

To print a character above or below the rest of a 
line- for example, a raised footnote number or a 
subscript in mathematical notation- Apple Writer 
uses two escape commands: ESC U to print below 
a line, and ESC D to print above a line. To print 
either above or below the current line, you have 
to embed these commands together; whether the 
off-line printing is done above or below the line 
depends on the order in which you embed the 
commands. That is, if you want to print a super
scripted character (above the line), you embed 
ESC D before the character and ESC U after it. 
What happens then is this : when the printer reads 
ESC D, it scrolls the paper dow n and prints the 
next character(s) above the rest of the line. Then 
when it reads ESC U , it scrolls the paper back up 
and continues printing the rest of the line. To 
print a subscripted character (below the line), you 
reverse this process, embedding ESC U before the 
character to scroll the paper up and ESC D after 
the character to scroll the paper back down. 

STEP 1. WITH THE APPLE WRITER MASTER DISK IN 
DRIVE 1, TYPE lcrRLll£] I!) TO LOAD THE 
GLOSSARY FILE CALLED SPECIAL 

ADDITICIW. f'1Jl01CllS 11mu 

A. LOad Tab Pile 
s . save Tob Pile 
c . LOad Print/Program Value File 
D. save Print/Program Value Pile 
E. LOad IGJ lossary File 
P. save IGI J.ossary Pile 
G. TOggl c C4criage l<etum Display 
H. 'l'Ogglc Data Line Display 
I . Connect Keyboard to Printet 
J . o:invert Apple Writer l . l Files 
K. Qui t flllple Writer 

Prcso REl'll!N to Exit 

Dlter your selection (A - Kl :& 

Dat er file NU:1C :SPEX:IAL,Dl 

Normally, you would use the steps outlined above 

STEP 2. HOLD DOWN THE @) KEY AND PRESS 
II) TO EMBED ESC U 

< z Hm:46488 Leru 357 Po1i; 357 Tab; 0 Pile 1 

~ 
~ 
XlOOQOCCOOOOCOOOOOOCXXXCCCCCCIXlOCCCCCCCCCCCCCCCCXXlOCCCCDCCXXX 
~ 
lOOOOCOOCOOOOOC. (U 

When the cursor is where you want it, nold down 
the a key and press the l key to embed the com
mand, ESC U . The ESC character, [ , and an upper
case U will appear together at the position of the 
cursor. 

STEP 3. HOLD DOWN THE @) KEY AND PRESS 
II) TO EMBED ESC D 

The screen 

< z Mmu46485 Len: 360 Poe: 359 Tab: 359 Pile• 

~ 
~ 
XlOCXXlOCOOCXXXCIXlQOCOCXXXXlCOCCCOCOOOOOCXlOOOOCCCCCCCCOCCCX 
>C CCCCCCOCXIOOCOOOOClCCIXlOCOOOOOOOCCXCCCCCCClQCOCOCOCCOOO 
lOOOOClOCCCOOOO. (Ul(D 

When the cursor is where you want it, hold down 
the a key and press the t key to embed the com
mand, ESC D. The ESC character, [ , and an upper
case D will appear together at the position of the 
cursor. 

The prin tout 

to embed these t w o escape commands. But luck- xxx.l 

ily, you don't have to because they are included as 
glossary t erms in the SPECIAL fil e on your Apple 
Writer Master disk. To embed them from the glos-
sary, you simply have to load SPECIAL into the 
glossary buffer by typing [Q] and entering E. 
When the prompt Ent.er file name : appears, en-
ter SPECIAL,Dl and press RETURN. 
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Achieving Special Effects with Your Printer, continued 

AUTOMATIC UNDERLINING 

To underline text with Apple Writer you just in
sert a backward slash, \, immediately before and 
after the word or words you want underlined. 
You won't see the words underlined on the 
screen, but when the text is printed out, any text 
enclosed betw een two backward slashes wi ll be 
underlined with a single rule. 

Whether or not the spaces between words will 
be underlined depends on the printer you use
some printers will automatically underline spaces 
and some won't. If your printer doesn't underline 
spaces, use the uppercase dash in place of spaces 
between words. 

Apple Writer's underlining technique will only 
be accepted by a few compatible printers (see 
page 116). If yours isn't one of them, consult the 
operator's manual for your printer for inst ructions 
on how to prepare text to be underlined. 

The screen 

< z Hem146543 Lem 302 Pos1 263 Tobi 262 Pile: 

TO underline text with Apple Weiter you just insect a baclcwacd slash, 
J.mediately before and after the text you want underlined. You """'t see the 
words underlined on the screon, but when the text is printed out, any \ text 
enolOGed bct""""1 two backward slAShes\ will be onderUned with a sinc}le rule. 

The printout 

To Wlderline text with Apple Writer you just insert a backward slash, 
imrodiately before and after the text you wont underlined. You won ' t. 
see the words widerlined on the screen, but ~hen the text is pr inted 
out, any text enclosed betwggn two backward elasbes will be 
underlined with a singl e rule. 
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TIPS Printing Footnotes at the Bottom of 
the Page 

The screen 

H • :: c Q 1l i :rn:::c J CCC 
:c Q :co:::cccJJCCCCCC ¥ c: :: : J c CC::ICCCCCOCCCCCCt 

C :X:J CCICCQC CCC J J~ J C C CCC C:: J :o CCCOOCC:CCC 
:::::: ::: ca cc: cccc::ccc:c:c:cccccoccc_cc:c:xnc :i:t wqi c:occ:o:cccccccoc c 

c::cc:11:: ccc:x:::i:c: : :: .tUllD l<IUJ ID see K&ctin, 1981>) 

To ensure that a footnote will be printed at the 
bottom of the page on which it belongs, type it 
anywhere within the text on that page and en
close the entire footnote in parentheses and 
pointed brackets, as shown in the illustration. 

The printout 

::::i:c::ic:: ::i::o:ccaoc:cocc:: o::o:c:::::::: o:ooocc oac::::cr::cc:JOOOOOOCXXX 

lOOOOcc:c::::>:::::c:'.XXIOOOOOOOC(Jc:ocrxJOC<X:OOxxxxx::::co::::cco:::::;:o::i: : ::c:oocx 

XXlOOOOOOOOOC::c :c ::ioocx:c::: :: : :::: :: no::: ::::: :: :::::ooooooc:::: ::J::J:::::::oooooooco 

xxxxxxxx.xxxx:::::::::::nXXlOOOCOX: :::: :c::: ::J::i:::::xx:::::ococ:::::0000000C1 

xxx.' 

l Stt Hartin, l9RJ 



Printing a Document 

DISPLAYING YOUR FORMAT ON THE SCREEN BEFORE PRINTING 

Before you print out a document on paper, you 
might want to see how it will actually look. You 
can do this by "printing the document to the dis
play," which means sending a copy of the docu
ment to the screen display instead of to a printer. 

STEP 1. TYPE icTRLI!!) TO GET THE PRINT/ 
PROGRAM PROMPT 

< I _,,423, Lau 2611 - · 1.57 Tlb1 0 Pile1 
000 llain Street 
Arl)'tcMI, 1111 00000 
. c j 

save Tim Ind llon8y by Giving Your Offi ce Stat! Tl.me Off-Wi th Payl 

.1:1 

-. Noiglmori 
. pa'! 

If you've decided to buy a pe.-.al ccqiuter or word proceeaor for your 
bl.mU-, you've mcle a -1: deciaionl -n.re are llliJllY aspecta of your 
everyday operat.l<n that """ be -- to ....., you tiJle and acxwy. But • •• 

••• there ny be a hiddln coat invol ved that you diai't roalho. Your staff 
ie going to have to learn to operate the new equipnent. l\nd if your arployeoo 
are l.IJ<e lllilliona of Amricana, they have never used a ll<lqlUter before. 

(Pl rint/Progrm • 

When you type [P], the prompt (P]rint/Program: 
appears on the screen. 

STEP 2. TYPE !!)!£)II) IN RESPONSE TO THE 
PROMPT AND PRESS RETURN 

(Pl rint/Program 1PCO 

After you type PDO and press BETUBN, the 
prompt disappears and it appears as if nothing 
has happened. But in fact, the print destination 
on the Print Program Command Menu has been 
changed to 0-the setting for printing to the dis
play instead of to a printer. 

STEP 3. TYPE lcTRLI!!), THEN ENTER!!)!!)[) IN 
RESPONSE TO THE PROMPT AND PRESS ~ 

!Pl rint/Progr m •Sl'l 

Entering SPl in response to the prompt tells Ap
ple Writer to stop for another sheet of paper at 
the end of each page. Of course you won't be us
ing paper, but this is helpful because your docu
ment will scroll up the screen as it prints. Stopping 
at the end of each page will make it easier for 
you to follow the text. 

STEP 4. TYPE lcTRLI!!) AGAIN, THEN ENTER Ifill!) 
IN RESPONSE TO THE PROMPT AND PRESS 
IRETURNI 

(Pl r int/Progrm 1NP 

A message appears, telling you to insert a sheet of 
paper and then press BETUBN to proceed with 
printing. This is because you selected single page 
in Step 3 above. Just press BETUBN. 

Formatted screen printout 

llhort courses desi<;>ed specifically to introclx:e s:ool.l business 
pereonnel to the use of perllOllAl oazpJtera in the office. In just a 
few ahort (1-1/2 - 2 bouts) claa8e8, l""" staff can learn the basics 
ot oper a.t.i.ng a cx:q:iute.r, doing pa.perwork vith a word processor, o r 
-._1.ng your books vith an electronic apreodaheet. 

"nlo beat part is-everything they learn can be easily awl!ecl t o 
tha ayst en you hove. With o ool!d background in the basics, they' 11 
bo ablo to make sense out of thooc myut eriouo iraanuals in no time I 

so, if you'd like t o 84ve tiJno, snoney and trouble-both for you 
and your staff-.,i ve us a call at 871- 5396. · We 'll be happy to G<nd 

I Inoort shoot, press REl'tllN I 

Your formatted document will scroll up the 
screen. If you want to stop it before it reaches the 
end of a page, press [SJ. (Remember that [SJ 
also restarts scroll ing.) 
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Printing a Document , continued 

This is the time to check for such things as page 
breaks in the right places, and so on-especially if 
you have used many headings and subheadings 
(see page 127). 

PRINTING OUT A DOCUMENT 

After you have finished formatting a document, it 
is very easy to print it out. 

STEP 1. MAKE SURE THE PRINT DESTINATION (PD) 
AND SINGLE PAGE (SP) SETTINGS ARE AS YOU 
WANT THEM 

Print/Proqram Cannands: 

Left MaJ:gin (UI) • 9 
PAragropb Hargin (Pit) • 5 
Right Margin (ffl) • 79 
Top Margin ('IM) • 0 
llottao Hargin (JlM) • l 
Page NUrber (i'N) • 1 
Printed t.ines (PL) • 58 
Page Interval (PI) • 66 
Line Interval (LI) • 0 
Single Page (SP) • 1 
Print DestinAtion (Pl>) • O 
carriage Return (CR) • 0 
lblderline T<lken (tlr) • \ 
Print Mode {L) , FJ, CJ, RJ ) • Ll 
'I'Op Line (TL) I 

Bottom Line (BL) : 

STEP 3. TYPE lcTALll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

> Z Mu:u'4234 Leu 26ll Pas: O Tab: 0 File: 

Loc4l Buaineaa OWner 
000 MoJn St.teet 
llnytown, HA 00000 
. cj 

Savo Time am Money by Giving Your Office Staff Time Off-ifitb Payl 

.lj 

If you' ve dec!dod to buy a personal ccqiuter or ..,rd processor for your 
buainesa, you've vDde a smart declaioot There are m.'11\Y a.spect.S of your 
everyday operation tllat can be autaoated to save you t..IJoe am mney. But .. . 

.. . there moy be a tu.-i cost involved that you dial't realize. Your staff 
is going to have to learn to operate the nev equipnnt. And if your """1oyees 

IP] rint/Proqra:o 1 

Presa REl'IRl to Exit Typing [P] turns on the print mode, which allows 
<PJ rint/Program :Pill you to make format changes and also to print out 

a document. 

Always make sure you set the print destination to 
the correct slot number before you initiate print
ing. Also, if you are going to use single sheets of 
paper, set SP to 1; otherwise, keep it at 0. (See 
page 120). 

STEP 2. TURN THE PRINTER ON AND MAKE ANY 
NECESSARY ADJUSTMENTS TO IT 

Make sure you turn on the right printer and that 
there is paper in the feed . Also check to see that 
whatever setting controls (e.g., pitch, paper 
length, or line spacing) your print er has are ad
justed the way you want them. 
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STEP 4. TYPE Ifill!) 1N RESPONSE TO THE 
PROMPT AND PRESS IAETUANI 

(Pl rint/Program :NP 

As soon as you type NP and press BETURN, 
printing w ill commence. Your document will be 
printed by the printer specified as the print desti
nation (e.g., PD1). 



Saving a Formatted File on Disk 

You can use t his option when you want to give a 
disk copy of a document to someone who doesn't 
use Apple Writer. As the printing process takes 
place, Apple Writer translates your print format 
settings into control and escape commands from 
which a printer can work. Thus, if you give some
one a disk copy of a document that has been 
printed onto the disk rather than saved in the 
usual way, the print control commands are 
embedded in the document, ready for another 
printer to work from. 

STEP 1. CHANGE THE PRINT DESTINATION {PD) 
SETIING ON THE PRINT/PROGRAM COMMAND 
MENU TO!]) 

Print/ProgcilO C<l:r.1ndo: 

Lclt ""'9in (IJI) • 9 
Paragraph 11AI9in (l'tl) • 5 
Ri¢lt MoC<Jin (llll) • 19 
Top Margin ('Ill) • 0 
Bot.ta:I MoC<Jin (llll) • 1 
Poge !l.ll:l>cr (I'll) • 1 
Printed Linea (PL) • 58 
Pago Interval (PI) • 66 
Line Interval (LI) • o 
Single Page (SP) • 1 
Print Desti!l4tion (PD) • 1 
car cl.age Retllm (CR) • 0 
Olderline Token (Ill') • \ 
Print Mode (tJ , FJ, CJ, RJ) • U 
Top Line ('IL) : 

Botta:I Line (BL) I 

Press RI:IUlN to Exit 

IP! rint/Progr,.. : P!l8 

There is no slot 8 on the lie, so Apple Writer is 
preset to interpret slot 8 as a command to print to 
a disk. {Apple Writer for the II+ does not have 
this feature.) 

STEP 2. TYPE lcTRLll!) THEN [fill!) AND PRESS 
I RETURN I 

IP) rint/Progcom 1NP 

Before printing begins, Apple Writer prompts you 
for a file name. (Every document on a disk has to 
have a file name.) 

STEP 3. ENTER A FILE NAME, SPECIFYING THE 
DRIVE YOU WANT TO PRINT TO, AND PRESS 
IRETURNI 

LocAl Buaines• Owner 
000 Ho.In Street 
Anytol.n, MA 00000 
. cj 

5ove Tilllc and Money by Civing Your Office Staff Time Of~ith Poyl 

. lj 

Dea: lle19Jixm 
. pr6 

If you ' ve decided to buy a peclOllal CXll!plter or word pcocesaoc foe ycuc 
buaineaa, you've IMde a ....art decilionl '111ece ace ..any upecta of ycuc 
C!Yecydoy operation that can be auu:e..ted to save you tiJlie ond -· ~ • • • 

... there my be a hidden cost involved that you clickl't realhe. Yout ltaff 
is going to hove to loam to _,ate the ,_ -1poent. And lf ycuc 1111>1oyem 

Dltec file""""' : SALES Ll:I'ml 

The drive whirs and the red light goes on, just as 
though your document were being saved in file. 
But if you load it afterwards, you will see that the 
print format commands were executed in the 
printing process and your document is now dis
played on the screen in the format you specified 
(i.e., with paragraph indentations, double-spaced 
lines, page numbers, etc.). 
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Using Your Keyboard and Printer as a Typewriter 

You can connect your keyboard directly to the 
printer, if you like, to do things like type enve
lopes or single invoices. (Apple Writer for the II + 
does not have this feature.) 

STEP 1. SET THE PRINT DESTINATION (PD) TO THE 
PRINTER YOU WANT TO USE AND TURN THE 
PRINTER ON 

Prlnt/ProgrSI Cmc>ondol 

Left Mar<Jln (UI) • g 
Paragrlt{:b Kar<Jln (I'll) • O 
Right Mar<Jln (Ill) • 19 
Top Margin ('DI) • l 
BottaD Margin (Ill) ,. l 
Page IUl>er (PIO• l 
Printed Llnee (PL) • 58 
Page Interval (Pl) • 66 
l.lne Interval (I.I) • O 
Single Page (SP) • 0 
Print lle8tlnation (I'll) • l 
Carri.age ~ <OU • o 
lhlorline Tclken um • \ 
Print tt>de: (LJ,FJ,c;J, AJ) • LJ 
Top Line (1JJ I 

Botta:ILine (BL) I 

Presa REnRI to Eldt 

(PJ tlnt/Progr• I 

Make sure that you set the print destination cor
rectly so that Apple Writer will send text to the 
printer you want to use. Also, don't forget to turn 
the printer on. 

STEP 2. TYPE lcTRLI~ THEN[) TO TYPE 
DIRECTLY FROM THE KEYBOARD 

Proaa Corl.molrQ to Quit 

Selection I from the Additional Functions Menu 
connects your keyboard directly to the printer, by
passing memory. This means you can use this fea
ture without first clearing memory or worrying 
about whether you have saved a f ile you were 
working on-nothing in memory will be affected. 
When you type [Q] I, the message Press Control
Q to Quit replaces the memory display. 
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STEP 3. START TYPING 

Depending on your printer, what you type is ei
ther printed immediately or it is delayed until you 
press RETUBN. (Note : When using your key
board as a typewriter, you have to press RE
TURN at the end of each line.) 

STEP 4. TYPE i cTRLI~ TO STOP TYPING 

Typing [Q], by itself, takes you out of the direct 
printing mode. 

TIPS Warnings About Using Selection II) 
from the Additional Functions Menu 

• If you are typing from the keyboard directly to a 
dot matrix printer, you may find that the screen 
display looks odd-it may have an echoing effect 
or start to print diagonally down the screen. To 
avoid this, after you turn on the direct typing fea
ture, type [I]BON (make sure you type an upper
case N). 

• Your printed page will reflect the screen display 
format when you print directly from the key
board. This means that margin settings on the 
Print/Program Command Menu will be ignored, 
and each line will begin at the lefthand edge of 
the paper (column 0) and end at the 40th charac
ter if you don't have an 80-column text card, and 
at the 80th if you do. The '.?AB key also won't 
function in this mode. Therefore, if you want to 
begin a line in any column other than 0, you must 
carefully use the SPACE bar to get to where you 
want to begin typing . You won't have a Data Line 
on the screen display to tell you how far you've 
gone across the page, so use the SPACE bar 
slowly and carefully to make sure you indent no 
further than you intend. 

• According to the Apple Writer lie manual, if you 
have an Apple Super Serial Interface Card, you 
must type the sequence [I] T (space) E RETUlll'lf 
before typing any text directly to the printer. 



Printing Several Files as One Document 

You may sometimes have to save a very long doc
ument in several smaller files and then put them 
together for the final printout. There are two 
ways in which you can print more than one file as 
one document. You can do it manually, clearing 
memory and loading and printing a new file each 
time a file finishes printing. Or you can run the 
WPL program called CONTPRINT from the Apple 
Writer Master disk. Although CONTPRINT requires 
a little more work at the beginning, after it is set 
up you can walk away from the computer because 
it will take care of all the clearing, loading, and 
printing functions by itself until the last file has 
been printed. (Apple Writer for the II + does not 
include CONTPRINT on the Master disk. We have 
included it in the Appendix, however, so you can 
enter and save it yourself. See page 185.) 

MANUALLY ... 

< Z - 145087 Len: 1758 1'<>61 1758 Tab: 359 File: FILE 2 
~ 

~ 
~ 
~ 
~. 
~ 
~ 
~ 
~ 
lOOOOOOCOClOOOC. 

(Pl r lnt:/Progrm :CP 

Print the first file as you wou ld any file (see page 
138). When the file is fin ished printing, clear 
memory with [N] (see page 61), load the next file 
you want to print with [L] (see page 95), and 
type [P] C P to tell App le Writer you want to 
continue printing. 

The second file will start printing where the first 
one stopped. If you are using page numbering, it 
will remain consecutive. 

Follow this procedure until you have printed all 
the files you want to include in the document. 

AUTOMATICALLY . .. 

The Apple Writer Master disk must be in drive 1 
before you can use the CONTPRINT program. 

STEP 1. SAVE ANY TEXT YOU ARE CURRENTLY 
WORKING ON IN MEMORY WITH lcTRLll!) 

< z 11a:1143011i Leru 3759 -· 3752 Tab1 2n Pile1 
~ 
~1011IOOQCOOCCCCICXICXIOQOOOCQCI 
XXlCCCCIOCIOOCC. 
~ 
~··••ooa 
~ 
~ 
~. 
~ 
~ 
XXXXlOOOCC~ 
JIXlCCCICCIOOOCCCICXXXXXXX. 

(SJ ave 1ClllRfm' l«lRK 

It is particularly important to save your text be
cause the CONTPRINT program erases memory 
(see page 86). 

STEP 2. TYPE lcTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

IPJ rlnt/Progrom 1 

When you type [P], the prompt [P]rintJProgram : 
appears on the screen. 

STEP 3. IN RESPONSE TO THE PROMPT, TYPE: DO 
CONTPRINT,D1 AND PRESS IRETURN I 

IPl tlnt/Progra 100 Cx:tlmUNl',01 

Drive 1 whirs for a short time and then the mes
sage Enter name of first file to be printed: ap
pears on the screen. 
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Printing Several Files as One Document, continued 

STEP 4. ENTER THE NAME OF THE FILE YOU 
WANT PRINTED FIRST AND PRESS IRETURNI 

.... a:Jll"l?«E PRIN? .... 
Enter .- of flnlt file to be printech SALES RmJ!1' 1 , 02 

If the file you want printed isn 't in drive 1, you 
must also specify t he drive number after the file 
name (e.g., File name,D2). A second message 
Enter name of next file to be printed : appears. 

STEP 5. ENTER THE NAME OF THE FILE YOU 
WANT PRINTED SECOND AND PRESS IRETURNI 

...... a:tlrIME PRIHr ..... 
Dlter """"' of first file to be printed1 SALES IUlQ!1' 1,02 
Dlter nam of nut file to be printed• SALES REPORr 2 

The message Enter name of n ext file to be 
printed: will continue to appear as long as you 
keep entering file names. 

STEP 6. CONTINUE ENTERING FILE NAMES YOU 
WANT TO PRINT AS ONE DOCUMENT 

..... <XlaD«I& PRDl1' •••• 
Dlt;er ,_ of first file to be printed: SALES IUlQ!1' 1 ,02 
Dlter ,_of nut file to be printed: SALES Rl!ltlU' 2 
Dlter ,_ of nut file to be printed• SALES IUlQ!1' 3 
Dlter ,_ of nut file to be printed• SALES Rl!ltlU' 4 
Dlter .- of nut f ile to be printed• SALES REl'tftl' !XI 
Dlter Niie of nut file to be pdnted1 

Keep entering file names until you have ex
hausted the list of fi les you want to print as one 
document. 
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STEP 7. WHEN YOU ARE READY TO START 
PRINTING, PRESS IRETURNI IN RESPONSE TO THE FILE 
NAME PROMPT 

Before you press RETURN to commence printing, 
be sure the printer you want to use is turned on 
and you have specified it as the print destination 
(e.g .. PDl). 

The drives whir again as the program collects 
the files to be printed, and then printing begins. 
Your files are printed continuously, as though 
they had all been in the same file, and the pages 
are numbered consecutively from start to finish. 

STEP 8. PRESS jRETURNI TO GO BACK TO BLANK 
MEMORY WHEN THE CONTPRINT PROGRAM IS 
FINISHED RUNNING 

< z Haiu46815 Lem 0 POo1 0 Tobi O Pile: 
D>d of Continue Print, (Proaa RmlRN) 

When all the f iles have been printed, you will 
hear a beep and see t he message End of Continue 
Print (Press RETURN) on the screen. When 
you press RETURN, you will be returned to blank 
memory. 

(Note: If you have on ly one disk drive, you have 
to switch from the Apple Writer Master disk to 
your storage disk after you load CONTPRINT into 
memory. If you have two disk drives, remember to 
specify drive 2 after the first file name you enter.) 



Automatically Printing a Series of Documents 

The Apple Writer Master disk must be in drive 1 in 
order for you to use the AUTOPRINT program. 

STEP 1. SAVE ANY TEXT YOU ARE CURRENTLY 
WORKING ON IN MEMORY WITH icTRtll!) 

< Z Hem:430e6 LOn: 3759 POG: 3752 Tab: 272 Pile: 
~·a>OOOClOOCOOOOO 
~ 

= · lCOCOCJClCCXXXXCCCCCCCCOOOO <XXXXXXlOOOCCCX W • ''OOOOOOOOOCCXXX 
XXXXXlOOOCXXlOCCCllCCOCXlOCIOOOCOOOO••~ 
XlOOOOCOOCXlCOC~~ 
~ 
~. 
~ 

ISi ave :Cl.IRRfM' hOl1K 

It is particularly important to save your text be
cause the AUTOPRINT program erases memory 
(see page 86). 

STEP 2. TYPE lcTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

f Pl dnt/Progrm 1 

When you type [P], the prompt (P]rintJPr ogram : 
appears on the screen. 

STEP 3. IN RESPONSE TO THE PROMPT, TYPE DO 
AUTOPRINT,D1 AND PRESS IRETlJRNI 

IPlrint/Progna :00 A111'1'.PRI1ll',Dl 

Drive 1 whirs for a short time and then the mes
sage Enter name of file t o be printed : appears 
asking you for a fi le name. 

STEP 4. ENTER THE NAME OF THE FILE YOU 
WANT PRINTED FIRST AND THEN PRESS IRETlJRNI 

•tt• Al1l'QV.TIC PRitll' **** 
Ente.t nace ot file t o be ptintec:h 51\LES LETTER 1,02 

If the file you want printed isn't in drive 1, you 
must also specify the drive number after the file 
name, (e.g. File name,D2). The message Enter 
name of file t o be printed : appears a second 
time. 

STEP 5. ENTER THE NAME OF THE FILE YOU 
WANT PRINTED SECOND AND PRESS IRETlJRNI 

.... AU101la'IC PRDl'r • "* 
Enter .,..,. of file to be printed: SALES LE.TrER 2 

The message Enter name of file to be printed : 
will continue to appear as long as you keep enter
ing file names. 

STEP 6. CONTINUE ENTERING FILE NAMES OF 
FILES YOU WANT TO PRINT 

*"• At1ltMl\Tl C PRllll' uu 
t}\ter name of file to be printed 1 SALES u:rrm 6 

Keep entering file names until you have ex
hausted the list of files you want to print. You can 
enter up to 30 file names during one run of AU
TOPRINT. 
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Automatically Printing a Series of Documents, continued 

STEP 7. WHEN YOU ARE READY TO START 
PRINTING, PRESS IRETURHI IN RESPONSE TO THE FILE 
NAME PROMPT 

Be sure the printer you want to use is turned on 
and that you have specified it as the print destina
tion (e.g., PDl) before you press BETURN. 

The drives whir as each file is loaded from the 
disk and then printed. As long as each file ends 
with .FF, the files are printed as separate docu
ments. 

STEP 8. PRESS IRETURNI TO GO BACK TO MEMORY 
WHEN AUTOPRINT IS FINISHED 

< 2 Mlln:46845 Len: 0 _, 0 Tiii>: 0 Pile: 
Dxl of Autant lc Print. (Pr""" Rl:1U<N) 

When all the files have been printed, you will 
hear a beep and see the message End of Auto
matic Print ( Press RETURN) on the screen. 
When you press BETURN, you will be returned 
to blank memory. 

(Note: If you have only one disk drive, you have 
to switch from the App le Writer Master disk to 
your storage disk AFTER you load AUTOPRINT into 
memory. If you have two disk drives, remember to 
specify drive 2 after the first file name you enter.) 
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TIPS Interrupting Printing 

PRESS (§} TO STOP THE PRINTER IN 
PROGRESS 

If you want to stop the printer-perhaps because 
you've just seen a mistake you hadn't noticed· be
fore- press the ESC key. Because t he printer con
tinues printing until its buffer is empty, there will 
probably be a delay between the time you press 
ESC and the time the printer stops printing. 
(Pressing ESC doesn't actually affect the printer. It 
simply tells Apple Writer to stop sending text to 
the printer's buffer.) 

TURN THE PRINTER OFF TO STOP PRINTING IN 
PROGRESS 

You can also simply turn off the printer while 
printing is in progress if you want to save time 
and ink. It won't hurt anything and it will insure 
that nothing from the file you were printing will 
remain in the print buffer unti l the next time you 
print something out. But if you turn the printer 
off before Apple Writer has sent the entire file to 
the print buffer, you may have to press CON
TROL and BESET together in order to continue 
working on the file and make sure that all of the 
file is printed out. 
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Introduction to Personalized Form Letters 

One of the most exciting things about using a 
word processor instead of a typewriter is that it 
can be programmed to carry out automatically all 
of the tedious steps required to fill in and print 
form letters. And-best of al l- your form letters 
don't give themselves away. You can make them 
as personalized as you want and, since each one is 
individually typed, they don't look "filled in." 

FORM LETIERS 

Like other word processing programs, Apple 
Writer gives you the capability of sending out 
hundreds of individua lly typed, personalized let
ters-automatically. All you have to do is write a 
basic form letter, then merge each copy of it with 
variable information such as names, addresses, 
dates, and prices. The variable information for 
each letter can be entered by the operator at the 
time of printing or automatically entered from a 
previously estab lished file. This gives you the 
power to dramatically increase the effectiveness 
of your direct mail advertising campa igns, product 
promotion, publicity, collections, and almost every 
other aspect of your business that requires you to 
reach a large number of people with the same
or similar- messages. 

But unlike other programs, Apple Writer al lows 
you to customize form letter programs to suit 
your individual needs. Using the WPL manual in
cluded in your Apple Writer package, you can 
learn to write your own programs or modify the 
form letter program provided on your Apple 
Writer Master disk, AUTOLETIER. There is a brief 
overview of how AUTOLETIER works in this chap
ter (see page 148)-to give you a little headstart 
on learning WPL if you choose to. 
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But many of you wil l not have the time to learn 
programming techniques before you need to uti
lize Apple Writer's form letter capabilities. Antici
pating this, we have included a range of ready-to
use general programs that will be suitable to 
many of your form letter needs. All you have to 
do is enter them on your keyboard, save them on 
a disk, and follow the step-by-step instructions to 
personalize your own master letters and then 
merge them with your mail ing list. 

These form letter programs are also ideal for 
preparing and mailing other standard documents 
such as contracts, purchase orders, medical forms, 
and leases-or any other document with standard 
text, completed by names, addresses, and other 
data that vary from one document to the next. 

ENVELOPES 

You can quickly and easily address envelopes with 
the program called ENVELOPES & LABELS included 
in this chapter (see page 179). First you enter and 
save the program. Then, using the same address 
file you used to type the form letters, you give 
your printer the necessary commands to format 
for an envelope and merge-print the blank enve
lopes with the file. Each envelope will be individu
ally addressed to match the form letters. 



MAILING LABELS 

0 

You can also run off mailing labels quickly using 
ENVELOPES & LABELS. With your mailing list en
tered and maintained in a file, you can print out 
up-to-date labels in any format you want when
ever you need them. You will also save the cost of 
an expensive mailing label machine or hours of 
your typist's time. 

This chapter has been designed to show you the 
logic of a simple form letter program, let you en
ter and save any or all of our ready-to-use pro
grams, and then show you how to set up and run 
off a typical form letter. Most of the features you 
would want to use in processing form letters are 
described here. You begin by entering and saving 
a billing program, BILLING :ENTRY. Then you enter 
and code a master collection letter to be sent to 
two people. In the process of running this letter 
through the program, BILLING:ENTRY, you will see 
how data can be merged into the letter from a 
separate file or entered by the operator. The les
son is followed by a reference section expanding 
on each of the features used and explaining some 
that were not included in the lesson. And finally, 
mailing list maintenance is covered in a section on 
renumbering edited lists. 

Before you attempt to use a WPL form letter 
program for your own purposes, it w ill be very 
helpful to you to see how automated letter writ
ing works by following the lesson and the exam
ple presented. 
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How a Form Letter Program Works: AUTOLETIER 

WPL uses the same Apple Writer control com
mands that you use at the keyboard, plus a few 
programming commands that provide the auto
matic structure so that Apple Writer can merge 
the personalized information with the master 
form letter. The main difference between operat
ing Apple Writer from the keyboard and using a 
WPL program is that when you use a program, 
the commands as well as the order in which they 
will be executed are predetermined by the pro
grammer. We call the order in which the com
mands for a program are entered and executed 
the logic of the program. 

Let's look at the logic of AUTOLETIER, a simple 
form letter program already entered and saved 
for you on the Apple Writer Master disk. AUTO
LETIER w ill load a blank, or master, letter ca lled 
FORMLETIER from drive 1 and merge the names 
and addresses from the file called ADDRS (also in 
drive 1) into the blanks in the letter. 

AUTOLETIER 

1 START 
2 LOOP 
3 
4 
5 
6 
7 
8 
9 

10 FOUND 
11 
12 
13 
14 
15 
16 QUIT 
17 

PSX 1 
NY 
L FORMLETTER,Dl 
B 
F/(Address)// 
Y? 
LADDRS,D l l<(X )>l<fN 
PGO FOUND 
PGO QUIT 
PLSADDRS,Dl/<(X )>/ /N= $A 
B 
F/( Narne)/$A/A 
PNP 
PSX + l 
PGO LOOP 
PIN Don e a t address (X ) (press RETURN) 
NY 
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The master letter 

> Z HD1146428 Wh 417 ro61 0 TAlh 0 PILE: IEl'l'l'JI 

(addrenal 

Dear ("""'°) 

'Ibank you for your recent request concerning our llC':W product line. We believe 
that people will soon reoognhe its benefits, as you already have. 

h·c will be shipping a t rial unit t o the above odcess 6000. 

Sincerely, 

(Si <)Mturel 

The address fi le 

> Z HDl:46428 UN: 417 ro6: 0 Tn11 0 PILE1 AIDt&SS 

<l>Vom Snith 
123 &i.o Street 
Anytown, U. S. A. 
12345 
<2>Tercy Jones 
321 Pal m Lane 
Cent erville, Fla. 
54321 
<3>£¢er t Q. llo>nly 
1981 Ot\lell Place 
Future, Pa. 
14151 
<4>11orry Q. P\.tllic 
1953 Warren Court 
Subl ime, Wi. 
09876 
<5>Kary Sanders 
0000 i.iJ l Result 
Meander , Qt. 
54637 
( 



ELEMENTS OF THE PROGRAM ~ 

LABELS 

Note that four words, START, LOOP, FOUND, and 
QUIT, are outside of the rest of the program. 
These words are labels that identify certain parts 
of the program internally. When you use the pro
gramming command, GO, which tells Apple Writer 
to carry out a specific part of the program, the 
labels tell it where to go. 

THE PROGRAMMING COMMANDS 

About half the commands in the program begin 
with P. This is the same P that you use every time 
you type [P] from the keyboard as an Apple 
Writer command. It identifies the command as a 
print or programming command. Programming 
commands do the internal work of the program, 
such as setting numeric variables, assigning string 
(word) variables, and telling Apple Writer in what 
order to carry out the word processing commands 
in the program. 

THE APPLE WRITER COMMANDS 

All the commands that do not begin with P work 
like regular Apple Writer commands. When the 
computer encounters one of these single-letter 
commands while reading the program, it wi ll do 
the same thing it would do if you pressed CON
TROL and that letter. For instance, the first char
acter in line 3 is L. When Apple Writer reads line 
3, it wi ll load (L) the file FORMLETTER as though 
you had typed [L] from the keyboard and an
swered FORMLETTER,Dl in response to the 
[L]oad: prompt. 

THE PROGRAM'S LOGIC 

Now let's look at the logic of this program line by 
line: 

Line 1 is labeled START, so we know it must be 
one of the locations the computer will return to 
again and again. We also know that the com
mand is a programming command, because it be
gins with a P. The command itself (SX 1) sets the 
variable, X, equa l to 1. You will see why there has 

to be a variable X and why it has to be set equal 
to 1 in a minute. 

Line 2 is labeled LOOP. In programming, a loop is 
a sequence of commands that can be executed as 
many times as necessary in order for the program 
to accomplish its task. When the computer f inishes 
its first run through the loop, it starts a second 
run, and so on, unti l a predetermined cue tells it 
to break out of the loop. The loop begins on this 
line with the Apple Writer command to clear 
memory: NY (New/Yes). 

Line 3 loads the file FORMLETTER from drive 1. 

Line 4 moves the cursor to Hie beginning of the 
file. 

Line 5 finds the string (Address) and prepares to 
replace it with a blank. When the find command 
is completed in line 6, (Address) wi ll be deleted 
from the letter (replaced by a blank) and the cur
sor wi ll remain in that spot, ready for the actual 
address to be loaded . 

Line 6 is actually a continuation of the find com
mand from line 5. Remember that Apple Writer 
responds to a [F] command entered on the key
board with the following prompt: [F]ind: 
RETURN=Proceed I Y=Replace. If you type Y, 
indicating that you want to replace the string, 
another prompt appears: [F ]ind:RETURN= 
Proceed. When you want to end the search, you 
type any other character besides BETURN. Line 6 
simply duplicates this process. The Y tells the com
puter to make the replacement and the ? is the 
"any other character" that ends the search. 

Line 7 loads the address of the person to whom 
the letter is addressed. The command actually in
structs the computer to load a segment from the 
file ADDRS, starting with the beg inning marker, 
< current value of X > and ending with the 
marker, < . (It is a convention of programming 
that whenever you want the computer to read a 
variable at its present value-instead of just as X 
or Y or whatever-you enclose the variable name 
in parentheses. That is why we have < (X)> here 
instead of < X > .) The net effect of th is command 
on the first pass through the loop is this: the com
puter looks up a file called ADDRS, picks the text 
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How a Form Letter Program Works, continued 

segment located between < 1 > and the next < 
out of that file, and loads it into memory at the 
position of the cursor-which happens to be the 
blank left by the find command of Lines 5 and 6. 
This makes sense when you look at the addresses 
contained in ADDRS and see that they are num
bered < 1 > , < 2> , < 3> , and so on. On the second 
pass through the loop, X will be equal to 2 and 
the computer will load the address between < 2> 
and the next <. On each subsequent pass, X wi ll 
be increased by 1 and the computer will load t he 
next address into a letter. 

Line 8 is a programming command that tells the 
computer to move on to the part of the program 
labeled FOUND. 

Line 9 tells the computer to go to the section la
beled QUIT, w hich ends the program. However, 
this line is read only if no new address is found 
w hen Line 7 is executed. If there are no new ad
dresses, your mailing list is exhausted and there is 
no further need to run the program. 

Line 10 extracts a name from the address that was 
loaded in line 7. Th is line beg ins the FOUND com
mand sequence w ith a programming command to 
load from ADDRS the text string t hat beg ins w ith 
the marker < (X)> (in t his case < 1 > ) and ends 
with a space. You can see from t he illustration of 
ADDRS above that this string is a name. The com
mand line then assigns t he string to a string varia
ble, SA (String variab les, as opposed to numeric 
variables, are always preceded by a $.) As we wil l 
see a bit further on, a string variable is needed 
here so that the name can change from letter to 
letter. 
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Line 11 takes the cursor to the beginning of 
FORMLETTER once again. 

Line 12 finds all instances of (Name) and replaces 
them with the stri ng assigned to $A. (In the first 
letter it is John.) 

Line 13 prints the finished first letter. 

Line 14 sets X equal to its current va lue, plus 1 (in 
this case, 2) . 

Line 15 tells the comput er t o return to LOOP and 
begin the entire process again for a second letter. 
This time, X is equal to 2, and therefore the com
puter loads address < 2> and name < 2> . The 
process is repeated until every address and name 
are loaded into a copy of FORMLETTER and 
printed. 

When the addresses run out, the computer is di
rected to QUIT by the GO command on line 9. 

Line 16 is the end of the program. The IN com
mand prints a message on the screen telling you 
that t he program has f inished at the last address 
(using t he current value of X). It also tells you to 
press RETURN; you are now ret urned to memory. 

Line 17 clears memory for you. 



A Short Course in Form Letters 

In this lesson, we will go through all the steps 
necessary to produce a personalized form letter 
with an Apple Writer WPL program. We will start 
by entering BILLING:ENTRY, a program that allows 
us to personalize collection letters by entering in
dividual amounts from the keyboard . We will then 
save it on the Apple Writer Master disk. Next we 
will type a master collection letter, leaving mark
ers in all the places where personalized informa
tion, such as names, addresses, and amounts, will 
be inserted into the individual letters later. Then 
we will set up a data file with the names and ad
dresses of those to whom we are sending the let
ter. And finally, we will run the BILLING:ENTRY 
program, which will automatically merge the 

ENTERING THE FORM LETTER PROGRAM 

Before we can actually begin to produce form let
ters, you need to enter the program we will be 
using, BILLING: ENTRY, and save it on your Apple 
Writer Master disk. Once it is saved on the master 
disk, you will be able to use it for this lesson and 
also for your own collection letters in the future. 

STEP 1. ENTER THE PROGRAM BILLING:ENTRY 

< z - •46715 r.en: 130 POs1 no Tab: sa File• 

BrAAT PSXl 
PDI mrER u:rreR PILEIW<E (Nl!l PRESS !UlruR!l) : a$A 
Piii Elll'£R ~ FILfllA.'!E (Atll PRESS Rf:ruRN) : -SB 

Enter the program exactly as it appears on page 
167. Be sure to press RETURN at the end of each 
line. All the labels for the program (START,' LOOP, 
FOUND, DELTEMP, and QUIT) begin in column 1 
(lefthand edge of the screen) of their respective 
lines. All the command lines, which make up the 
rest of the program (e.g., PSX 1 or PIN ENTER LET
TER FILENAME (AND PRESS RETURN): = $A), begin 
in column 8. Because column 8 is where the first 
tab is set (with the default tab settings), you can 
move the cursor to that position from the left by 
pressing the ll.B key once. (II + users should type 
[I] to tab.) 

blank letter with each name and address in the 
address file, prompt us to enter the amount owed 
by each party, and print out each letter separately. 

The Data Line appears on the screen 

< Z /·""11146845 Len: 0 Pos: 0 Tab: 0 File: 

To get started, insert your Apple Writer Master 
disk in drive 1 and an initialized disk in drive 2. 
Turn on the computer, load Apple Writer, and 
press RETURN to go directly to the Data Line 
and blank memory. 

WARNING: BE SURE TO ENTER EACH CHARACTER, 
SPACE, AND CARRIAGE RETURN EXACTLY AS IT 
APPEARS ON PAGE 167-0NE SMALL ERROR, 
SUCH AS A COMMA OR SPACE IN THE WRONG 
PLACE, COULD CHANGE THE PROGRAM SIGNIFl
CANTL Y AND CAUSE IT TO MALFUNCTION. 

STEP 2. PROOFREAD WHAT YOU ENTER 

After you finish entering the program, check each 
character, space, and carriage return you entered 
against the illustration on page 167. Proofreading 
the entire program this way may seem tedious, 
but in the long run it can actually save you much 
more time than you will spend doing it. 

HINT: To see where you entered carriage returns, 
type [Q] to get the Additional Functions Menu on 
the screen and then select G, Toggle Carriage Re
turn Display, from the menu. (II + users should 
type[Z] to turn off word wraparound before typ
ing [Q] and enter 6 instead of G.) You will see 
Apple Writer's carriage return symbol, ], at every 
point where you pressed BJ!JTURN. To turn off 
this display of carriage returns, repeat the same 
steps. (II + users should repeat steps in reverse : 
[Q] 6 [Z].) 
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A Short Course in Form Letters, continued 

STEP 3. MAKE ANY NECESSARY CORRECTIONS 

Uncorrected program 

< Z ._:45481. Len: 1364 Poe: 297 Tab: 10 File: 

~ PSXl 
PIN Dll'ml L£1'l1ill l'1U2WIE (All> Pl<ESS Rlmll'NI : •$A 
PIN mrER NDtESS PILllW1E (All> PRESS REnlRN) : •$8 
PIN Dll'ml Talo\Y' S Do\7E (All> Pl<ESS JU:neil : o$C 

LOOP Nr 
p LON> L£1'l1ill llllO MDllRr 
L. $A 
B 
P LON> IWl'E mro izrrr.a 
F/Oate/S<;/ 
n 
B 
PIN Enter S -t (and pr- Rf!IUlNl :o$0 
B 
p LON> NOJNr llllO LE1"m! 
F/1-1/ RVA 
n 
B 
P/(Mdr ... )// 
Y? 
P LON> NDtESS Nr 'l'tl' OF Wl"lTJI 
L $1\l<(X)>/</N 

Corrected program 

B 
p LON> DM'E llllO LETml 
F/(Datol/SC/ 
Y? 
B 

Use the editing commands described in Chapter 3 
to correct any errors you might have made in en
tering the program. 

SETTING UP THE MASTER LETTER 

Now that you have entered and saved BILL-
ING: ENTRY, we can begin to create the master 
copy of our collection letter. First, we will enter 
the main parts of the letter-that is, the parts 
that won't change from copy to copy- leaving 
simple blanks in all the places where individual 
dates, addresses, names, or amounts will be in
serted. Next , we will identify which kind of varia
ble will event ually be inserted into each blank by 
BILLING: ENTRY. Once we know that, we can go 
back and put markers in the blanks to tell BILL
ING : ENTRY exactly where to insert each piece of 
variable information as it goes through the merg
ing process. We will al so add a few embedded 
print format commands to the letter. Finally, we 
will save it . 
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STEP 4. SAVE THE PROGRAM BILLING:ENTRY ON 
THE APPLE WRITER MASTER DISK IN DRIVE 1 

< z 1ts:u~9 Len: 1366 Poe: 1366 Tllb: 10 File: 
P/@P@/ /A 

llEl4'DIP P RDtMl TOOOW!J AlllmSS l'!OI llOl'l'Oll OF I£n'ER 
E 
x 
P/()/ {)/ 
Y? 
RD llElll'DIP 
RIP 
PSX +l 
l'OO LOOP 

QUIT PIN Done at addr- (XI (pceas iu:n.Ril 
Nr 

(SJovc :BILLINi:rnmr,01 

With the Apple Writer Master disk in drive 1, type 
[SJ to save the program for later use. When the 
prompt [S]ave : appears on the screen, enter the 
file name BILLING :ENTRY and a comma and the 
drive designation D1. Then press RETURN. (Ac
tually, you can give the program any file name 
you wish, but for t he purpose of this lesson, we 
will call it BILLING:ENTRY.) 

The drive will whir as BILLING:ENTRY becomes a 
permanent file on your Apple Writer Master disk. 

STEP 1. TYPE THE UNCHANGING PORTIONS OF 
YOUR LETTER 

< Z 1-:46428 Len: 417 Pcs: 0 Tab: 0 !'ile: 
De.le: 

In opitc of the foct thot we bovc sent you four p.>st due notices in the last 
six conths, we still have not received the balance me of S on }"OUr ocx:o.rit . 

rt ve do not. receive your check tor $ in the next 7 days,,ve will be forced to 
refer your delUqucnt aCOO\mt to a. oollection agency. 

Plca.&e call our credit o f fice imredintcl y t o make acrangcmcnta for payment. 

Thank you, 

Dead-eye Tracer 
Credit Manager 

Type t he body of your form letter, as illustrated 
above, as though it were any other letter. But 
make sure you leave all the variable parts blank. 



STEP 2. IDENTIFY THE PARTS OF THE LEITER TO 
BE PERSONALIZED (VARIABLES) 

Z - 146428 Len1 417 Poa1 0 Tab1 0 File: 
Dear: 

In spite of the fact that we h<lve sent you four post due notices in tho last 
six 1110C1ths, we still have not received the bAlance <lle of $ on your account . 

If we do not receive your check for $ in the next 7 days, ,we will be forced to 
refer your delinquent acoount to a collect.ion agency. 

Please call ow: credit office Jmnediately to ...J<e arrangemmts for pa)10ent. 

'll>ank you, 

~Tracer 
credit Manager 

Our collection letter wi ll include the variables 
Date, Address (the name and address of the per
son to whom you are writing), Title and Lname 
(his or her title and last name), and Amount (the 
amount owed). 

STEP 3. INSERT THE VARIABLES INTO THEIR 
CORRECT PLACES IN THE LEITER, ENCLOSING 
EACH ONE IN PARENTHESES 

Z fl<m146354 Len: 491 l'O<ll 0 Tab: 0 File: 
(Date) 

(Addcess) 

Dear (Title) (tllalre) : 

In spite of the fact that we h<lve sent you four past due notices in the last 
six :oonths, we still have not received the balance <lle of $ (Arroont) on your 
account . 

If we do not receive fran you a check for $(1\n'ount) in the next 7 days, (Title) 
(Lname) , we will be forced to refer your dollnquent account to a collection 
ogency. 

Please call our credit office i.m..uately to !Ml<e arcangesnenta for pay.:ient. 

'11Wlk you, 

~eye Tracer 
Credit r.:anager 

Now w e insert the variables in their correct places, 
following the illustration above, and enclose each 
one in parentheses. Enclosing the variable in pa
rentheses makes it a marker (Variable + Parenthe
ses = Marker). 

Here is what you enter : 

1. Type [B] to move the cursor to the top left
hand corner of the letter. (Unless you pressed RE
TURN before beginning the letter in Step 1, the 
cursor should be resting on the D in Dear.) Next, 
press RETURN once to create a line of space 
above and move the cursor onto that line. Now, 
enter (Date). 

2. Press RETURN twice to enter two lines of 
space and enter (Address) at the beginning of 
the second line. 

3. Press RETURN tw ice to enter two lines of 
space between the line that now conta ins (Ad
dress) and the salutation. 

4. Move the cursor to the right of the r in Dear, 
press the SPACE bar once, and enter (Title). 

5. Press the SPACE bar again and enter 
(Lname). 

6. Move the cursor to the right of $ in the fi rst 
sentence and enter (Amount). 

7. Move the cursor t o the right of$ in the first 
sentence of the second paragraph and enter 
(Amount) again. 

8. Move the cursor to the right of the first comma 
in the first sentence of the second parag raph (the 
same sentence), press the SPACE bar, and enter 
{Title). 

9. Press the SPACE bar again and enter 
(Lname). 

STEP 4. EMBED A RIGHT JUSTIFY COMMAND 
DlfillII TO ALIGN THE DATE AT THE RIGHT 
MARGIN 

< Z Mecu46350 Len1 495 l'Oat 3 Totn 3 FUe1 
.ruJ 
(IJote>I 
I 
(Add<aasll 
I 
Dear !Title) (i.r-) 11 
I 
In spite of the fact that we have sent you four post due not.icea in the last 
al.JI lllJOths, we still have not received tho balance d>e of $(AR>unt) on your 
acc:ount.J 

k we do not rocoive frca you a c:hack for $(Alalnt) in tho next 7 doya, (Title) 
li.r-l, w vill be forced to refer your delinquent account to a collection 
agency.I 

~lease call our credit off ice ilmediately to we acrangesnent8 for pa_.t. J 
I 
'll>ank you,J 
I 
I 
I 
~'l'cacerJ 
credit Manager) 

On a line by itself, above where you entered the 
marker (Date), enter .BJ. Make sure that the pe
riod in the command is the fi rst character on the 
line and if necessary press RETURN before enter
ing the command. 
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A Short Course in Form Letters, continued 

STEP 5. EMBED A LEFT JUSTIFY COMMAND 
DIIllII TO ALIGN THE REST OF THE LETTER 
AT THE LEFT MARGIN 

< z Mmu46346 Lern 499 Poe• l!i Tab• 3 Pile• 
.RJJ 
(Date)) 
l 
.wJ 
llli:lclressll 

Move the cursor below the line that contains 
(Date), press RETUBN, and enter .LJ. 

STEP 6. EMBED A PARAGRAPH MARGIN 
COMMAND Dl!ll!l TO INDENT THE 
BEGINNING OF EACH PARAGRAPH IN THE BODY 
OF THE LETTER 

_, (TiUel (r.n..)I) 
l 
.PM5) 
In spite of tho fact that ve. bave aent you four put dl>e not.icoa in the last 
a i.x llaltha, we atW bow not recei"9d the balance ckM of S(Amountl on your 
account.) 

Move the cursor to the line between the sa luta
tion and the first sentence of the letter. Press RE
TUBN and enter .PMS. This will tell the printer 
to indent five spaces at the beginning of each 
paragraph in the body of the letter. 

STEP 7. EMBED A SECOND Dl!ll!l TO TURN 
OFF. PARAGRAPH INDENTATION 

r1- call our credit offioe illacliate.ly to moke ammgemonta for l'Ol"*\t.J 

, PM)) 
Thllnlt you,) 
I 
I 

We don't want our closing to be indented as well, 
so we have to embed another paragraph margin 
command- this time, .PMO- to go back to the 
block format. Move the cursor t o the line above 
"Thank you" and press RETUBN. Then enter 
.PMO. 
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STEP 8. EMBED A FORM FEED COMMAND 
DIIllII AT THE END OF THE LETTER 

J 
I 
l 
Dead-eye Tracer) 
Credit ""'-rl 
.PF! 

Enter a carriage return at the end of your letter 
(if you haven't done so already). Now enter .FF 
on the new line. This will cause the printer to 
eject each letter. 

STEP 9. TYPE icTRLI@) TO SAVE THE MASTER 
LETTER IN A FILE 

(Slave 10'.LUX:l'ICN IErrol,02 

When you type [SJ, the prompt [S]ave : will ap
pear at the bottom of the screen. Enter t he file 
name COLLECTION LETTER, a comma, and the 
drive designation, D2. Then press RETUBN. Drive 
2 will whir as the letter is saved on your working 
disk. 



SETTING UP THE ADDRESS FILE 

The address file is a numbered list of names and 
addresses. For the purpose of this lesson, we will 
create an address file that contains the names and 
addresses of two people. 

STEP 1. TYPE lcTRLl[fil TO CLEAR MEMORY 

< z -146332 Lau 513 Po&1 513 Tab• 3 Pile: cxu.ocTICll LE.TlUt 
agency. ) 
I 
Pl ......, call our credit office im:lodiately to make accangmmta for P"l""'l\t.J 
I 
.l'tll) 
"lbankyou, J 
I 
I 
I 
Dead-eye Tracee) 
CJ:edit Hanager) 
. l'P) 

IN)ew (Erase Merocyl YWNo 7Y 

When the safety prompt [N]ew (Erase Memory) 
Yes/No ? appears, type Y for "yes" and press RE
TURN. 

STEP 2. TYPE 13)[)(3 TO BEGIN THE ADDRESS 
FILE 

< Z -:46842 Len1 3 Pos: 0 Tab: 0 Filo1 
<l> 

The first address, naturally, will be number 1. En
close the numeral in pointed brackets. Do not 
press the SPACE bar or RETURN key. 

STEP 3. ENTER THE NAME LINE OF THE FIRST 
ADDRESS AND THEN PRESS IRETURNI 

< Z fl1111146820 Len: 25 Pos1 25 Tab: 25 Pile1 
<l>Mr.@Ft\Jom P. @L@Suith 

To enter the name line of t he fi rst address, type 
Mr.@F @John P.@L@Smith and then press 
RETURN. If you loo k at the illustration of an ad
dress file above, you w il l see that the first line of 
each address is the name line. You will also see 
that the separate parts of each name are coded, 
the first name with "@F@" and the last name 
with "@L@". (The middle initial doesn't require 
coding.) These codes identify the first and last 
names so that later on the program can find and 
drop them into other parts of the letter (such as 
the salutation). (Don't worry about the codes end
ing up in your letter-the program contains com
mands that will delete them from the letter when 
they are no longer needed.) 

STEP 4. ENTER THE REST OF THE ADDRESS, 
PRESSING IRETURNI AT THE END OF EACH LINE 

< Z -146754 Len: 91 1"'81 91 Tab: 19 Pile1 
<l>Mr.@Ft\Jol'n P. @'L@Smith 
Association of Word Processors 
123 Elm Street 
COhasset, MA 02025 

The rest of the address doesn't need to be coded, 
so you can just enter it stra ightforwardly, line by 
line. Be sure to press RETURN at the end of each 
line. 
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A Short Course in Form Letters, continued 

STEP 5. ENTER E)[])[) ON THE LINE BELOW 
THE FIRST ADDRESS 

< g HaD146750 Len1 95 1'081 95 Tab1 3 F1le1 
<l>Kr,@l'@Jom P. @L@Smitb 
~tion of Wocd Processors 
123 £lJn stceet 
C<>basset, MA 02025 
<2> 

The second address will have the same format as 
the first, except that it is number 2. We begin by 
entering < 2> . Do not press the SPACE bar or 
BETUBNkey. 

STEP 6. ENTER THE SECOND ADDRESS 

< z 1111zu46669 Len• 176 Pos1 176 Tab1 o Pile1 
<l>Mc.@l'@Jom P. @L@Smitb 
Assoclation of Word Pcoceaaoca 
123 £lJn stceet 
Q>hasset , MA 02025 
<2>Ms. @F@El1za o. @L@Johnson 
Dcagonhol d 
Kil.quadc , Grcystones 
County Wickl°" 
Iceland 

Again, we have to code the first and last names 
for the program. 

Note that our second address contains an extra 
line for the country. Don't worry about this- it 
will be given exactly the space it requires when it 
is inserted into the letter. 
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STEP 7. ENTER A SINGLED ON THE LINE BELOW 
THE SECOND ADDRESS TO END THE ADDRESS FILE 

< z HaD146668 Lem in 1'081 in Tab: l Pile• 
<l>Kr. @l'@Jom P. @L@Smitb 
Aaaociation of Word Processors 
123 £lJn Str eet 
COhoaset, MA ,02025 
<2>Ma. @F@&ll.24 o . @L@Johnson 
Dragonhold 
Kilquade, Greystones 
CA:lunt y Wicklow 
Ireland 
< 

Ent er a single left-pointing bracket on the line di
rectly below the second address. This gives the 
program a final delimiter to use when it loads the 
last address; without it, the address wouldn't be 
loaded. 

STEP 8. TYPE icTRLll]} TO SAVE THE ADDRESS FILE 

< z HllD: 46668 Len• in Poa: in Tab: l Pile: 
<l>Kr. @P@Jom P, @L@Sl:dtb 
~tion of Wocd Pcocesaora 
123 £lJn Street 
Cohasaet, MA 02025 
<2>11&.@P@Elua o. @L@Johnson 
Dcagonhol d 
Kilquade, Greyst:ons 
o:iunty Wicklow 
Ireland 
< 

(S)avc : ADDRESSES,02 

When the file name prompt [S]ave : appears, en
ter the file name ADDRESSES, a comma, and the 
drive designation, D2. Then press RETURN. The 
address list you just entered now becomes a fi le 
on your working disk. 



PREPARING TO PRINT 

Before we run the BILLING:ENTRY program with 
our new collection letter and address list, we need 
to set up the final printing format and get the 
printer ready to go. 

STEP 1. TYPE icTRLll!) fll TO SEE THE PRINT/ 
PROGRAM COMMAND MENU 

!Pl rint/Progrm 1? 

When you type [P], the prompt [P]rint/Program : 
appears. Enter ? and press RETURN. The Print/ 
Program Command Menu appears on the screen. 
While w e have the menu on the screen, w e can 
quickly change some of the format settings to suit 
our collection letter. 

STEP 2. TYPE II)~[lll) TO SET THE LEFT 
MARGIN AT 12 

Print/Progrm Camloncls1 

Left llar<Jin (Ill) • 9 
Paragraph llargin (I'll) • 0 
Right llar<Jin ("'! • 79 
'nlp llar<Jin ('Ill) • 1 
- llar<Jin (lll) •l 
Page !U:ber (IW) • 1 
Print«I IJ.nes (PL) • 58 
Page Interval (PI) • 66 
I.!ne Inte<Val (LI) • 0 
Single Page (SP) • 0 
Print Detltination (PD) • 4 
carriage Return (at) • 0 
lllderllne Tokm (llr) • \ 
Print Mode (LJ,FJ,CJ,R.1) • liJ 
'nlp IJ.ne ('IL) I 

llottao IJ.ne (BL) 1 

Presa RE1tel to Exit 

(PJ rint/Program 1Ull2 

Remember that to change format settings you 
first type the tw o-letter abbreviation that appears 
in parentheses next to the name of the setting on 
the menu. Then you t ype the number you want 
the setting changed to and press RETURN. In 
this case, because w e want to set the left margin 
at 12, type LM12. As soon as you press RE
TURN, you will see the setting on the menu 
change to 12. 

STEP 3. TYPE [fil~([JII) TO SET THE RIGHT 
MARGIN AT 87 

Print/Progr""' Camloncls1 

Left llar<Jin (UI) • 12 
Paragraph llar<Jin (PH) • o 
Right llar<Jin (RM) • 79 
'nlp Margin ('DI) • 1 
Botton llar<Jin (lll) • 1 
PagelUl:>e< (Ri) •l 
Printed I.in. (PL) • 58 
Page Inte<val (PI) • 66 
IJ.ne Interval (I.I) • 0 
Single Page (SP) • 0 
Print lleatination (PD) • 4 
carr iage l\etum (at) • o 
thlerllne TokEll (t11') • \ 
Pdnt Mode (I.J',PJ,CJ,RJ) • LJ 
'nlp IJ.ne ('IL) I 

8ottcm!J.ne (BL) I 

Press RflJ.Ultl to Exit 

(Pl rint/Program : llMll7 

Again, enter only the abbreviation for right mar
gin, RM. Then-with no intervening spaces-enter 
t he number 87 and press RETURN. 

STEP 4. TYPE [)~[III) TO SET THE TOP 
MARGIN AT 10 

Print/Prog<Olll cam..nds: 

Left Margin (!Joi) • 12 
Paragraph Margin (l'tl) • O 
Right Margin (RMI • 117 
'nlp Margin ('DI) • 1 
Bottan Margin (BM) • l 
Page r~r (ml • 1 
Printed Linco (l'L) • 58 
Page Interval (Pl) • 66 
Line Interval (LI) • O 
Single Page (SP) • 0 
Print Destinotion (PD) • 4 
carriage Retum (at) • 0 
l.hderlinc TOl<en (ur) • \ 
Print Mode (t.J,FJ,CJ,RJ) • LJ 
'nlp Line ('IL) I 

Bot tan Line (BL) I 

Press ru:ruRU to Exit 

!Pl rint/Progrom 1nuo 

In order to begin typing our letters well be low 
any letterhead that might be on the paper, we 
will change the top margin setting t o 10. This 
means your printer wi ll skip 10 lines of space be
fore it begins printing. Don't forget to press RE
TURN after entering TMlO. 
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A Short Course in Form Letters, continued 

STEP 5. TYPE!!)!!)[) TO USE SINGLE SHEETS 
OF PAPER 

Prlnt/Pl:ogr "'1 Ccmnoncla1 

Left "'"'Jin (Lii) • l2 
ParagrA!lh Hargln (ffll • o 
Right llar<jln (Ill) • In 
'l'cp Korgln ('Ill) • 10 
llottcm llar<jln (Ill) • 1 

:~t~ee l~l : ~8 
Pogo Interval (Pl) • 66 
Lino Interval (LI) • 0 
Single Page (SP) • 0 
Print Destination (PD) • 4 
carrl.age Ratum tau • o 
lhlerline 'l'dten (ur) • \ 
Print Mode (U,FJ,CJ,RJ) • LJ 
'l'cp Line ('IL) I 

llottcm Line 

Pt ... R1:lU!N to Exit 

IPI rlnt/Proo;r• :SPl 

(&,) I 

Most printers can take either continuous form 
(computer) paper or single sheets. The single page 
setting on the menu is where you t ell the printer 
which kind of paper you are using. We want to 
feed in a separate sheet for each letter, so type 
SPl to indicate this. 

STEP 6. ENTER THE PRINT DESTINATION 
ABBREVIATION, !!)@), AND THE NUMBER OF 
THE SLOT INSIDE YOUR COMPUTER WHERE THE 
PRINTER IS CONNECTED 

Pl:lnt/Progr ... <:am.onda I 

Left llar<jin (UI) • l2 
Paragraph Margin (RI) • O 
Right Margin (Ill) • In 
'l'cp llar<jln ('Ill) • 10 
llottao 11.u'gin (!JI) • l 
Page llmber (l'N) • l 
Printed Lines (Pl.I • 58 
Page Interval (Pl) • 66 
Lino Interval (Lii • O 
Singlo Page (SP) • l 
Ptint Destination (PD) • 4 
carr iage Return (CU • o 
lnlerllne -... (Ill') • \ 
Print llode (LJ,PJ, CJ, JUJ •LI 
'l'cp Line ( 'IL) l 

llotl:Alll Line (&.) : 

Preas~ to Exit 

IP) rlnt/Progr• •Pill 

If your printer cable is not connected to the com
puter in the default slot, 1, or if you have more 
than one printer, be sure to enter the correct slot 
number for print destination (PD). 

The Apple Writer II Handbook 

STEP 7. PRESS IRETURNI TO LEAVE THE PRINT/ 
PROGRAM COMMAND MENU 

< Z -146845 Len: 0 Poe: 0 Tatu 0 Pila: 

In order to actually run the program and print the 
two letters, we need to return to the Data Line. 

STEP 8. TURN ON THE PRINTER 

This may seem like an oversimplification, but it's 
actually easy to forget. 



MERGE-PRINTING THE LETTERS WITH BILLING:ENTRY 

Now we are ready to actually merge the address 
and amount information with the master letter 
and print out the finished form letters. BILL
ING:ENTRY wi ll do most of this for us. A ll you 
have to do is tell Apple Writer to "run" the pro
gram and then stand by to answer a few prompts. 

STEP 1. TYPE lcTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

IP! rint/Prograi:i 1 

So far, you have probably used the [ P]rint/ 
Program: prompt only to enter print commands. 
Now you will use it to enter a program command. 

STEP 2. AT THE PROMPT, TYPE DO 
BILLING:ENTRY,D1 AND PRESS IRETURNI 

(P) r int/Progrm 11Xl BlLLIN:l1Emm,Dl 

Once you have the [ P]rint/Program: prompt on 
the screen, type DO BILLING:ENTRY,Dl and 
then press RETURN. Drive 1 will whir as BILL
ING:ENTRY is loaded into memory. Once it is 
loaded, the program wi ll prompt you for the date 
and the names of the files it is to use. 

STEP 3. WHEN YOU SEE THE FIRST PROMPT, TYPE 
COLLECTION LETTER,D2 

< z Meau46845 La u O Poe1 O Tatu O Plle 1 
- L£TlER l'ILflWOl (All) PRESS R8l'llllN) I <DLIB:r!OO Lf:lTER,IXZ ' 

The first thing you wi ll see on the screen after the 
program is loaded is the prompt ENTER LETTER 
FILENAME (AND PRESS RETURN): Enter Col
lection Letter,D2 the name we gave the letter 
when we saved it, and then press RETURN. 

STEP 4. WHEN YOU SEE THE SECOND PROMPT, 
TYPE ADDRESSES 

< Z Mm146845 Len: 0 Poe1 0 Tl!b1 0 Pile1 
- MlllESS l'llDIAKE (NII> PRESS Rl:l'IRI) I /\ID1ESSES 

The second prompt will ask you for the fi le name 
of your address list : ENTER ADDRESS FILENAME 
(AND PRESS RETURN): Enter Addresses and 
press RETURN. 

STEP 5. ENTER TODAY'S DATE WHEN YOU SEE 
THE PROMPT TO DO SO 

< z 11e111: 46845 I.en: o Poe• O Tl!I>: o l'ile1 
- ~· s Dl\1'E (All> PRESS Bfll'IRl) I JonuAtY 23 ' 1984 

The third prompt w ill ask you for a date: ENTER 
TODAY'S DATE ( AND PRESS RETURN): Enter the 
date with the month spel led out (i.e., " January 23, 
1984")- dates that are all numeric with slashes 
(i.e., 1/23/84) will not work with the programs in 
this book. Press RETURN. 

Automated Letter Writing with Apple Writer 

159 



160 

A Short Course in Form Letters, continued 

STEP 6. WATCH THE SCREEN TO KEEP TRACK OF 
WHAT THE PROGRAM IS DOING 

> Z -146322 Loni 5~ l'Oa1 0 Tobi 0 Fil11 a;u.irnQI Ull'ml, 02 
Enter $ ""°""t (and press Rl:l'\Rl) 1 

Jonu.uy 23, l9M 

.LJ 
(1ddr0118) 

llM< (Title ) (...-) I 

.PlfS 
DI op1l:e ot tha fact that ve haw 1«1t you tout put due -.1- in the last 
a1x m:x>tbo, .. lltill haw - received the b"1.ISlco die ot SC-tl on your -.. 
It w do nae receive fraa you a cllld< tor $(llm0Unt) 1n the next 7 days, (Titl•l 
(1-), w vill be torcacl to refer :;wr delinquelt occount to a oollection -· P1- call our cr«IJ.t ottice 1-llately to -. err-ta for payi:imt. 

After you enter the date and press BETUBN, the 
program will begin the work of merging informa
tion into the letter. First, it will load the file you 
named as the letter file. You will see it on the 
screen. Next it will move the cursor to the (Date) 
marker and replace it with the date you entered 
in Step 9. Then it will pause to prompt you for the 
amount due. You will see this prompt (as well as 
all in-progress prompts used by this program and 
others) at the top of the screen. 

STEP 7. ENTER 49.95 IN RESPONSE TO THE 
AMOUNT PROMPT AND PRESS IRETURNI 

> Z l:Esn:46322 Len1 523 Poa1 0 Tab1 0 File1 a:u.a:TICJI Lf.'l'ftll, 02 
Enl:Atc $ l<:Qlnt (and press REl\RI) 149.95 

January 23, 1984 

When you see the prompt Enter$ Amount (and 
press RETURN):, type 49.95 and press BE
TUBN. You don't need to enter $, because it is 
already in the letter. 
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STEP 8. WATCH THE SCREEN TO KEEP TRACK OF 
WHAT THE PROGRAM IS DOING 

< z H•11u46265 Len1 500 - · 0 Tobi 0 File1 a:u.a:TICJI IEl'l'tl!, 02 
.RJ 
January 23, l9M 

l Inaert sheet , pceu REIU<N J 
.LJ 
He. Jol'n P. Sl:dtb 
Aaaociation of Word Pcoc:eeaora 
123 &lJn Street 
Coha&Mt, "" 02025 

Deac He. Slaith1 

.PlfS 
In spite of the fact that we have sent you four post due -1""8 1n tho laat 
six montba, we still have not cec:ei vecl tho bol....,. dlO of $49.95 on your 
occount. 

It we do oot receive fn:a you • cllld< tor $49.95 1n the next 7 days, He. a.1th, 
we will be foroed to refu :;wr dellnqulnt account to a oollec:tim - • 

Pl- call our ccedit office 1-llately to lllOke arr.,_ts foe _.t • 

• l'lf) 

Once you have entered the amount, BILLING: 
ENTRY will replace all the (Amount) markers 
with 49.95 and proceed to merging t he file AD
DRESSES with the letter on the screen. You w ill 
actually see the first address from the file appear 
in place of the (Address) marker. Then you will see 
the same address appear at the bottom of the let
ter. Don't let this confuse you-BILLING:ENTRY is 
simply making a temporary copy of the address 
from which it can then extract the title and last 
name of the addressee. Next you will see the 
markers (Title) and (Lname) disappear, to be re
placed by the actua l title and last name of the 
addressee- in this case, "Mr. Smith." Finally, BILL
ING:ENTRY will delete the code symbol @L@ from 
the last name wherever it appears in the letter 
and then delete the temporary address from the 
bottom of the letter. 

When the letter is complete and ready t o print, 
the prompt [Insert sheet, press RETURN] will 
appear near the top of the screen. 



STEP 9. PUT A SHEET OF LETIERHEAD PAPER 
INTO THE PRINTER AND PRESS IRETURN I 

P.O. BOX 827 • SCITUATE, MA 02066 

(617) 545· 15.39 

kr. Johl P. 91.itb 
Aaeoc:Ut.1.c:in of '..aord Procesaor• 
lll Ela street 
Oobulet, Mi\ 0202S 

Doar "'· 811t.b1 

JllrW.llrj' 23, 1984 

In spit e of the fact that ve have amt you four put due notice. in 
the lut all monU., w 8tlll hn• not recei ved the ~anc. 4111 of $'9.95 
on your account. 

If w do not receive f rcm ~ a cbcd for $49.95 1n ti. nut 1 days, 
kr. Sldth, w will i:,. forced to refe.r ywr del~ aca:iunt to a 
col..lec:t.1oo-. 

Pl eue call our credit office 1a:mediat6ly to W e atca.ngaelts for 
po_.t, 

DuO--eya Tracer 
Cc edJ t Kanagcr 

As soon as you put the paper into the printer and 
press RETURN, th.e first letter will begin printing 
and a fresh copy of the blank master letter will be 
loaded into memory, appearing on the screen. 
BILLING: ENTRY will again fill in the date and then 
ask you to enter the amount owed. 

STEP 10. WHEN YOU SEE THE AMOUNT PROMPT 
FOR THE SECOND LEITER, TYPE 159.00 AND PRESS 
I RETURN I 

> Z - 146322 Lm1 S23 Po1n 0 Tabs 0 Files a:u.a::rial LEm!1I 
Enter s - t..i pc- REnRll i l59.oo 

Jonuary 23, 198' 

Each time the program loads a new letter to pro
cess, it will ask you for the correct amount for 
that letter. For our second letter, we will enter 
159.00. 

After you press RETURN, the letter will be 
completed with the second address from our ad
dress list. Again, when it is complete, you will be 
prompted to insert paper and press RETUBN, 
and when you do, that letter will be printed out 
and a new one started. 

STEP 11. THE THIRD TIME YOU ARE PROMPTED 
FOR AN AMOUNT, PRESS IRETURNI INSTEAD OF 
ENTERING AN AMOUNT 

> z -146322 Lesu 523 Poa1 o Tabs o File: a:.u.a::TICJi IEl'1tJI 
Dlter $ AIDoUnt (and pr eaa Rf:l'URll) 1 

January 23, 198' 

After the second letter is finished, BILLING: ENTRY 
will attempt to process a third letter. It will load a 
fresh copy, fill in the date, and then prompt you 
for a new amount. Don't panic. Just press RE
TURN instead of entering an amount. BILL-
ING: ENTRY will then look for an address to merge 
into the letter. When it doesn't find one, the pro
gram will stop and tell you it is finished. 

STEP 12. PRESS IRETURNI TO STOP PROCESSING 
FORM LETIERS 

> Z Man146347 Lm1 498 Poss 26 Tabs O Pile• a:.u.a::TI<Ji L£1'reR 
.Rl 
J anuacy 23, 198' 

.LJ 
Cone at address 3 (press Rfm.IRN) 

When you see the message Done at address 3 
(press RETURN) , press RETURN. Everything will 
be erased from memory and you will be ready to 
do something else. 
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Form Letter Programs You Can Use 

In the following pages, we have included five 
ready-to-use form letter programs, as well as a 
program to address envelopes and mailing labels, 
and one to renumber your address lists when you 
add new names to them. The instructions below 
will show you how to enter and save any of these 
programs on your Apple Writer Master disk. 

The form letter programs are FIRSTNAME, LAST
NAME, BILLING: ENTRY, BILLING:MERGE, and MUL
TIVARIABLE. Each one will process a different kind 
of form letter. 

FIRSTNAME is suitable for informal letters be
cause it personalizes your letters w ith first names 
only. 

LASTNAME is better for more formal correspon
dence becauses it personalizes your letters w ith 
the addressee's title and last name. 

The two BILLING programs are useful for collec-

ENTERING THE PROGRAMS 

The following instructions will help you enter and 
save any of the programs listed in this chapter on 
your Apple Writer Master disk. Once you have the 
programs on the master disk, you can use the in
structions on page 177 to run these programs to 
create many different form letters with matching 
envelopes or address labels. 

STEP 1. ENTER THE PROGRAM 

<. z Hel:1:4671S t.en: 130 Pos: 130 Tab: 58 Pile: 

SF-'Rr PSXl 
PIN !?mll l£m!R PllDWlE (All> PRESs RE!Ul!I) : -$11 
PlH EtllllR AIDlESS Pil.mAl1E (Nil PRESs RE:ru<N) : o$B 

Enter the program exactly as it appears in the ap
propriate illustration (programs appear on pages 
165-170). Press RETURN at the end of each line 
in the program. All the labels in uppercase letters, 
which divide each program into sections (such as 
START, LOOP, or QUIT), begin in column 1 (left
hand edge of the screen) of their respective lines. 
All the command lines, which make up the rest of 
the program (e.g., PSX 1 or PIN ENTER LEITER FILE
NAME (AND PRESS RETURN) : = $A), begin in col
umn 8. Because column 8 is where the first tab is 
set (with the default tab settings), you can move 
the cursor to that position from the left by press
ing the 'l!AB key once. (II + users should type [I] 
to tab.) 
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tion letters- or any kind of document that con
tains figures that change; the difference between 
the two is that BILLING: ENTRY w ill prompt you to 
enter an amount for each lett er from the key
board, while BILLING:M ERGE w ill merge in 
amounts from a separate data fi le that you set up 
to match the address file . 

MULTIVARIABLE is an all-purpose program 
which allows you to change w hole w ords and 
phrases from one letter to the next. 

These programs appear on pages 165- 170. All 
you have to do is follow the instructions below 
for entering them into memory and saving them 
on your Apple Writer Master disk (which has 
enough extra room on it to accommodat e all the 
programs in t his book). Then you wi ll have t hem 
on hand to use whenever you put the Apple 
Writer disk in drive 1. 

WARNING: BE SURE TO ENTER EACH CHARACTER, 
SPACE, AND CARRIAGE RETURN EXACTLY AS IT 
APPEARS IN THE ILLUSTRATION- ONE SMALL ER
ROR, SUCH AS A COMMA OR SPACE IN THE 
WRONG PLACE, COULD CHANGE THE PROGRAM 
SIGNIFICANTLY AND CAUSE IT TO MALFUNCTION. 

STEP 2. PROOFREAD WHAT YOU ENTER 

> Z - :45362 Len: 1483 PCS: 0 Tab: 0 Pile: 

srARr PSX 1 
PIN ENr1R l£1'l'm Pnnw£ (Nil PllESS RelU1!I) : -$.>. 
PIN Dmll AIDlESS PILDW!B (Nil !'RESS REnRI) : o$B 
PI!l ENr1R 'l'CllAY' S twm (Nil PRESs RE1tRl): « 

LCXlPl NY 
P LOAD LE.TmR IN1l'.l KEMlRY 
L SA 
B 
P LOAD twm IN1l'.l I.of.Tm\ 
P/(Dote)/$q 
Y? 
PSY 1 

WJP2 B 

~~~i41>J.e (Y) OR onter •none• (and press RlmRll :•$0 

l'G:l ENDUXlP 
B 
p LOAD \l1\IUABLES IN1l'.l LE'l'lm 
P/(Vor1'1ble (Y) )/$QI 
Y? 
PSY •l 
l'G:l WJP2 

After you finish entering the program, check each 
character, space, and carriage return you entered 
against the il lustration. Proofreading the entire 
program th is w ay may seem tedious, but in the 
long run it can actually save you much more time 
than you will spend doing it. 



HINT: To see where you have entered carriage re
turns, first type [ Q] to get the Additional Func
tions Menu on the screen and then select G Tog
gle Carriage Return Display, from the menu. (II+ 
users should type [Z] to turn off word wrapa
round before typing [ Q] and enter 8 instead of 
G.) You will see Apple Writer's carriage return 
symbol ] at every point where you pressed BE
TUBN. To turn off this display of carriage returns, 
repeat the same steps (II+ users should repeat 
steps in reverse : [ Q] 8 [Z].) 

STEP 3. MAKE ANY NECESSARY CORRECTIONS 

Uncorrected program 

> Z t•at5362 Lau 141!1 Po:u O Tab• 0 Pile• 

~ PStl 
PDI ENl'Ell IEl'l'lill PIU2W£ (Nil PR&SS Rm1RI) 1 -$!>. 
PIN ENl'Ell .l!DlESS l'IWWIB (Nil PR&SS RlmRil • ~ 
PIN ENl'Ell TOOllY' S DATE (Nil l?llESS R1:nllllf) 1 -SC 

LCDPl NY 
P LON> LETim INl'O KDOIY 
L $A 
e 
P LON> DATE INl'O u:rnJI 
P/ Date/~ 
'f? 
PSt l 

UXP2 B 
PIN Enter varial>le (Y) al enter •nono• (and pr- RElUllll 1o$11 
l'CS/SQ/none/ 
1'00 INllJXI' 
e 
P LON> VARIABLES ImO IE!'reR 
P/(Vari<ll>l• (Y))/SQ/ 
'f? 
PSt +l 
POO UXP2 

Corrected program 

> z Ha1u45364 Len: 1481 Poo: 370 Tab: 27 Pile: 
PIN OO'ER lllDlESS F1LDW4E (Nil PR&SS Rmm) : -$B 
PIN OO'ER TOOllY' S DATE (Nil PR&SS iu:nRl) : -$C 

L(X)Pl Ki 
P LON> IEl'1'ER ImO KDOIY 
L $A 
B 
P LON> DATE ImO LE!l'l'll\ 
P/(Oote)/~ 
'f? 
PSY l 

UXP2 B 
PIN Enter Var!able Y al enter •nono• (and preas REnRil : o$11 
!WSQ/none/ 
POO INllJXI' 
B 
p LON> Vl\RWILES ImO IE!'reR 
P/(Variable (Y))/SQI 
'f? 
PSt +l 
POOUXPl 

INllJXI' B 
P/(Mdreaal// 
'f? 

Use the editing commands described in Chapter 3 
to correct any errors you might have made in en
tering the program. 

STEP 4. TYPE lcTRLI[]) TO SAVE THE PROGRAM 
ON THE APPLE WRITER MASTER DISK IN DRIVE 1 

> z Mem:45362 Lens 1483 Poo• 1483 Tabs 10 Piles 
P/@P@/ /A 

DELn>IP P RfMlVE TOO'OIW!r l\lllRESS P101 llOl'IXJI ar Lllr1'fJI 
E 
x 
P/()/()/ 
'f? 
1'00 DEIJ1'fJIP 
PNP 
PSt +l 
1'00 UlOPl 

Qm'l' PDI Done at addreas (X) (press R£1UINl 
Ki 

(SJ ave :HULTIVARIAIJLE 

With the Apple Writer Master disk in drive 1, type 
[S] to save the program for later use. When the 
prompt [S]ave: appears on the screen, enter the 
name of the program, a comma, and the drive 
designation D1. Then press BETURN. 

The drive will whir as the program becomes a 
permanent file on your Apple Writer Master disk. 
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Form Letter Programs You Can Use, continued 

FIRSTNAME 

FIRSTNAME (page 165) will personalize an infor
mal form letter with the current date and the ad
dressee's first name. Clearly, you will not want to 
use this for a formal business letter, but it may 
come in handy when you have an informal note 
you need to send to more than a few people. 

FIRSTNAME will issue the following initial 
prompts: 

ENTER LETTER FILENAME (AND PRESS RETURN): 
ENTER ADDRESS FILENAME (AND PRESS RETURN): 
ENTER TODAY'S DATE (AND PRESS RETURN): 

LASTNAME 

LASTNAME (page 166) will personal ize a formal 
form letter with the current date and the addres
see's title (Mr., Mrs., Miss, or Ms.) and last name. 
You can use this with a formal business letter that 
doesn't contain references to variable amounts of 
money. 

LASTNAME will issue the following initial 
prompts: 

ENTER LETTER FILENAME (AND PRESS RETURN): 
ENTER ADDRESS FILENAME (AND PRESS RETURN): 
ENTER TODAY'S DATE (AND PRESS RETURN): 

< z 11e11146598 Len• 247 - · 1 Tab& 0 Pil•• 
(Date) 

Dear ( Fno:lle) • 

Ber• ia out quarterly Al• report for you to reYiew before ~·· Al• 
meting. I'll looking forward to me«ing vitb you and the other broncb 
....._,.. (Fnolre) • 

eaat Wislme, 

Dorotby Pai:ka 
Vice Pceaidslt , sales 
. ff 

< z Hema46l21 Len: 524 -· 206 Tab& 156 l'ile1 
.IU 
(D.lte) 

. IJ 
(Mdr""6) 

Dear (Ti tle) (1'\al>e)t 

'ftllrlk you foe your r-, which we recciwd today. n. rap:x.- to our 
advert.1- tor a salea reprMCltative hu beon avervhalJ&lng, and ,,. -late 
that it will talte ua tbr• to fout -. to ocr.., all applic.nta and aeloct 
cand1datae for intotViewa. We vill let you know the atatua of your applicaticn 
at that tint, probobly acound Novst>er 30. 

We appreciate your patience and your intereet in Financial Info""8tion Syatau. 

BILLING:ENTRY . 
I 

BILLING :ENTRY (page 167) is designed so that you 
can merge the date, name, and address whi le you 
enter dif f erent monetary amounts from t he key
board for each letter. This m.eans that you don't 
have to set up a separate amount fi le (as de
scribed below), but it also means that you have to 
sit at the keyboard through the entire form letter 
process in order to enter an individual amount fo r 
each letter. 

BILLING:ENTRY will issue the following initial 
prompts: 

ENTER LETTER FILENAME (AND PRESS RETURN) : 
ENTER ADDRESS FILENAME (AND PRESS RETURN) : 
ENTER TODAY'S DATE (AND PRESS RETURN) : 
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< z na:u46344 Len1 501 Poa1 204 Tab1 154 Pile1 
.IU 
(O.:.te) 

.IJ 
(Address) 

Doar (Ti tle) (Lna:rc) I 

In spite of the fact that ,,. have sent you four post due notJ.caa the laat 
six months, we still have not received the balance ""' of $(1\!rount) on your 
acc:aunt. 

If._,.., do not recelve frao you • cOOclt fo r S(l<:X>llnt) in the next 7 days, (Title) 
( l..lll£aC) , we vill be for cod to ce!ctr your dal lri1uont aocrxmt to a c:ollecticn 
agency. 

Pleaac Cllll our credit office iJm>!diately to lllOko arr_.,.,ta for J>Ol'l*lt• 



FIRSTNAME 

START 

LOOP 

FOUND 

PSX 1 
PIN ENTER LETTER FILENAME (AND PRESS RETURN): = SA 
PIN ENTER ADDRESS FI LENAME (AND PRESS RETURN): = SB 
PIN ENTER TODAY'S DATE (AND PRESS RETURN): = SC 
NY 
P LOAD LETTER INTO MEMORY 
L SA 
B 
P LOAD DATE INTO LETTER 
F/(Date )/SC/ 
Y? 
B 
F/(Add:ress )// 
Y? 
P LOAD ADDRESS AT TOP OF LETTER 
L SB/<(X)>l<IN 
PGO FOUND 
PGO QillT 
E 
D 
F<<>()< 
Y? 
P LOAD ADDRESS AT BOTTOM OF LETTER 
L SB/<(X)>I</ 
B 
F/( )/( )/ 
Y? 
P CREATE WORKFILE FROM BOTTOM ADDRESS 
S WORKFILE,D2#%< # 
PLS WORKFILE,D21@F@! !N= SD 
B 
P LOAD FIRST NAME INTO LETTER 
F/(Fname )/SD/A 
B 
P REMOVE MARKERS FROM ADDRESS IN LETTER 
F/ @L@//A 
B 
F/@F@//A 

DELTEMP P REMOVE TEMPORARY ADDRESS FROM BOTTOM OF LETTER 
E 
x 
F/()/()/ 
Y? 
PGO DELTEMP 
PNP 
PSX + l 
PGO LOOP 

QillT PIN Don e at address ( X ) ( press RETURN) 
NY 
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Form Letter Programs You Can Use, cont inued 

LASTNAME 

START PSX 1 
PIN ENTER LETTER FILENAME (AND PRESS RETURN): =SA 
PIN ENTER ADDRESS FILENAME (AND PRESS RETURN) : = $B 
PIN ENTER TODAY'S DATE (AND PRESS RETURN): = $0 

LOOP NY 
P LOAD LETTER I NTO MEMORY 
L $A 
B 
P LOAD DATE INTO LETTER 
Ff( Date )1$01 
Y? 
B 
Fl(Address )fl 
Y? 
P LOAD ADDRESS AT TOP OF LETTER 
L SBl<(X )>l<IN 
PGO FOUND 
PGO QUIT 

FOUND E 
D 
F<<>()< 
Y? 
P LOAD ADDRESS AT BOTTOM OF LETTER 
L SBl<( X )>f<I 
B 
Fl( )I( )I 
Y? 
P CREATE WORKFILE FROM BOTTOM ADDRESS 
S WORKFILE,D2#%< # 
PLS WORKFILE,D2!> 1@!N= SD 
B 
P LOAD TITLE INTO LETTER 
Fl(Tltle )ISDIA 
PLS WORKFILE,D2<@L@ <><N=SD 
B 
P LOAD LAST NAME INTO LETTER 
Fl(Lname )f$DIA 
B 
P REMOVE MARKERS FROM ADDRESS IN LETTER 
Ff@F@! !A 
B 
F/@L@//A 

DELTEMP P REMOVE TEMPORARY ADDRESS FROM BOTTOM OF LETTER 
E 
x 
Fl( )I( )f 
Y? 
PGO DELTEMP 
PNP 
PSX + l 
PGO LOOP 

QUIT PIN Done at address (X ) (press RETURN) 
NY 
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BILLING: ENTRY 

START 

LOOP 

PSX 1 
PIN ENTER LETTER FILENAME (AND PRESS RETURN): = SA 
PIN ENTER ADDRESS FILENAME (AND PRESS RETURN): = SB 
PIN ENTER TODAY'S DATE (AND PRESS RETURN): = SC 
NY 
P LOAD LETTER INTO MEMORY 
L$A 
B 
P LOAD DATE INTO LETTER 
F/(Da t.e )/$C/ 
Y? 
B 
PIN Enter$ Amount ( and press RETURN) := SD 
B 
P LOAD AMOUNT INTO LETTER 
F/(Amount)/$D/A 
Y? 
B 
Fl( Address)// 
Y? 
P LOAD ADDRESS Kr TOP OF LETTER 
L $B/<(X ) >l<IN 
PGO FOUND 
PGO QUIT 

FOUND E I 
D 
F<<>()< 
Y? 
P LOAD ADDRESS AT BOTTOM OF LETTER 
L $B/<(X )>I</ 
B 
Fl()l()I 
Y? 
P CREME WORKFILE FROM BOTTOM ADDRESS 
S WORKFILE,D2#%< # 
PLS WORKFILE,D2l>l@IN= $D 
B 
P LOAD TI'rLE INTO LETTER 
F/(Title )/$D/A 
PLS WORKFILE,D2<@L@<><N = SD 
B 
P LOAD LAST NAME INTO LETTER 
F/(Lname ) /$DIA 
B 
P REMOVE MARKERS FROM ADDRESS IN LETTER 
F/@L@//A 
B 
F!@F@l IA 

DELTEMP P REMOVE TEMPORARY ADDRESS FROM BOTTOM OF LETTER 
E 
x 
Fl()!()/ 
Y? 
POO DELTEMP 
PNP 
PSX + l 
POO LOOP 

QUIT PIN Done at address (X ) ( press RETURN) 
NY 
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Form Letter Programs You Can Use, continued 

BILLING:MERGE 

In addition to merging names and addresses from 
the address file, with BILLING :M ERGE (page 169) 
you can merge monetary amounts into your bill
ing letter from a separate amount file. The advan
tage here is that although you have to spend 
some time entering these amounts into a separate 
file, you wi ll be free to do other things while the 
program is running. Overall, you will save time us
ing BILLING:MERGE to personalize your dunning 
letters. (IMPORTANT NOTE: When using BILL
ING:MERGE, you must include the current date in 
the master letter; the program will not ask you 
for the date while it is running.) 

BILLING:MERGE will issue the following initial 
prompts: 

ENTER LETTER FILENAME (AND PRESS RETURN): 
ENTER ADDRESS FILENAME (AND PRESS RETURN): 
ENTER TODAY'S DATE (AND PRESS RETURN): 

MULTIVARIABLE 

MULTIVARIABLE (page 170) is an all-purpose form 
letter program that is designed in much the same 
way as our collection letters program, BILL-
ING: ENTRY. MULTIVARIABLE will merge names 
and addresses into your letters from a separate 
file, while allowing you to enter other kinds of 
variable information, such as words, phrases, 
names, dates, amounts, record numbers, or just 
about anything else, from the keyboard . 

MULTIVARIABLE will issue the following initial 
prompts: 

ENTER LETTER FILENAME (AND PRESS RETURN): 
ENTER ADDRESS FILENAME (AND PRESS RETURN): 
ENTER AMOUNT FILENAME (AND PRESS RETURN): 

SPECIAL INSTRUCTIONS FOR USING MULTIVARIABLE 

When you want to use the MULTIVARIABLE pro
gram to process form letters, you have to include 
special numbered markers in your master letter. 
MULTIVARIABLE will merge the letter with the 
date and an address file, just like the other pro
grams. But in each place where you want to per-
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< z -146334 Leru 511 -· 20 Tab• 16 Flle1 
.RJ 
J.....ary 23, 1984 

. LJ 
(llddreae) 

Dear (Title) (Lnamo) I 

In epito of the fact that we have eent you four post due not.u- in the lUt 
dx month&, we still hAvo r<>t r«:eivod the b&lance ~ ot $(,.,...,t) on your 
account. 

It we do net. receive frca you a cbedt for S(At:oont) in the Mxt 7 daya, (Title) 
(tnllcle) , we vlll be fon:ed to refer your do1ln:jiiiiit account to a collect.l.cri -· Pleaee call our c redit office 1-Uately to lllUe arr.._...,ta for pa:.-;t. 

~Tracer 
Ctedit Hai_.-
.PF 

< Z ll<l:u46511 IA\1 334 POa1 49 Tab1 0 FU01 
. RJ 
(D.lte) 

(l\ddressl 

Dear (Title) ( tnllcle) 1 

l D aor ry to Worm you that the v1'!get you ordorod for your """'*'Y, 
(Variable 1), in a lotter dated (Variable 2) , la out of procluction. 

~ r~r u=:"~~~~ude your purchase order n..mt>or, (Variable 3)./ ao 

Sincorcly, 

J.P. llot'l"I\ 
Orocr Filler 

Before you use MULTIVARIABLE, you should read 
"Special Instructions for Using MULTIVARIABLE" 
below, "Setting Up a Master Letter" on page 172, 
and "Running a Form Letter Program" on page 177. 

sonalize the letter with something specific in the 
text (that is, a change other than the name, ad
dress, or the current date), you have to insert a 
marker, for example, (Variable 1), (Variable 2), 
(Variable 3), and so on. You insert as many of 
these markers as you need to complete the letter. 



BILLING:MERGE 

ST.ART 

LOOP 

GETS 

FOUND! 

FOUND2 

PSX 1 
PIN ENTER LETTER FILENAME (AND PRESS RETURN): = SA 
PIN ENTER ADDRESS FILENAME (AND PRESS RETURN): =SB 
PIN ENTER AMOUNT FILENAME (AND PRESS RETURN): = SC 
NY 
P LOAD LETTER INTO MEMORY 
L$A 
B 
F/(Address)// 
Y? 
P LOAD ADDRESS AT TOP OF LETTER 
L SB/<(X) >/<IN 
PGO GET$ 
PGO QUIT 
P LOAD AMOUNT IN LETTER 
B 
F/(Amount)// 
Y? 
PGO FOUND! 
PGO FOUND2 
L $C/<(X)>l</N 
PGO GETS 
E 
D 
F<<> ()< 
Y? 
P LOAD ADDRESS AT BOTTOM OF LETTER 
L $Bl<(X)>I</ 
B 
Fl()!()! 
Y? 
P CREATE WORKFILE FROM BOTTOM ADDRESS 
S WORKFILE,D2#%< # 
PLS WORKFILE,D21 > J@!N = $D 
B 
P LOAD TITLE INTO LETTER 
F/(Title )!$DIA 
PLS WORKFILE,D2<@L@<><N=SD 
B 
P LOAD LAST NAME INTO LETTER 
F/(Lname )/SD/A 
B 
P REMOVE MARKERS FROM ADDRESS IN LETTER 
F!@F@l IA 
B 
F/@L@//A 

DELTEMP P REMOVE TEMPORARY ADDRESS FROM BOTTOM OF LETTER 
E 
x 
F/()/()/ 
Y? 
PGO DELTEMP 
PNP 
PSX + l 
PGO LOOP 

QUIT PIN Done at address (X) (press RETURN) 
NY 

Automated Letter Writing with Apple Writer 

169 



170 

Form Letter Programs You Can Use, continued 

MULTIVARIABLE 

START PSX 1 
PIN ENTER LETTER FILENAME (AND PRESS RETURN): = $A 
PIN ENTER ADDRESS FILENAME (AND PRESS RETURN): = SB 
PIN ENTER TODAY'S DATE (AND PRESS RETURN): = $C 

LOOPl NY 
P LOAD LETTER INTO MEMORY 
L$A 
B 
P LOAD DATE INTO LETTER 
F/(Date ) /$C/ 
Y? 
PSY 1 

LOOP2 B 
PIN Enter Variable (Y) OR enter "none" (and press RETURN) := $D 
PCS/SD/none/ 
PGO ENDLOOP 
B 
P LOAD VARIABLE INTO LETTER 
F/(Variable (Y) )/$D/ 
Y? 
PSY + l 
PGO LOOP2 

ENDLOOP B 
F/(Address )// 
Y? 
P LOAD ADDRESS AT TOP OF LETTER 
L SB/< ( X) > l< /N 
PGO FOUND 
PGO QUIT 

FOUND E 
D 
F<< > ()< 
Y? 
P LOAD ADDRESS AT BOTTOM OF LETTER 
L $B/<(X) >I</ 
B 
F/()/()/ 
Y? 
S WORKFILE,D2#%< # 
PLS WORKFILE,D21 >!@IN= $D 
B 
P LOAD TITLE INTO LETTER 
F/(Title )/$D/A 
PLS WORKFILE,D2<@L@<> < N=$D 
B 
P LOAD LABT NAME INTO LETTER 
F/(Lname ) /SD/A 
B 
P REMOVE MARKERS FROM ADDRESS IN LETTER 
F/@L@/ /A 
B 
F/@F@/ /A 

DELTEMP P REMOVE TEMPORARY ADDRESS FROM BOTTOM OF LETTER 
E 
x 
F/()/()/ 
Y? 
PGO DELTEMP 
PNP 
PSX + l 
PGO LOOPl 

QUIT PIN Done at address (X ) (press RETURN) 
NY 
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Then, as the program processes each letter, it will 
prompt you to enter the correct information for 
each variable as it encounters the marker desig
nating that variable'. 

The letter in the example above, for instance, 
could be sent to any number of clients. The basic 
text could apply to anyone, but your response has 
to include the client's company name, the date of 
the client's letter, and the correct purchase order 
number for each client w ho ordered the widget. 

INSERT NUMBERED MARKERS WHERE VARIABLE 
INFORMATION SHOULD BE ENTERED FROM THE 
KEYBOARD 

< z llccu46Sll L•u 334 Poe: 49 Tatu O Pile: 
.JU 
(CQteJ 
.LJ 

(Mdreas) 

Dear (Title) (....,...) 1 

1 ""' sorry to infor111 you tllat the vidget you ordered for your cc:qiony, 
(Variable 1), in a letter elated (Variable 2) is out of production. 

For your convenience, 1 include your purchase order ru.Gber, (Variable 3) , oo 
you can update your recorclo. 

S.lncerely, 

J.P. Hor<JOll 
Order Filler 

When you set up the master form letter for a let
ter like this, you mark the places where these 
three items should be inserted with (Variable 1), 
(Variable 2) and (Variable 3), respectively. Then, 
while each individual letter is being processed, 
MULTIVARIABLE will prompt you to enter the vari
ables. First, it will ask you to Enter Variable 1 
(and press RETURN) :, and in response to the 
prompt you enter the client's company name. 
When asked to Enter Variable 2, you enter the 
date of the letter in which the client requested 
your widget. And when asked to Enter Variable 
3, you enter the client's purchase order number. 

WHEN YOU HAVE FILLED IN ALL THE VARIABLES, 
ENTER none IN RESPONSE TO THE PROMPT 

> Z -146496 L•u 349 l'l>a1 0 Tlb1 0 File1 R!IJUllS 1zrnR 
Dltc VarUble 4 <JI-..: •nooe• (Ind pr- RBnRl) :none 

J111114CY 23, 198' 
.t.J 

(lddr-) 

Dear (Title) (I.nm») : 

I 411 aor ry to infom you that the viclget you ordued for your ._-.y, 
Dragcnho.l.d, Ltd., in a letter elated ~ 12, 19BJ, ie cut of prO<luctial. 

Poe your CXXlllWli"""'• l includo your purchalle·ordu ..-.:, 0024687,\, eo you 
can up!ate your recorclo. 

Sincerely, 

J.P. Horgan 
order Piller 

When you want to tell MULTIVARIABLE that there 
are no more variables to enter, you simply enter 
none and press RETURN. The program w ill then 
turn to its next task of locating an address to 
merge with the letter. 

USE AS MANY VARIABLES AS YOU NEED IN ONE 
LETTER 

< z Mmu46513 1.eru 332 Paa: O Tiil : O Plle1 
.JU 
(Dote) 
. LJ 

(Mdroul 

Dear (Title) (Lnse): 

I m sorry to inforio you tllat the viclget you ordered for your c:ccpny, 
(VOdabl.e ll, in a letter datod (Variable 2), ie CIUt of productial. 

l"or your convetlence, l inc:luclo your (VOriable 3) ru:t>or, (V<U:lo.ble 4) , ao you 
can update your recorde. 

Sincerely, 

J.P. H<><gon 
Order Piller 

The (Variable) markers can be used to mark a 
place for any kind of text-words, phrases, 
amounts, or names. And you can enter as many 
markers in one letter as you need. However, you 
must be careful and make sure that they are num
bered consecutively, beginning with (Variable 1), 
etc. For example, if you need two variables, you 
would use (Variable 1) and (Variable 2) as mark
ers; and if you need four variables, you would use 
(Variable 1). (Variable 2), (Variable 3), and (Varia
ble 4). 
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Setting Up a Master Letter 

Setting up a master letter to use with an Apple 
Writer form letter program is very easy. Instead of 
leaving blanks for text that changes from letter to 
letter (variable information), you leave markers so 
that the find commands in the program (ex
plained above in lines 5 to 6 and 12) can locate 
the right place in your letter to drop in a date, 
name, address, amount, or other variable. You 
don't even have to count the number of lines to 
leave blank for an address-each address wi ll be 
loaded into the exact space it requires, leaving the 
format the same regardless of the number of 
lines. 

STEP 1. TYPE THE MASTER FORM OF YOUR 
LETIER 

> Z MU>:46593 Leu 252 Pol: 96 Tab: 119 Pile: 
Dear: 

I a aoc ry to infoaa you t.~t the vldget you ordered !or your ocq::any,, 1n a 
letter doted, ia out of procluctf.Dn. 

for your convenience, I include you.t purchase ordor nl.ld>tc,, so you can update 
your reoords. 

Sincerel y, 

J .P. llo'90ll 
Order YWer 

Type the body of your form letter as t hough it 
were any other letter but leave out the variable 
informat ion for now. (Remember that you are us
ing a word processor, so there won't be any prob
lem going back to insert information later.) Any 
text that doesn't change from letter to letter re
quires no specia l preparation. 

STEP 2. IDENTIFY THE PARTS TO BE 
PERSONALIZED (VARIABLES) 

> Z Ha:l:46593 Len: 252 Pol: 96 Tot>: 119 Pile: 
Doar: 

~et~.~~~~ t:t= ~p~~:1clget you ordered tor your ~y in a 

~r~=.""lence, I include your purchase order nud>er ao yai can update 

Sincerely, 

J . P. llo'90ll 
Order Piller 

When you f inish typ ing the master form letter, 
you must decide where you need to insert mark
ers fo r the variable information. Each of the five 
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programs listed above employs a different subset 
of these six variables : Address, Date, Title, Fname, 
Lname, Amount, and Variable. In our example 
here, using the program BILLING :MERGE, the vari
ables include Address (the name and address of 
the person to whom you are writing), Title and 
Lname (his or her title and last name), and 
Amount (the amount owed). 

STEP 3. INSERT THE MARKERS (VARIABLES 
ENCLOSED IN PARENTHESES) INTO YOUR LETIER 

< Z Mao:46519 Len: 326 Poe: 20 Tab: 1 Pile: 
(Dilte) 

(l\ddrcao) 

Doar (T1Ue ) (Lna:ne) : 

M'M~}~1~ ~~~:.r~~~v:r~e>fi,0~ ~rp~~· 
POr your c:ormnJ.ence, I incluclt your purchaae ordec nudlec, (Vari.able 3) , ao 
you can uplate your cecorclo. 

Sinctrely, 

J.P. llor:gan 
Oeder Fillet 

Insert the variables into the master form letter 
and enclose each variable in parent heses. Enclos
ing the variable in parentheses makes it a marker 
(variable + parentheses = marker). The parenthe
ses allow you to use t he words "Address," 
"Name," and so forth, elsewhere in the letter 
without Apple Writer conf using them with the 
same words used as variables. 

As you insert t he markers, be sure to use the 
correct spacing. If you treat the marker as if it 
were the actual text to be inserted, your spacing 
shou ld be perfect. For example, when inserting 
the marker (Address), pretend it is the entire 
name and address, no matter how many lines it 
contains. Leave the same number of blank lines 
between t he marker and the salutation that you 
wou ld leave between the last line of the actual 
address and the salutation. And treat the markers 
(Title) and (Lname) as though they were the per
son's actual title and last name. Type one space 
between the word "Dear" and (Title), another be
tween (Title) and (Lname), and no space between 
(Lname) and the punctuat ion you use. 

You can insert the same marker as many times 
as you like in one letter. (For instance, you might 
want to refer to a correspondent by name several 
times or you might want to mention an amount 
owed to you more than once.) 



STEP 4. EMBED A FORM FEED COMMAND, 
0[)[), AT THE END OF THE LEITER 

< Z -.46515 1Ml1 330 P.,.1 330 T11l11 3 Pllea 
I • aorcy to info ca you that the wl.dgot you ordered for your cmporiy, 
(V&r1'1ble 1), in. letter dated (V&r1'1ble 21, 1a out of proct.iction. 

l'or your ""'1lltnllnco, I lncludt your ~ order - · (V&rUl>le 31, oo 
you Cllll uplata your recordo. 

Sincerely, 

.J.P. Mor<JOll 
Order filler 
,PP 

If you haven't already entered a carriage return at 
the end of your letter, you should do so now. 
Next, type .FF on the new line. This is a form 
feed command that causes t he printer to eject 
each letter after it is finished printing. (Note : If 
you follow the form feed command with a car
riage return, any top line entries will be printed 
on the next page.) 

STEP 5. TYPE lcTRLll!) TO SAVE YOUR LEITER 

< Z -.46515 Len1 330 P.,.1 330 Tiii>: 3 Files 
I • 80rcy to infoao you that the wi .. you ordered for your~· 
(V&rUblt l) , in a letter dated (VllrUl>le 21, it out of prccb:t1on. 

for your convmitnce, I lncludt your pu:cMM order nmmr, (Variable 3) , ao 
you CAii update your recordll. 

Sincerely, 

J .P. Hor9an 
Order rwer 
. PP 

(SJ ave 1YWR lErreR PILE l'1\KE 

When you type [S], a file name prompt [S)ave: 
appears at the bottom of the page. Enter a file 
name for your letter and press RETURN. 
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Setting Up the Variable Information Files 

You need to set up only two possible variable 
files, one for addresses and the other for 
amounts. You either enter all other variable infor
mation from the keyboard when t he program 
prompts you for it, or this information is extracted 

THE ADDRESS FILE 

The address file is a numbered list of names and 
addresses. This list has to be numbered because 
the program picks out each address in turn ac
cording to its number. 

STEP 1. TYPE lcTRLl[fil TO CLEAR MEMORY 

< Z -•'6511 Lona 334 -· 334 'l'ab1 U Plle1 IUllRJ:rS L£1'ml 

I a 11ony to inform you thlt the widget you oroerocl tor your ClClqJOl1y, 
(Vlu:iable 1), in a letter dated (Vlu:IAable 21, ill out of procb:tial. 

l!Or your ~once. I include your purc:bue order llUl*>er, (Variable 3), ao 
you can upSata your reoorcla. 

Sincertiy, 

J,P, Morgan 
order rll.\er 

When the safety prompt [N]ew (Erase Memory) 
Yes/No ? appears on the screen, type Y for Yes 
and press RETURN. Memory will be cleared so 
you will be able to begin a new file. 

STEP 2. TYPE DIIl13 TO BEGIN THE ADDRESS 
FILE 

< Z llsu'6842 Lena 3 -· O T<!b: O Flle1 
<l> 

The first address, naturally, is numbered 1. Enclose 
this numeral in pointed brackets. DO NOT PRESS 
THE SPACE BAR OR RETURN KEY. 
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from the address file by the program itself. The 
address file is always used; the amount file is used 
only for letters that conta in variable information 
pertaining to money. 

STEP 3. ENTER THE FIRST LINE OF THE ADDRESS 

< z -•'61110 Lau 25 1"'81 25 Tlb1 25 File1 
<l>llr , @F@Jotwl P, @L@Sllith 

Type in the first line (name line) of the address in 
the following format: (Mr.!Mrs./Ms.)@F @ 
Firstname Middle Initial@L @Lastname 
and press RETURN. 

In the illustration of an address file above, you 
can see that the first line of each address is the 
name line. You can also see that the separate 
parts of each name are coded, the first name as 
@F @ and the last name as @L @. (The middle 
initial doesn't require coding.) These codes iden
tify separate parts of the name line so that they 
can be extracted by the program later and 
dropped into other parts of the letter (such as the 
salutation). Deletion of the codes from the fin
ished letter is also built into the program. 

STEP 4. ENTER THE REST OF THE ADDRESS AND 
PRESS jRETURNI AT THE END OF EACH LINE 

< I -·40754 Lau 91 -· 91 Tlbl 19 Pil•• 
<l>llr.@F@Jol'n P. @L@Snith 
Association ot Word Processors 
123 £lm Street 
c.ohasset , HA 02025 

The rest of the address doesn't need to be coded, 
so you can just enter it straightforwardly, line by 
line, and press RETURN at the end of each line. 



STEP 5. ENTER THE ADDRESSES ON YOUR LIST 
AND NUMBER THEM CONSECUTIVELY 

< I -.46406 Lona 0 9 -· 0 Tll>a 0 l'ilea 
<l>llr . lrt!Joln p. ~th 
l\aoC:1aticn of Nord ~r• 

123 Ela Stt-
~. 1111 02025 
<2>111.@rtEllla o. @L8Jo1Non 
Dt_.i,old 
ltilquado, Croyatcn. 
Oounty lfidtloot 
I <ellnd 
O >Kt. fFfCloot91 @LIB&u:ab -l'llncnlJ. Clocpll:er _,..,.. 
45 l'Ond su-
lbM!ll, Ill\ 02061 
<4>111. lftlletty J- @L&ihitney 
Propriato< 
CrMUft Cl9Slin;I SUVices 
P.O. Box67 
c::t>boult, Ill\ 02025 
<S>lla. IP8lliom.ia @L@Pallcn 
328Fo<_A_ 
Collauet, Ill\ 02025 

All the addresses follow the same format as the 
first one, except that each address has a different 
(consecutive) number. Don't forget to enclose 
each numeral in pointed brackets:<>. 

THE AMOUNT FILE 

The amount file, like the address file, is a num
bered list. In fact, the numbering ·system is the 
same: each number is enclosed in pointed brack
ets, and the last amount in the file is followed by 
a left-pointing bracket. The amounts, however, 
are entered in a linear sequence, with no carriage 
returns separating the lines. 

STEP 1. TYPE icTRLl[fil TO CLEAR MEMORY 

When the safety prompt (N]ew ( Erase Memory) 
Yes/No ? appears on the screen, type Y for "yes" 
and press RETURN. Memory will be cleared so 
you w ill be able to begin a new file. 

STEP 6. ENTER A SINGLE 13) ON THE LINE BELOW 
THE LAST ADDRESS 

<S>lla. ~ l!UPallcn 
328Fo•-
~. 111102025 
< 

Enter a single left-pointing bracket on the line di
rectly below the last address to end the address 
file. This gives the program a final delimiter to use 
in loading the last address; without it, that ad
dress won't be loaded. 

STEP 7. TYP~ icTRLll!) TO SAVE THE ADDRESS FILE 

When the file name prompt (S]ave : appears on 
the screen, enter a file name and press RETURN. 

STEP 2. TYPE 13)1]](3 TO BEGIN THE AMOUNT 
FILE 

< Z 111111:46842 Len: 3 - · 3 Tiii>: 3 Pile• 
<l> 

Do not press the SPACE bar or RETURN key 
after you type < l > . 

STEP 3. ENTER THE FIRST AMOUNT 

< Z Mm146836 Len: 9 l.'081 9 Tobi 9 Pile: 
<1>768.59 

Enter the amount that matches the first name and 
address entry in the address file-do not press the 
SPACE bar or RETURN key after you enter the 
amount. Each amount in the amount file has a 
matching name and address in the address f ile 
and both entries have the same number. You en-
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Setting Up the Variable Information Files, continued 

ter the amounts one after another with no inter
vening spaces or carriage returns. When you reach 
the end of a line, the cursor automatically drops 
down to the next line (word wraparound). The 
current amount may even be divided into two 
parts, one on each line, but don't worry about it 
because the program will still read the amount as 
a whole. 

Whether you include the $ as part of the mas
ter letter or enter a dollar sign with each amount 
in the amount file is up to you. But if you include 
it in the letter, make sure that you enter it outside 
of the marker (e.g., $(Amount)). 

STEP 4. TYPE E)ll)[) AND THE NEXT AMOUNT 

< Z 110111'6828 Lens 17 Pas: 17 Tabs 17 Piles 
<1>768.59<2>94.35 

Again, remember not to press the SPACE bar or 
RETURN key after you enter the amount. 
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STEP 5. CONTINUE ENTERING NUMBERED 
AMOUNTS AND ADD A FINAL D 

< I - 1467_p Lens l!L1'!»1 f'il•J 
<1>76 8. 59<2>94 .350>49. 95<4>159.00<5>2, 798. 50<6>543 . 90<7>24. 95<8>7 89. 00<9>5. 
432. 89< 

Continue entering numbered amounts, increment
ing the number by one (1) for each amount you 
enter, until you have completed your list. Add a 
final < after the last amount. 

STEP 6. TYPE lcTRLll!) TO SAVE THE AMOUNT FILE 

(SJ ave 1m!R AKXJN1' PILE IWIE 

When the prompt [S]ave: appears on the screen, 
enter a file name and press RETURN. The 
amount file will now be saved on a disk. 



Running a Form Letter Program 

You can run any one of the five form letter pro
grams you entered on your Apple Writer Master 
disk with the following steps: 

STEP 1. CHANGE THE CURRENT PRINT FORMAT 
SETIINGS IF NECESSARY 

Print/Progr111:1 C<mnondo1 

Loft llar9in (Ill) • 9 
Paragraph Hiu;gin (I'll) • 0 
Right llar9in (RM) • 79 
Tep Hiu;gin ('IJI) • l 
Botta: llar9in (Ill) • l 
Pagolll:be< (l'N)•l 
Printed LlzlM (PL) • 58 
Pago Intuval (PI) • 66 
Line Interval (LI) • 0 
Single Page (SP) • 0 
Print Destination (l'D) • l 
CArr1- Retum (CR) • 0 
lhdedine 'l'l:llten (tJr) • \ 
Print ttode (t.J,FJ,CJ,IU) • LJ 
Tep Line ('IL) I 

Pr ... Rll1Ulll to Exit 

!Pl rint/Progrm 1 

(BL) I 

You may want to adjust the margin settings for 
your form letter, or tell Apple Writer that you will 
be inserting single sheets of paper into the printer 
for each letter (rather than using continuous form 
computer paper). To change these and other set
tings for a customized print format, see Chapter 5. 

STEP 2. TURN ON THE PRINTER 

Pr:int/l>rogrm C<l:loonda1 

Loft llar9in (Ill) • 9 
Par1119rapll 11&r9in (I'll) • 0 
Right ll111:9in (RI) • 79 
Tep llar9in ('DI) • l 
- 11aL9in (Ill) • l 
Page!U:t>er (l'N) • l 
Printed Lin• (PL) • 58 
Page Interval (PI) • 66 
Line Interval (LI) • 0 
Single Pago (SP) • 0 
Print Destination (PD) • 1 
Co.rriogo ReWm (QI) • O 
Q>derline Tok., (tJr) • \ 
Print Mode (LJ,FJ, CJ,IU) • LJ 
Tep Line ('IL) I 

-- Line (BL) I 

Presa RlllU!ll to Exit 

!Pl rint/l>rogrm 1 

Type [P] ? to make sure that the printer you 
turned on is the one specified as PD (print desti 
nation) on the Print/Program Command Menu. 

STEP 3. TYPE ICTRLI@) TO SAVE YOUR WORK ON 
A DISK 

(SJ ove :C\.UlRml' l'oQRK 

If you haven't already saved your work, do so now 
by typing [S]. When the file name prompt 
[S]ave: appears on the screen, enter the name of 
the file you are working on and press BETURN. 

STEP 4. TYPE lcTRLllfil TO CLEAR MEMORY 

(N)ew (Eraae Ha:r>ry) Y""""" 7Y 

When the safety prompt [N)ew (Erase M emory) 
Yes/No ? appears on the screen, type Y for Yes 
and press BETURN to clear memory. (It isn't ac
tua lly necessary to clear memory because the pro
gram will do it for you once it begins. But, to save 
yourself confusion, it's nice to have a clear screen 
when you enter the commands and file names to 
run the program.) 

STEP 5. TYPE ICTRLll!) TO GET THE PRINT/ 
PROGRAM PROMPT 

(Pl rint/l>rogrm 1 

Type [P] in order to get the prompt [P]rint/Pro
gram : on the screen. 

STEP 6. TYPE DO (PROGRAM NAME), 01 AND 
PRESS IRETURNI 

In response to the prompt, type DO (Program 
Name),Dl and press BETURN. 
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Running a Form Letter Program, continued 

STEP 7. ANSWER THE INITIAL PROMPTS AND 
PRESS jRETlJRNI AFTER YOU ANSWER EACH PROMPT 

< Z llmu46845 Leru 0 -· 0 - · 0 Pile• 
ENl'lill ~ PilawtE (Am l'RlSS RE1'IRI) • CIJU.ro'IQ>l IEITER 2 , llZ 

The initial prompts appear on the screen one at a 
time. As you answer each prompt and press RE
TURN, the next prompt appears in its place. 

Once you have answered the initial prompts, 
the program takes over, doing everything from 
loading the files to printing each letter. The pro
grams BILLING:ENTRY and MULTIVARIABLE will 
prompt you to enter some of the variable infor
mation from the keyboard as they process the let
ters. When all the letters have been printed the 
message Done at address 00 (press RETURN) 
appears on the screen, telling you that the pro
gram is f inished. 

> z -•46343 Leru 502 -· 26 -· o Pilo1 CO!LfrrIQ>l LE'lTl!R 2,az , RJ 
January 23, 1984 

.LJ 
Done at Addreaa 3 (prcsa REIUlNJ 

Dear (Title) (lnm9) I 

ln lpite of the fact th& we how 11011t you four put c111o noUce9 in the l.aat 
~~' w llt.Ul haw not received the bolanc:e die of $(llm0unt) en your 

If we do noe reoeiw frcn you a c:beck for $(Amount) in the next 7 days , (Title) 
(Inm9), we will be forced to refer your delinquent account to a oollectl.on -· Pl._ C4ll our credit office iJo:iedlately to l:lOke am1ngaznta for -t. 
'11>arlk you, 

Dead-eye Tracer 
credit """'9er 
. PP 
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STEP 8. PRESS jRETURNI TO END THE PROGRAM 

You are ready to begin a new file 

< z -.46845 Len: 0 -· 0 -· 0 Pile1 

When you press RETURN, you are returned to 
blank memory and you are ready to begin a new 
file. 



Addressing Envelopes and Mailing Labels 

You can use the same address file that you used 
to personalize your form letters for automatically 
addressing envelopes or mailing labels. The pro
gram ENVELOPES AND LABELS, listed below, will 
merge your address file with a template that is for 
either envelopes or labels, and then it will print 
them out to your specifications. 

First, enter the program by follow ing the in
structions on page 162 and then save it on your 

ENVELOPES AND LABELS 

ENVELOPES AND LABELS is a short program that 
w ill merge an address file with an envelope or la
bel template and then automatically print out en
velopes or address labels to match your form let
ters. 

ENVELOPES AND LABELS 

START PSX 1 

Apple Writer Master disk. Next, use the step-by
step directions below to create a simple template 
and print formats for envelopes and mail ing la
bels. Once you have saved the template and print 
formats on a working disk, you will be able to run 
off matching envelopes or labels quickly every 
time you print out a batch of form letters. 

ENVELOPES AND LABELS will issue the fol lowing 
initial prompts: 

ENTER TEMPLATE FILENAME (AND PRESS RETURN) : 
ENTER ADDRESS FILENAME (AND PRESS RETURN) : 

PIN ENTER TEMPLATE FILENAME (AND PRESS RETURN): = $A 
PIN ENTER ADDRESS FILENAME (AND PRESS RETURN): = SB 

LOOP NY 
L SA 
B 
F/(Address)// 
Y? 
L SB/< (X)>l</N 
B 
F/ @L@//A 
B 
Fl @F@l IA 
PGO FOUND 
PGO QUIT 

FOUND PNP 
PSX + l 
PGO LOOP 

QUIT PIN Done at address (X) (press RETURN) 
NY 
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Addressing Envelopes and Mailing Labels, continued 

CREATING THE MASTER TEMPLATE FOR ENVELOPES AND LABELS 

STEP 1. ON THE FIRST LINE OF A BLANK SCREEN, 
ENTER THE MARKER (Address) AND PRESS IRETURNI 

< I -146835 IAIU 10 Poo1 10 '1'111>1 0 PUii 
(l\ddresal 

If you have been working on something else, save 
it with [S] and clear memory with [N]. Then, in 
the top lefthand corner of the screen, enter the 
marker (Address}-the same marker you used in 
your master form letter-and press RETURN. 

STEP 2. ON THE SECOND LINE, EMBED DIIllII 
-BUT DO NOT PRESS IRETURNI 

< I -1tlilD2 Lona 13 Poo1 13 Tllb1 3 Plle1 
(Addi:-) 
. PP 

In order to get the printer to eject each addressed 
envelope or scroll up to the next label, we need 
to embed a form feed command .FF on the sec
ond line of our template. It is not necessary to 
press RETURN after entering this command, 
however. 

STEP 3. TYPE lcTRLll!) TO SAVE THE TEMPLATE ON 
A DISK 

(Slave 1AIDIFSS Tll!PlME 

Type [S], and when the prompt, (S]ave :, ap
pears, enter a file name for th.e template. Next to 
the file name, enter a comma and then a drive 
designation (Dl or D2, depending on where your 
disk is). Now press RETURN. 

The drive will whir as the template becomes a 
permanent file on your disk. You will be able to 
use it for either envelopes or labels, depending on 
the print format you use. 
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STEP 4. TYPE lcTRLll!) II) TO SET UP YOUR PRINT 
FORMATS ON THE PRINT/PROGRAM COMMAND 
MENU 

!Pl rint./l>rogrc 1? 

To set up the print formats that will determine 
how your addresses will be printed-that is, 
whether they will fit on envelopes or mailing la
bels-you need to use the Print/Program Com
mand Menu. To see the menu, type [P]. When 
the prompt ( P]rint/Program : appears on the 
screen, enter ? and press RETURN. The menu 
will then appear on the screen. 

STEP 5. CHANGE THE FORMAT SETIINGS YOU 
WILL NEED FOR PRINTING EITHER ENVELOPES OR 
LABELS 

A typical envelope format 

Print/Progr11111 Comands: 

Left ""'9in (U!l • 40 
Paragraph "4<91n (Al) • O 
R1¢t llar<J1n (RIO • 75 
'lop ""'9in ("DI) • 0 
BottaD llar<J1n (Ill) • 0 
Pagelb:l>er (I'll) •l 
Printed Lines (PL) • 8 
P"'Jll Interval (PI) • 25 
Line Interval (LI) • 0 
Single Page (SP) • l 
Print Destination (R>) • l 
C&rr1- -..en (<ll) • o 
thletline 'l\lk., (ID') • \ 
Print Mode (LJ , FJ,CJ,AJ) • LJ 
'lop Line ('ZL) I 

Botta:ILlne (Ill.) I 

Preea llfl1Ulll to EX.It 

(Pl rint:/Pcogrm 1 

To change a format setting, you first enter the 
two-letter abbreviation that appears in parenthe
ses next to the name of that setting on the menu. 
Next, you enter the number to which you want to 
change the setting. And finally, you press RE
TURN. For example, if you wanted to change the 
left margin from the default setting of 9 to 15, 
you would enter LMlS and press RETURN. As 
soon as you press RETURN, the setting is 
changed on the menu. 



The settings for envelopes are different from 
those for labels- and they will depend, of course, 
on the specific size of your materials. But here are 
some general guidelines: 

Envelopes Labels 

Left Margin LM40 LM2 
Right Margin RM75 RM40 
Top Margin TMO TMO 
Bottom Margin BMO BMO 
Printed Lines PL8 PL6 
Page Interval Pl25 Pl6 
Single Page SP1 SPO 
Print Mode LJ LJ 

Remember that these settings are only approxi
mate. You may need to experiment with diff erent 
refinements to fit the envelopes or labels you are 
using. 

HINT: Don't forget to enter a print destination 
(PD) setting if the printer you are going to use is 
not connected in slot 1 (the default setting). 

STEP 6. P.RESS IRETURNI AND TYPE lcTRLll2J [£)TO 
SAVE YOUR PRINT FORMAT IN A FILE ON A DISK 

A!lllTICllAL fttlCl'IotlS l!Dlll 

A. LOod Tab File 
a. save Tab Pile 
c. LOad Print/Progr""' Value Pile 
o. Save Print/Program value File 
E. Load (GJ1o88AI}' Pile 
P. Save (G] losaary File 
G. '1'09\lle carriage ReWrn Display 
u. '1'09\lle Data Line Display 
I. O>mect ~ to Printer 
J . CltrNert 1.pple Writer 1.1 Piles 
i. Quit llpple Writer 

Press Rl:ll.Ri to Exit 

Enter your selection (A - K) :D 

Enter file nace :ElNEI.OPE SETl'IN3S,D2 

You will use these formats many times if you send 
out form letters frequently. Therefore it is wise to 
save them in a print format file on the same disk 
with the ENVELOPES AND LABELS program. (If 
possible, your address files should also be on this 
disk.) To save your print format, press RETURN 
after you have set up the fi nal format on the 
Print/Program Command Menu. Then type [ Q] to 
get the Add itional Functions Menu on the screen. 
Enter D from the menu to indicate that you want 
to save the print format in a file (II + users shou ld 
enter 4 instead of D). 

The prompt Enter file name: will appear. Enter 
a f ile name that you will be able to remember the 
next t ime you want to address envelopes or la
bels. If necessary, also enter a comma and a drive 
designation (Dl or D2). Then press RETUBN. 
You will hear the drive whir as the file is being 
saved and then you will be returned to memory. 

STEP 7. TURN ON THE PRINTER YOU WILL USE TO 
ADDRESS YOUR ENVELOPES OR LABELS 

(Pl rint/Progra 17 

Type [P] ? to make sure that the printer you 
turned on is the printer specified as PD (print des
tination) on the Print/Program Command Menu. 

STEP 8. TYPE icTRLll!) TO SAVE ANY WORK YOU 
HAVE IN MEMORY 

< Z -1450Bl Lena 1765 Po81 11112 Tab: 407 Pilo1 
~ 
~ 
~ 
~ 
~ 
XlOCXXXJXXXlCXX. 
~CIXICX)OOiOOCOOOCl!XXXXX 
XlOOCXXXXlCClOOCCOOOOOOOOOOCOCCCCCOOC<XlCCCCCCCCCOOOCOCIOCOIXXX 
XXlClOCJClOOOCXCCOCClOClOOOCIOCl:llCCXXXlQOCOOCCCCCOOOOOIXXX 
~ 
~ 
~ 
~c~ 
~CCDCCQOOOOIXXXX. 
~CCCOOOCOCOCXlOCOC 
~CCOClOClCXlClCXl 
lOOOOOOOOOCQCOOCQ~CIQOOOOOCXlOOCJ 
~COOOOCOOOOQO( 

~-

(Slave :CURRElll' 1-0Rl< 

If you haven't already saved the work you have in 
memory, do so now by typing [S]. When the file 
name prompt [S]ave: appears, enter the name of 
the file you are working on and press RETURN. 
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Addressing Envelopes and Mailing Labels, continued 

STEP 9. TYPE icTRLI@) TO CLEAR MEMORY 

(NJ cv (ErO£C Marory) Yea/No 7Y 

When the safety prompt [N)ew (Erase Memory) 
Yes/No ? appears, type Y for "yes" and press RE
TURN. 

STEP 10. TYPE lcTRLl l!) TO GET THE PRINT/ 
PROGRAM PROMPT 

(Pl rl.nt/Progrm 1 

Type [P] to enter a program command. This com
mand will get the prompt [P)rint/Program : on 
the screen. 

STEP 11. TYPE DO ENVELOPES AND LABELS, D1 
AND PRESS IRETURNI 

(PJ rint/Progrm 100 flNWlm All> LABD.S, Dl 

To run ENVELOPES AND LABELS, type DO ENVE
LOPES AND LABELS,Dl in response to the pro
gram prompt and then press RETURN. 
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STEP 12. ANSWER THE INITIAL PROMPTS, 
PRESSING lRETURNI AFTER EACH PROMPT 

< Z Hecu 46845 Len1 0 Po&: 0 Tab1 0 Pilo1 
fNl'ER U.VIUlre (JI IMl!L PlLl2WIE (N«l IRESS Rf!lUtl) I AIDlESS TDll'IM!:, 112 

The first thing the ENVELOPES AND LABELS pro
gram will do is prompt you to ENTER ENVELOPE 
OR LABEL FILENAME (AND PRESS RETURN) : 
Enter the name you gave to your template when 
you saved it. 

< % - 146845 Len1 0 Poa1 0 Tllb1 0 Fllo1 
- HDlESS PIWWCE (AW PllP.SS REnl'N) I NDICSS&5 

Next, the program will prompt you for the 
name of the address file: ENTER ADDRESS 
FILENAME (AND PRESS RETURN) : Enter the 
name of your address file and press RETURN. 

Once the initial prompts have been answered, 
the program will take over, doing everything from 
loading the files to printing each address. All you 
have to do is keep feeding envelopes or labels 
into the printer. When all the addresses have been 
printed, a "finished" message will appear on the 
screen: Done at address 9 (press RETURN) . The 
number you see in this message will depend on 
how many addresses your fi le contains. 

A printed envelope 

Mr. Jam P, Sll\lth 
Associat ion of word P COCCDGOC6 
123 Elm St reet 
COhosoct • HA 0 2025 

STEP 13. PRESS IRETURHI TO BEGIN NEW WORK 

< 2 l ler:U27601..Len: 44..Po&i 4 4 .'l'llb1 3 Pile1 
. PP Done at address 9 (~ess RE'lU<ll) 

When you press RETURN, you will be returned 
to blank memory. You are now ready to begin 
work on another file. 



Renumbering a Variable File 

Sometimes you might want to update your ad
dress or amount files by inserting new names or 
amounts throughout the list rather than just tack
ing them onto the end of the file. In that case, 
you have to renumber the list afterward so that 
the program can still read it sequentially. 

Enter all new entries for a variable f ile with 
blank pointed brackets: < > 

To renumber a variable file, type in the follow
ing program and save it w ith [SJ under the file 
name LISTNUMBER on a working disk (preferably 
the same disk on which you saved the form letter 
programs). Then follow the instructions for run
ning LISTNUMBER on page 184. 

LISTNUMBER 

NY 

< Z flem146290 Lens 555 l'oes 222 Tab1 7 Piles 
<l>Mr .@F&Jotn P. @L@Snl.th 
Aaaociaticn of word Proc:esllora 
123 Ella street 
C<lbaaaet, MA 02025 
K>Mr. Alec Jchnaan 
Kicrotert 
P.O. Box 8:rl 
Scituate, MA 02066 
<2>Ms, @P@Ellza o. @L&Jcl1naan 
Oragonb>ld 
ltilquade, Greystonea 
Cl:l<tty WicklOll 

~~ Cllarlea Lee 
P.O. Box 1000 
HO.ryville , NC 20003 
O>Mr.@F@Geor <je ~ah 
President 
Per sonal. Qxlplter Reaourcea 
45 Pond street 
Norwell, MA 02061 
<4>1111.maett y J ... @U!Whltnoy 
Pr<>pd etor 

PIN Enter the name of the file to be renumbered:= SA 
L SA 
B 
PND 
PSX 1 
B 

LOOP F#< S> # < ( X) > # 
Y? 
PGO FOUND 
PGO QUIT 

FOUND PSX + l 
PGO LOOP 

QUIT SSA 
PIN Press RETURN to see the renumbered list. 
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Renumbering a Variable File, continued 

RUNNING LISTNUMBER 

STEP 1. TYPE lcTRLll!) TO SAVE YOUR WORK ON 
A DISK 

[Slaw 1~ ACCm:SS&S 

When the file name prompt [S)ave: appears on 
the screen, enter the name of the file you are 
working on and press RETURN. 

STEP 2. TYPE icTRLllfil TO CLEAR MEMORY 

When the safety prompt [N)ew (erase memory) 
Yes/No? appears on the screen, type Y for "yes" 
and press RETURN to clear memory. 

STEP 3. TYPE lcTRLllI) TO GET THE PRINT/ 
PROGRAM PROMPT 

[Pl rint:/Progr• I 

Type [P] so that the prompt [P)rint/Program : 
will appear on the screen. 

STEP 4. TYPE DO LISTNUMBER, D1 AND PRESS 
IRETURNI 

!Pl rint:/Progr mo 1 LISINIMlER, Dl 

In response to the prompt, type DO LISTNUM
BER,Dl and press RETURN. When you press 
RETURN, a file name prompt appears on the 
screen. 
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STEP 5. ENTER THE FILE NAME OF THE LIST YOU 
WANT TO RENUMBER AND PRESS IRETURNI 

The file is displayed on the screen and after a mo
ment the message Press RETURN to see the re 
numbered list, telling you that the program is f in
ished, appears on the screen. 

STEP 6. PRESS IRETURNI IN RESPONSE TO THE 
MESSAGE 

> z llell\146290 Leru 555 l'Os 1 O Tab1 O File• ~ lllDU:SSES 
<l>Mr.@F@John P. @L@Soitb 
l\saoci4ticn of llord Proc:e.saors 
123 Elm Str-
OOhasset, w. 02025 
<>fir. Alec Jomaon 
iifcrotezt 
P.O. Box 827 
SCituate, w. 02066 
~.@F@Ellza O. @!.@Johnson 
Dragcnhold 
!Ulquade, Groyatcnaa 
00\Jnty Wicklow 
Ireland 
<>Mr. O..rlee Lee 
p .o. Box 1000 
Maryville, oc 20003 
<J>ttr . @P@George ~ab 
Presiilent 
l'er---1 Coqiuter Resources 
4S Pond Str-
No.-11, llA 02061 
Press RE'l'tlRN to GCC the renlmbered list. 

Ptoprietor 

< z llell\146288 Leru 557 -· 259 Tab1 l File• ~ AOORESSPS 
OOhasset, K\ 02025 
<2>Kr. Alec Johlsal 
H.icrotut 
P.O. Box 827 
Scltullt.e, !IA 02066 
<J-.@P@Eliza o. IIAlolnsm 
Dragcni¥)ld 
!Ulquade, cr.
o::uity Widclow 
Ireland 
<C>ttr. <l>arlea Lee 
p .o. Box 1000 
Haryvllle, oc 20003 
<5>Mr . @P@George @L@Hamrab 
Preeident 
l'ersonal Coqlut:er Raoourcee 
4S Pond Street 
Norvell, w. 02061 
<6-.@f@Betty J- @L@Whitney 
Proprietor 
creative OeanJng services 
P.O. Box 67 
Cobo&Rt, !IA 02025 

The renumbered list appears on the screen. It was 
actually changed on the disk, so t here is no need 
to save it. 



Appendix for Apple II+ Users 

Apple Writer for the II + is different from Apple 
Writer for the lie in two significant ways. First, it 
is different because the II+ keyboard does not 
have some of the convenient function keys that 
the later model lie has. Thus, the Apple Writer II+ 
program was designed to do some of the same 
functions with commands instead of prepro
grammed single keystrokes. For instance, the II+ 
keyboard does not have f and l keys, and you 
use the .- and .-. keys to delete and retrieve char
acters, not to move the cursor. On the II+, instead 
of moving the cursor around with arrow keys, you 
use the ESC key to switch from editing to move 
mode, and then press certain letters to move the 
cursor. The exact procedures for moving the cursor 
are described fully a little later in this appendix. 

Second, Apple Writer for the II + will perform 
most, but not all, of the operations described in 
this book. This is because when Apple Writer was 
adapted to the new lie keyboard, it was also ex
panded to include some new functions (such as 
printing a list of files, verifying files on a disk, and 
typing directly from the keyboard to a printer). 
Some of the new functions were added as addi
tional selections on the Additional Functions, DOS 
Command, and Print/Program Command menus, 
which means that the menus you see on your 
screen are slightly different from the ones illus
trated in this book (illustrations of the menus as 
they appear in Apple Writer for the II+ appear 
below). The SPECIAL glossary file, which exists on 
both Apple Writer (II+ and lie) Master disks, is 
also different. 

This appendix explains the areas in which Apple 
Writer for the II + and for the lie differ and gives 
instructions for operations that are specific to Ap
ple Writer for the II+ . 

BOOTING UP APPLE WRITER ON THE II+ 

To boot up Apple Writer on the II + , you follow 
the same procedure that you would use on the lie 
(see page 22). The only differences are in what 
you see on the screen after you turn on the com
puter. 

IX> YOU llAVE ~ DISl'!AY (Y/NJ 1? 

Unlike Apple Writer for the lie, the first thing 
you see when you boot up Apple Writer on a II+ 
is the message: DO YOU HAVE LOWERCASE DIS
PLAY (YIN): If your II+ has the ability to display 
lowercase letters, type Y. Otherwise, type N and 
press BETUlUV. 

Apple Writer I I 

Q>pyright 1981, Paul Lutua 

C<lpjrighe 1981, ~· cmputer Inc. 

Press REIUUI to begin :_ 

As with Apple Writer for the lie, the next thing 
you see is the Apple Writer copyright screen. It 
has a message at the bottom Press RETURN to 
begin. 

~e Writer II 

COpyright 1981, Paul Lutus 

COpyright 1981, ~e Cmp>ter Inc. 

FccquenUy used Control Owlracters: 

(LI l.oad a f ile 
(SJ save a file 
(NJ Erase """""Y 
IOJ AiXept:DOS~ 
IP) Print/Pr:ogrm =->do 
IQJ Additional fl.llCtiona ...., 

( for help, enteJ: •1•) 

enter your selection or Rlmllll •-

After you press BETUlUV, a menu, called the 
Editing Menu, replaces the copyright screen. The 
items on this menu are "Frequently Used Control 
Characters"-that is, the control commands that 
the programmer felt the average user would use 
most often. The square brackets ([)) around each 
character indicate that you should hold down the 
CONTROL key while you press that character to 
activate the command. 
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Appendix for Apple II+ Users, continued 

Ajlple Wdte< 11 

Qipyd~ 1981, Poul wtus 

Qipyr1- 1981, Ajlple °"""'"er Inc. 

PrCJ1181Uy t-i ainttol Olatoctera1 

(IJ LOad a file 
(SJ save a file 
(NJ £rase r:atOry 
IOI N>:e(lt IXlS caamnla 
IPI Print/Progr- COllllliUlds 
JQJ Additional flSlCtiana _., 

(for help, enter "? " ) 

D>ter )<lilt &electial or REIUlll •-

Two messages appear beneath the list of con
trol commands. The first, ( for help, enter "?"), 
tells you how to call the help screens to your 
screen (see page 32 for how to operate the help 
screens). You simply enter a ? from this menu to 
get the Help Screens Menu on the screen. (Note : 
You must be at the Editing Menu in order to call 
the help screens. To get to the Editing Menu 
while you are entering text , hold down CON
TROL and press the RESET button.) 

Ajlple Writer I I 

Q)pyr lght 1981, Paul LutuD 

Q)pyrlght 1981, Aff>le CCllqluter Inc. 

ProquonUy Used <:cntrol a..rocten1 

ILJ LOad a file 
I SJ save a file 
INI ErAD8 111CC10ry 
IOI 1'Ccept IXlS oca:iaOOa 
IP) Print/Progrm """""""1 
IQJ Adlliticnal functions _., 

Enter your selection or RJ::IUtN i _ 

The second message, Enter your selection or 
RETURN :, tells you that you can select one of the 
commands listed on the menu to perform a spe
cific operation, or you can press RETUBN to be
gin entering text. When you press RETURN, the 
Editing Menu gives way to a blank screen with 
the Data line at the top. You are ready t o beg in 
work. 

Appendix 

SPECIAL CHARACTERS AND THE SPECIAL FILE 

If you examine the two keyboards in the illustra
tion, you see that t he lie has eleven more keys 
than the II +. Some of the new keys give lie users 
the capability of typing characters that the II+ 
user has to enter with a command. Most of these 
commands are contained in the II + SPECIAL glos
sary file, so you can call them to the screen with 
the glossary command. Next to each new lie key
board character listed below, you will find the 
method for entering that character with Apple 
Writer II +. 

lie keyboard 
character 

{ 
[ 
} 
] 

0 

I 
\ 

How to get it w ith Apple Writer II + 

SPECIAL (designator: () 
SPECIAL (designator: < ) 
SPECIAL (designator: ) } 
SPECIAL (designator: >) 
SPECIAL (designator: t ) 
SHIFT P (only when the second character on 
the Data Line is E) 
SPECIAL (designator: u ) 
SPECIAL (designator: c) 
SPECIAL (designator: v ) 
CTBL SHIFT P or SPECIAL (designator : b ) 

THE APPLE WRITER II+ SPECIAL GLOSSARY FILE 

<& z KD1130426 !Dh 35 l'OS1 35 
TAB1 0 Fl'.!£1 SP£C1AL 
b\ 
c· 
t
IL 
vi 
<l 
>I 
({ 
JI 
i(D 
11(U 

The Apple Writer II+ SPECIAL glossary f ile is de
voted almost entirely to special characters that 
you enter by command rather than with a key
stroke. Each command has been assigned a glos
sary designator with which you can call it from 
the SPECIAL f ile to t he screen. 



The Apple lie keyboard 

The Apple II+ keyboard 

AlllITICIW. PIK:l'IQIS l1IH1 

1. LOod Tab Pile 
2. Save Tab Pile 
J . LOod Print/Progr• Vall» Pile 
4. Save Print/Progrm Vall» Pile 
S. LOod (GJJ.oaaary Pile 
6. Toggle carriage Rablm Di.eplay 
7. 'l'oggle Shift Key ~ (m:/SllIB'l'l 
a. Toggle Data Line Di8play 
9. O>nvert ~Write< 1 .1 Piles 
O. Quit l\pple Writer 

Dltar :your select.ion (l - 0 ) 15 

When you w ant to use one of the characters in 
the SPECIAL glossary fil e on t he Apple Writer II+ 
Master disk, first you load SPECIAL into the glos
sary buffer by typing [Q]. Typing [Q] calls the 
Additional Functions Menu onto the screen and 
then you type 8 to select Load [G ]lossary File. 

a 

When you see the prompt Enter file name : on 
the screen, enter SPECIAL and press RETURN. 
Once the file is loaded, type [G], and when the 
prompt [G]lossary(?=Define/*= Purge): appears, 
enter the designator liste d above for the character 
you want. 
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<E z HDl:3042li Wll 35 1'061 35 
TJ\11: 0 PIL&: SPECIAL 
b\ 
c· 
t • 

<L 
vi 
<I 
>J 
(( 
JI 
~ID 
a(U 

The only noncharacter entries in the II+ SPECIAL 
file are the commands you use to superscript or 
subscript a character in your text, such as a foot
note number (superscript) or certain mathematical 
variables (subscript) . The command ESC D (SPE
CIAL designator: i) tells the printer to roll the 
platen down a half line, which has the effect of 
raising a character slightly above the rest of the 
line. To go back to the normal line position, you 
use ESC U (SPECIAL designator: m) to roll the 
platen back up a half line. Thus, to enter a super
scripted footnote number you would embed ESC 
D, then enter the number, then embed ESC u. To 
enter a subscripted character you would reverse 
this sequence, embedding ESC U first, then enter
ing the number, then embedding ESC D . These 
commands are included as glossary terms in SPE
CIAL to make it easier for you to enter them in 
your text. By entering them from the SPECIAL file, 
you avoid having to go through the entire control 
character insertion procedure outlined in Chapter 
5 (see page 133). 

MOVING THE CURSOR WITH APPLE WRITER 11+ 

On the Apple II+, instead of using single strokes 
of arrow keys to move the cursor around in an 
Apple Writer document, you use letter keys. Be
fore you can use these keys to move the cursor, 
however, you must first turn off their normal 
function of character entry. 

Appendix 

PRESS THE (§) KEY TWICE TO CHANGE FROM 
EDIT MODE TO MOVE MODE 

(E Z MDh28696 Wl: 1765 1'061 

W' 0 PILE: 

XlllCClOOCCXXXX 
~ 

• •(l(IOOCXllXlCCIXlDC 

XXX>~······ • • ! • I OCWQlUW. OCOOClCXXlDXlCOCCCCDQQCXX 
XlllXXlOOC!XllX CIOOOCC OOCCCOIXXXXXlCO 
XXXXXXXXXXXXllX 
~ 
XXXXXXXXXXXlCll. 
~ 
~ 
i U:U dXlCXXlCI' I I 'Jtl KXXXXXllXllCiXI I I Q I 

~ 
JOOCIJUXXXlOOl!i ii i i lCXlCXXlOCCOCCX 

)0000! 11111~ 

XlCXXXIXXIXICCO 'OOl 1 11 IOOOOllCllOOCXl 
~CCC<•••••• 
XXXXXXlllOOOCCOCCCCCCCCOOOOC iQOQJWcacaxxx 
~ 
XXXXXXXXXlCCCIX. 
~ 

The ESC key controls the change from edit mode, 
in which you enter text , to move mode, in w hich 
you can move the cursor around w ithout perma
nently altering anything on the screen. Because 
you also use the ESC key to enter uppercase let
ters (by pressing it once before striking the letter 
key), you must press ESC t wi ce to change from 
edit to move mode. (Note: If you have had the 
shift key modification made on your 11 +-see be
!ow-you w ill have to press ESC only once to go 
into move mode.) 

When you press ESO tw ice, the symbol @ ap
pears in the cursor to remind you that you are in 
move mode. As long as that symbol appears in the 
cursor, you can use the letter keys in the cursor 
movement diamonds below to move the cursor. 
The diamond on the r ight is for single line and 
single character movement: when you press i the 
cursor will move up one line; when you press m it 
will move down one line; w hen you press j it will 
move one character to the left; and when you 
press k it will move one character to the right. 
The diamond on the left controls larger move
me~ts: when you press e the cu rsor w ill move up 
12 lines; when you press x it wil l move dow n 12 
lines; when you press s it w ill move one word (or 
a maximum of 24 characters) to the left; w hen 
you press d it w ill move one word (or a maximum 
of 24 characters) to t he right. 



The Apple II+ keyboard 

R 
A S D F 
z x c 

Here is a chart showing the II + cursor move
ment command that corresponds to each of the 
lie arrow keys (and arrows used with ti): 

lie Arrow Key II+ Cursor Movement Command 

f 
l .... 
.... 

ESC ESC I 
ESCESCM 
ESCESCJ 
ESCESC K 
ESC ESCE 
ESCESCX 
ESCESCS 
ESC ESCD 

GOING BACK TO EDIT MODE 

<E I 112211211596 LEiia 1765 1'001 
(1'81 0 l'ILBI 

iu • • • • • • "lOOC' • • • • • m • • ..icccccooacococc 
)00 0 C 000000 I II II II ClOOOCClCID 

To go back to edit mode when you are finished 
moving the cursor, press any character other than 
the letters used to move the cursor. The @ disap
pears from the cursor, and you are ready to enter 
text aga in. 

u 
H J 

A 
N 

K L 
M < 

OTHER KEYBOARD DIFFERENCES 

There are a few other lie function keys that corre
spond to control commands or other keys on the 
II+. They are: 

II+ Command 
lie Function Key Purpose or Key 

DELETE Erase one character .... 
mB Tabulate CTllL I 
CAPS LOCK All uppercase letters CTllL K 
a + .... Delete and store character .... 
a + -+ Ret rieve stored character .... 
a + designator Enter glossary term CTBL G + 

designator 
9 + mB Tab over existing text ESC ESC 

CTBL I 

PRESS (§) ONCE TO ENTER AN UPPERCASE 
LETTER 

<E I 112hl03ll LEiia 150 1'001 150 
"1111111 U9 PILE• 

tllO .CMi'T OSE !BB SllIPT KE!S TO czr 
llWl!llCASB Lt:l"l'l!:llS ai 'l!IB n+ lH.llSS tllO 
DAVI IWl A wmm:; Kl>IPIO\TICll (CAILID 
'l!IB SDIPr Dr Kl>IPICATI(JI) llNlB. • 

You can't use the SHIFT keys to get uppercase 
letters on the II + unless you have had a wiring 
modification (called the sh ift key modification) 
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made. Without this modification, an E (which 
stands for "ESC for uppercase") appears next to 
the direction arrow in the Data Line. You have to 
press the ESC key once before striking a letter in 
order to make it uppercase. When you press ESC 
once, a ~ appears in the cursor to let you know 
you are about to enter an uppercase letter. As 
soon as you enter the letter, the ~ disappears. If 
you do not have lowercase display, uppercase let
ters appear the reverse of your normal display col
ors (e.g., black on white instead of white on 
black). 

<B I IEC.30311 LUI& 150 Rlfh 150 
TM1 149 PIU:1 

100 CAD'T 068 'mB SllIPT Uf8 'IO CZ!' 
Ol'PIR:l\SB IBl'1'llllS QI 'mB II+ tJU:SS 100 
IP.VB llHl A VIJWll IDlil'ICATIQI (CMUI> 
'mB SllIPT mr IDlil'ICATIQI) IWE. 

IF YOU DO HAVE THE SHIFT KEY MODIFICATION 

llllDmQW. PtllCrIQIS MlilAJ 

l. ION> TAB PIU: 
2. SP.VE TM PIU: 
3. lON> ~ YAU1B PIU: 
4. SP.VE ~ YAUIB PIU: 
5. ION> IGI Ul6SNlf nu: 
6; ~ C'AlllWIGI - DlSl'IR 
7. = SllIPl' - terIQI (m::/Sllll'r) 
8 . =z Dim\ LDm DlSl'IR 
9. CXll'IBRI' APl'LB NIU'17.ll l.l nu:s 
0. QUIT APl'l.B WRiml 

EHl'ER 'ltXll SEUX:1'1QI (l - 0) ·-

With the shift key modification, you can use the 
SHirr keys instead of the ESC key to get upper
case letters, but f irst you have to turn on the 
modification. You do this through the Additional 
Functions Menu. First, you type (Q] to call the 
menu to the screen, then you type 7 to select 
Toggle Shift Key Option (ESC/SHIFT). The E (for 
ESC) in the Data Line is now an S (for SHIFT) and 
you are ready to use the SHirr keys to get up
percase letters (in addition to the nonalphabetical 
uppercase characters they always got). With the 
shift key modification turned on, you will only 
have to press the ESC key once to go from edit 
mode into move mode when you want to move 
the cursor. 
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THE REPEAT KEY 

One key that the II + has and the lie doesn't is the 
REPEM key. This key is the predecessor to the 
lle's automatic repeat feature described on page 
36. Since the II + does not have automatical ly re
peating keys, the REPEM key is necessary to 
make a character or function repeat. Simply hold 
down the REPEM key while you hold down the 
key you want to repeat. 

THE MENUS 

Here are the menus as they appear on the Apple 
II + screen. (Note the entries on the Additional 
Functions and DOS Command menus are num
bered rather than lettered.) 

AllllrrIQW. l'UICl'IWS MlilAJ 

l. ION> TAB PIU: 
2. SAVE TAB PIU: 
3. ION> fRllll'/PlllGMM VlWlll FILE 
4. llllYll ~ VlWlll PlUI 
s. ION> IGI Ul6SNlf rw1 
6. =z C'AlllWIGI Rl!ltllf DlSl'IR 
1. = 5llil'T mr CIPfUll lm::ISllD'Tl 
8. 'IDIUZ Dim\ LDm DISl'lM 
9 • CXll'IBRI' APl'LB liRl'ftlll 1.1 nu& 
0 . QU1T APl'l.B WRn!a 

ER1'l!R '!OCll 6BUD'IQI (1 - 0) ·-

oos CXHWll6 

1. C1aN.OG 
2. -PIU: 
3. UlCX PIU: 
4, ORDCX PILE 
5. CBIBIZ PIU: 
6 • DimALIIB DISErn: 

- !txlR 6EU!Cl'IQI (1 - 6, ·-

PRINr/PRJGWI CXHWll61 

LEl'T IWlil!I (UI) • 9 
-.. IWlil!I (ffO • 0 
RI<m' IWlil!I (ltQ • 79 
'ltll' -.ill ('DI] • 1 
llOl'll.MJWQR (Ill)• l 
PIQ- (Piil • l 
PRDmD Lilil!S (PL) • 58 
PIQ IllnRVAL (PI) • 66 
LDm IJllrllRW.L (LI) • 0 
SillCU WG! (SP) • 0 
PRIHl' ll!8r. (PD) • 1 
CARR. lllll'IRi (at) • 0 
PIUHl' IDlE 

(LJ, r.i,CJ,an • r..J 
'ltll' wlH! ('IL) • 

IDl'ltl( LIHB ( l!L) I 

(P) RINr/l'RlGWI L 



CONTPRINT FOR THE II+ 

Apple Writer for the II+ does not have the auto
matic cha in-printing program, CONTPRINT, on the 
master disk as Apple Writer for the lie does (see 
page 143). But we have included a printed copy of 
it here, so that you can enter it and save it on 
your own master disk if you want to. Just follow 
the instructions below for entering the program. 
Instructions for running it appear in Chapter 5 
(page 143). 

STEP 1. ENTER THE CONTPRINT PROGRAM 

<Z I MD1130404 LDh 57 l'C61 57 
TM11 33 PIU1 

f1URr HI 
Pl'R 
PPR"•eaJfl'INlE fRINr'••• -

Enter the program exactly as it appears on page 
192. Be sure to press RETURN at the end of each 
line of the program. The program's labels (START, 
NAME, and QUIT) should each begin in column 1 
(lefthand edge of the screen) of their respective 
lines. The command lines which make up the rest 
of the program (e.g. , NY or PIN Enter name of 
first file to be printed : = $A) all begin in column 
8. Since column 8 is where the first tab is set if 
you are using the default tab settings, you can 
move the cursor to that position from the left by 
typing [I] to tab. 

WARNING: BE SURE TO ENTER EACH CHARACTER, 
SPACE AND CARRIAGE RETURN EXACTLY AS IT AP
PEARS ON PAGE 192- 0NE SMALL ERROR, SUCH 
AS A COMMA OR SPACE IN THE WRONG PLACE, 
COULD CHANGE THE PROGRAM SIGNIFICANTLY 
AND CAUSE IT TO MALFUNCTION. 

STEP 2. PROOFREAD WHAT YOU ENTERED 

Check each character, space, and carriage return 
you entered against the illustration on page 192. 
Proofreading the entire program this way may 
seem ted ious, but it can actually save you much 
more time than you w ill spend doing it. 

HINT: To see where you have entered carriage re
turns, first type [Z] to turn off word wraparound, 
then type [Q] to get the Additional Functions 
Menu and enter 6 to select Toggle Carriage Re
turn Display. You will see Apple Writer's carriage 

return symbol ] at every point where you pressed 
RETUBN. To turn off this display of carriage re
turns, repeat the same steps in reverse : [Q] 6 [Z]. 

STEP 3. MAKE ANY NECESSARY CORRECTIONS 

Uncorrected program 

<E Z HDll29818 ~1 643 l'C6: 127 
Tl\81 55 PILE: 
STl'Rr I« 

I'll> 
PPR 
PPR • ** • CXNrI?a AUNl' ....... 
PIN £Nl'ER !WE OF P~ PILE 10 

BE PRINrED1 "$1\... 
PCS/WI 
RD CUIT 

Corrected program 

<Z l MD112l1818 LDh 643 l'C61 0 
TAB1 0 Pil.81 
...J1rN1r llf 

I'll> 
Pl'll 
FFR .... CXJfl'DIE PRIR1' *"'* 
PIN IJlmll !illME OF PIRST PIL8 10 

BE l'RI!llllh ~ 
PG/$1.// 
RD QUl'I' 

Use the editing commands described in Chapter 3 
to correct any errors you made in entering the 
program. 

STEP 4. SAVE CONTPRINT ON THE APPLE WRITER 
MASTER DISK IN DRIVE 1 

(SJ AVE 1<Dll"PRINr , DJ._ 

With the Apple Writer Master disk in drive 1, type 
[SJ to save the program for later use. When the 
prompt, [S ]ave :, appears on the screen, enter the 
file name CONTPIUNT and a comma, and the 
drive designation Dl. Then press RETURN. 

The drive whirs as CONTPRINT becomes a per
manent file on your Apple Writer Master disk. 
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CONTPRINT 

Appendix 

START NY 
PND 
PPR 
PPR •••• CONTINUE PRINT ••• • 
PIN Enter name of first file to be printed: = SA 
PCS/$AJI 
PGO QUIT 
E 
D 
F<< NY>< 
Y? 
F<< L $A>< 
Y? 
F<< PNP>< 
Y? 

NAME PIN Enter name of next file to be printed: =$A 
PCSISAJI 
PGO QUIT 
E 
D 
F<< NY>< 
Y? 
F<< L SA>< 
Y? 
F<< PCP>< 
Y? 
PGO NAME 

QUIT F< < NY>< 
Y? 
F<< PIN End of Continue Print. (Press RETURN)>< 
Y? 
S PRINTIT 
NY 
PYD 
PDO PRINTIT 



Index 

(Note: Boldfaced page numbers indicate that TIPS on 
the topic appear on that page.) 

/. See Delimiters 
), 35, 48 
*. See Asterisk 
#, 91, 105, 122 
\ . See Backslash 

A 
Accidental deletions, 16, 20 
Adding to files, from memory, 94 
Additional Functions Menu [Q] 

commands, 30- 31 
file list, 100, 102- 103 
I command, warn ings, 140 

Address files 
in AUTOLETIER, 148 
form letters, 174-75 
personalized letters, 155-5~ 

ADDRS file, 148 
Amount file, form letters, 175- 76 
Appending, 94 
Apple computers. See Computer systems 
Apple Super Serial Interface Card, 140 
Arrow direction 

in cursor movement, 56, 57 
data line, 26, 53 
in deletions, 59-60 
in editing, 57 
in substitution processes, 53 

Arrow keys, 3, 16- 17. See also Cursor 
for copy function, 75 
defined, 13 
for delete functions, 59 
in editing, 56- 57, 57 
summary, 17 
t urning off [VJ, in printing, 133 

Asterisk, 91 
in automatic repeat feature, 36 
glossary buffer, 46, 49 

AUTOLETIER program, 146, 148- 50 
Automatic repeat function, 36, 77 
AUTOPRINT prog ram, 143-144 

B 
[BJ, 26, 53, 56, 57, 60 
Backslash, 118, 136 

defined, 13 
in file review, 74 

Back-up copies, disks, 11 , 20, 110- 14 
Beginning of fi le [BJ, 26, 53, 56, 57, 60 . 
BILLING:ENTRY, merge printing letters with, 159-61 
BILLING:ENTRY program, 151 , 162, 164, 167 

mailing labels with, 147 
merge printing letters with, 159-61 

BILLING:MERGE program, 162, 168-69 
Binary files, 40 
Blocks, moving, 80-82, 80 
Boldface, 8, 133- 34 
Books, reference, 9 
Booting, 14- 15 

for Apple II + users, 14, 185-86 
cold, 22- 23 
warm, 23 

Bottom line entries 
defined, 119 
entering, 121 
footnotes, 136 
and form feed command, 127 
omitting from first page, 130-32 

Bottom margin, 117, 121 
Bytes, defined, 7 

c 
Capitalization [CJ . See Case 
CAPS LOCK key, 12 
Carriage returns, 13, 15, 118. See also RETURN key 

in CONTPRINT program, 191 
displayi ng, 35, 163 
glossa ry definitions, 48 
locating with find command, 92 

Case 
for Apple II + users, 189- 90 
CAPS LOCK key, 12 
changing [CJ, 69, 69 
glossary buffer, 49 
in replace commands, 64, 69 

Catalog, disk 
from Additiona l Functions Menu, 102- 103 
displaying while ed iting, 100 
from DOS Command Menu, 101- 102 
information in, 104 
printing, 104- 105 

Center justification, 2, 119 
Characters 

in CONTPRINT program, 19 1 
deleting, 59- 60 
inserting, 62 
moving, 77, 77 
repeating, 36 
special, in printing, 8, 133- 36 
storing, 59 

Clearing 
glossary buffer, 49 
screen, 18 

Closed apple key, 13 
and arrow keys, 17 
turning off for print ing [VJ, 133 
and tab key, 39 
and [W), 75 
and [X], 75 

Column labels, tables and lists, 42 
Command protocol, printer, 116 
Commands 

AUTOLETIER, 149 
defined, 3 
help screens, 4, 22, 32-34 

Comparisons 
different fi les, 71 - 74 
segments of file in memory, 70 

Compatibility 
of computer system components, 5, 8 
between printer and Apple Writer, 11 6 

Computer systems 
Apple II + , 185- 92 

vs. Apple lie, 7 
booting, 185-86 
case changes, 189- 90 
CONTPRINT, 191-92 
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cursor movement, 188- 89 
file renaming, 106 
initializing disks, 15, 24, 25 
keyboards, 185, 186 
menus, 190 
program loading and disk formatting, 14, 15 
REPEAT key, 190 
REPLACE program, 65 
special characters and special file, 186 
SPECIAL glossary file, 186- 88 

Apple II commands 
cursor movement, 42 
glossary [GI. 49, 50 
tab [TL 39, 42, 44 

comparison of, 7 
components 

compatibi lity of, 5, 8 
essential, 6- 9 

disks, 10-1 1, 11 
keyboard, 12-13, 13 
starting, 14- 15, 22-23 

CONTPRINT program 
for Apple II + users, 191- 92 
command sequences, 141- 42 

Control commands, 28- 29 
for Apple II + users, 189 
in printing [VJ. 52, 133- 35 
and special glossary file, 51 

CONTROL key, 3, 12, 28 
Copying 

between fil es [L]. 76 
f iles [SL 110- 12 

entire disks (COPY), 112- 14, 114 
w ith single drive systems, 114 
transfer between disks (MOVER), 110- 12 

within files 
blocks [XL 43, 75 
words [W], 75 

Corrections, 3, 16- 17. See also Editing 
COUNTER program, 83 
Counting, words (COUNTER), 83-84 
Cu rsor 

D 

for Apple II + users, 188-89 
defined, 15, 27 
direction, and find comma nd, 53 
for fil e comparison, 71, 72 
moving, 3, 27, 56- 58, 57 

and direction arrow, 26 
with find command, 57- 58 

in subst itution processes, 53 

[DJ, 26, 53 
Data line, 26- 27 

arrow direction on, 53 
memory on, 36 
tab display on, 37, 37 
table formatting, 44 

Default drive, changing, 88 
Default print values 

permanently changing, 124 
Print/Program Command Menu, 11 9 
restoring, 123 
SPECIAL file, 51 

Definitions, glossary, 49 

Index 

Delayed execution mode [VJ, glossary, 52, 133, 135 
DELETE key, 17, 59 

cursor position and, 27 
defined, 13 
turning of f for printing [V]. 133 

Deleting files, 109 
Deleting text, 59-61 

accidental, 16 
document in memory, 95 
find command, 60 
help screen, 32 
memory, 61 

Delimiters, 90, 91-92 
deletions, 61 
in find command, 54, 58 
specia l printing characters, 136 

Designators. See also Glossary file 
glossary terms, 46, 49, 50, 52 
SPECIAL, 52 

Direction arrow. See Arrow di rection 
Directory 

disk. See Cata log, disk 
SPECIAL fil e, 51 

Disk drives, 7- 8, 25 
changing default, 88 
cleaning, 11 
controller card, 111, 113 
crashing, 20 
single, and DOS COPY program, 114 

DISK FULL message, 8 
Disk Operating System (DOS), 25. See also DOS 

Command Menu 
Disks, 7-8 

anatomy, 10 
backing up, 11 , 20, 110-14, 114 
care, 10- 11, 11 
cataloging. See Catalog, disk 
copying (COPY program), 112-14, 114 
fi le mod ification, multiple (REPLACE program), 65-68 
initial izing [OJ. 15, 24-25 
loading Applewriter, 22- 23 
loading files to memory, 95 
printing to, 118 
storage space, 104, 107 
systems, 11 2, 113 
write protecting, 20 

Display monitor. See Screen 
Documents, 89. See also Files; Text 

creating from stock f iles, 80 
formatted, saving on disks, 139 
printing, 137- 38, 143-44 

DOS, Apple, 25 
DOS Command Menu [O]. 15, 24- 25, 30 

for Apple II + users, 190 
deleting f iles, 109 
file list, 100, 101- 102 
initializing disks, 24- 25 
Jocking fil es, 108 
menu [OJ. 106 
naming fi les, 106 
unlocking files, 108 
verification of files, 107 

DOS System Master Disk, 11 2, 11 3 
Dot comma nds. See Embedded comma nds 
Doublestrike, 8. See also Print enhancement 



E 
[El. cursor movement and, 26, 53, 56, 57, 60 
Editing 

case changes, 69, 69 
comparisons, 70, 71- 74 
copying text, 75- 76 
counting words, automatic, 83-84 
cursor movement, 57- 58, 57 
deletions, 59- 61 
help while, 22 
inserti ng new text, 62 
moving text, 77-82, 77 
replacement without deleting, 63- 68 

[E) end of file command, 56 
80-column card, 26 
80-column display, 7 
Embedded commands 

escape commands, 133 
help screen, 32 
personalized form letters, 152- 54 
in printing, 125- 32, 126. See also Printing and 

formatting 
SPECIAL file, 51 

End of file command [El. 56, 60 
and arrow direction, 26, 57 
with find command, 53 

End print command (.EP), 128 
Entering text, 15, 35- 36 
ENVELOPES AND LABELS program, 146, 147, 179 
Erasing 

files, 109 
glossary buffer, 49 
SPECIAL command, 51 
text. See Deleting text 

Error messages, 29 
Escape commands, 133-35 
ESCAPE key, 12 

and data line, 37 
in printing, 133- 35, 136 
stopping printer with, 144 

Exclamation point, 91 
Exit commands 

help screens, 32 
in printing, 144 

F 
[F). See Find command 
File list, SPECIAL file, 51 
FILE NOT FOUND message, 29 
Files 

adding text to existing, 94-96 
binary, 40 
blank lines at end of, determining number of, 94 
comparing, 70, 71-74 
copying, 110-14, 114 
creating, 86-87 
defined, 89 
deleting, 109- 10 
display, quick, 94 
DOS housekeeping commands, 106-109 
editing. See Editing 
glossary, 46-48 
listing, 100-1 05. See also Catalog, disk 
loading to memory [L]. 95-96, 97-99 
markers and delimiters, 90-94 

moving, 110- 12 
name of, in data line, 27 
naming, 86, 87, 88, 106 
printing, 137-38 

in series, 143-44 
several as one, 141-42 

replacing text in multiple, 65- 68 
review of, 73-74 
saving [SJ. 16, 86-89, 86-88, 90- 94, 139 
of stock documents, 80 
tab, 40- 41 
types of, 104 

Find command [F) 
cursor movement, 57-58, 57 
deleting text, 60 
delimiters and special characters, 91-92 
help screen, 32 
and markers, 90 
moving between paragraphs, 58 
moving cursor, 57-58 
and replacing text, 2, 63-65 

in glossary file, 46-50 
shorthand methods, 53-54 

and special characters, 92 
terminating, 61 

FIRSTNAME program, 162, 164, 165 
Floppy disks. See Disks 
Footers. See Bottom line entries 
Footnotes, 8, 133- 34, 136 

form feed command (.FF), 127 
subscripts and superscripts, 8 

Formatting disks [OJ. 15, 24-25 
Formatting for printing. See Printing and formatting 
Form feed command (.FF) 

in master letter, 173 
for page breaks, 127-28 

FORMLETIER, on Apple Writer Master Disk, 148 
Form letters. See Let ter writing; WPL programs 
FOUND, in AUTOLETIER program, 149, 150 
Function keys 

G 

changing for printing, 133-34 
defined, 12-13, 13 

Glossary [G) 
carriage returns in definitions, 48 
creating definitions, 49 
defined, 2 
erasing buffers, 49 
help screen, 32 
longer terms, 50 
saving and loading, 47-48 
SPECIAL, 51- 52 

for Apple II+ users, 186- 88 
printing special effects, 135 
restoring default values, 123 

using, 48 
GO command, in AUTOLETIER program, 149 

H 
Headers 

defined, 119 
entering, 121 
omitting from first page, 130- 32 

Help, while editing, 22 

Index 
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Help screens, 4, 32-34 
for Apple II + users, 190 
editing, 22, 32- 34 

Housekeeping commands, 106- 109 
Hyphenation, in word wraparound, 36 

[I], moving cursor with, 39. See also Tab 
.IN command, 129 
Indentation, 117, 124 
Initializing disks, 15, 24-25 
Inserting text, 18, 62. See also Editing 
110 E-RROR message, 29 

J 
Justification, 2, 119 

K 
Keyboard, 12- 13, 13 

Apple II + , 186, 187 
connecting to printer, 140, 140 

Keyboard expander, programmable, 7 
Kilobytes, defined, 7 

L 
[L). See Loading 
Labels, mailing, 147 
Labels, tables and lists, 42 
LASTNAME program, 162, 164, 166 
Left justification, 21, 119 
Len : counter, 27, 83 
Length of document, 27 
Letter writing 

address file, 155- 56 
AUTOLETTER, 148- 50 
envelopes and mailing labels, 179- 83 
master letters, setti ng up, 151-52, 172- 73 
merge printing, 159-61 
printing, 157- 58 
programs, 162-71. See also WPL programs 

entering, 151- 52 
running, 177- 78 

variable files, renumbering, 184-85 
va riable information files, 174-76 

Lightning, 20 
Linefeed, 11 8 
Lines 

blank, at end of fil e, 94 
intervals between, 11 8 
ruled, 43 

Linking, glossary definitions, 50 
LISTNUMBER prog ram, 184-85 
Lists, wide, 42- 45 
Loading [L) 

Apple Writer, 14-15, 22-23 
defined, 95 
delimiters, 91 - 92 
files, 18, 19, 95- 96 

comparison of, 73-74 
list of, 100 
segments, 97- 99 

glossary list, 47- 48 
help screen, 32 
print formats, 123 
tables and lists, 44 

Index 

in text copying, 76 
in text movement, 80-82, 80 

LOOP, in AUTOLETTER program, 149, 150 
Losing information, 16 
Lower case. See Case 

M 
Mailing labels, 147, 179-83 
Margins, 117, 121 , 124 

changing, 56 
envelopes and mailing labels, 181 
justification, 2, 119 
lists, 42, 44-45 
setting, 19, 11 6 
tables and lists, 44, 45 

Markers, 90, 93-94 
loading without including, 99 
in master letter, 151, 152- 54, 172 
MULTIVARIABLE program, 168, 171 

Maste r letters, setting up, 152- 54, 172-73 
Maste r template, enve lopes and labels, 180-81 
Mem: counter, 36 
Memory 

adding, 7 
available, data line, 27 
clearing, 61, 95 
and COUNTER program, 83 
defined, 36 
and loading fi les, 95 
moving text, 77 
SPECIAL fil e, 51 

Memory, disk storage, 107 
Menus. See Help screens; DOS Command Menus; Print/ 

Program Command Menu 
Merge-print 

ENVELOPES AND LABELS, 146, 147 
personalized letters, 159- 61 

Monitor. See Display monitor; Screen 
Moving 

characters, 77, 77 
cursor, 56- 58, 57 
f iles (MOVER program), 110-12 
paragraphs, 79 
text, 77-82, 77 
words, 78 

MULTIVARIABLE program, 162, 168-70 

N 
[NJ, 18, 51, 61. See also Screen, clearing 
Naming, files, 86, 87 
Numbering pages(# ), 122 

0 
Open apple key, 12, 59 

and arrow keys, 77 
and embedded escape commands, 135 
in glossary, 48 

Open apple r, and SPECIAL glossary fi le, 123 
Open apple RESET, 23 



p 
[P]. See Printing and formatting; Print/Program 

Command Menu 
Page interval command (Pl), 118 
Page intervals, envelopes and mailing labels, 181 
Page number command (PN), 118 
Pagination command(#), 122 
Paragraph margin, 117, 124 
Paragraphs 

deleting, 59-60 
find command, 58 
indenting, 116 
inserting, 62 
margins, 117, 124 
moving, 79 
page breaks (.FF), 127 

Personalized letters. See Form letters 
Pos: counter, 27 
Power failures and surges, 20 
Power surges, 20 
Print Destination command (PD), 118, 138 
Printed Lines command (PL), 118 
Print enhancement, 8, 116, 133- 36 
Printer, 8-9 

and carriage returns, 118 
command protocol, 133 
escape codes [VJ, 52, 133- 35 
stopping, 129, 144 
using as typewriter, 140, 140 
and wide lists, 42, 44-45 

Printing, 19 
catalog of files, 104-105 
program capa bilities, 116 
PRT files, 123 

Printing and formatting, 19 
defined, 116 
documents, 137-38 

combining files, 141-42 
multiple, automatic, 143- 44 
segments, 128 

embedded commands, 127- 32 
envelopes and mailing labels, 180- 81 
format changing while printing, 125- 26, 126 
insert operator message command (.IN), 129 
keyboard and printer as typewriter, 140, 140 
letters, 157-58 
lists, 42, 44-45 
printers, 116-17 
Print/Program Command Menu, 117- 24, 120 
settings, 117-24, 120 
special effects, 133-36 
SPECIAL file, 51 
stop command (.IN), 129 
tables and lists, 44 

Print/Program Command Menu, 19, 116, 117-24, 120 
abbrevia\ions, 120 
default settings, 119 

changing, 120, 120 
changing permanently, 124 
entering directly, 120 

margin settings, 45 
numbering, 122 
print format display, 137 
saving and loading special formats, 123 
top and bottom lines, 121 

Program, defined, 5 
Programmable keypads, 7 
Programming commands, vs. Apple Writer Commands, 149 
Prompt, defined, 14, 22 
PRT files, 123 
Purging, glossary buffer, 49 

Q 
QUIT, in AUTOLETIER program, 149, 150 

R 
[R]. replace command, 63 
Renaming files, 106 
Repeating of characters, automatic, 36, 77 
Repeat key, for Apple II + users, 190 
Replace command [R], 63 
REPLACE program, 65-68 
Replacing text, 63-68 

without deleting, rep lace command [R], 63 
find command, 63-65 
in multiple files (REPLACE program), 65-68 

RESET key, 13, 23 
Retrieving text, help screen, 32 
RETURN key. See also Carriage returns 

functions of, 13 
in glossary list, 46 
paragraph ending, 35 

Right justification, 2, 119 
Right margin, 117, 124 
Row labels, 42 
Ruled lines, tables and lists, 42, 43, 44 

s 
Saving [SJ, 16, 18, 74 

and delimiters, 91-92 
documents, 86-89, 87 
files 

to end of, 94 
formatted, 139 
glossary, 47 
loading and, 95 
segments, 90-94 

and files list, 100 
glossary list, 47-48 
help screen, 32 
master letter, 173 
with MOVER program, 10, 111 
moving text, 80-82, 80 
print formats, 123 
and special characters, 91-92 
tables and lists, 42-44 
tab settings, 40 
text blocks, 93 

Screen, 26-27, 27 
carriage return, displaying, 163 
clearing [NJ, 18 
display, quick, 94 
help, 32-34 
print format, 137-38 
printing to, 118, 137-38 
split, 70, 71-73 
and typing directly to printer, 140 

Scrolling, 56-57, 57, 87 
Searching. See Find command 
Sectors, defined, 104 
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Sentences, inserting, 62 
Shadowprint, 8. See also Print enhancements 
Shorthand techniques, 53- 54 
Single drive systems, copying with, 114 
Single page options, 118 
Slashes, in find command, 54 
Software, defined, 5 
Spaces 

in CONTPRINT program, 191 
lines of, at end of file, 94 
in Print/Program commands, 118 
in replace commands, 64 

Special effects, in printing, 8, 51, 133- 36 
SPECIAL glossary, 51 - 52 

for Apple II+ users, 186-88 
printing special effects, 135 
restoring default values, 123 

Split screen [Y], 70, 71- 73 
START, in AUTOLETTER program, 149, 150 
Startup of computer, 14-15, 22- 23 
Stock documents, building, 80 
Stopping printer, 144 
Stored text blocks, bui lding documents from, 80 
Storing text, 59, 77- 82, 77 
Subscripts, 8, 135 
Substitution, 46-50, 53- 54. See also Find command 
Superscripts, 8, 135 
SYNTAX ERROR message, 29 
SYS file, 124 

T 
[T). See Tabs 
Tab: counter, 27, 37, 37, 44 
Tab file, 40, 41 
TAB key, 37, 39, 133 
Tables 

copying w ithin files feature and, 75 
labels, entering, 42 
printing within document, 45 
wide, 42-45 

Tabs, 37-41 
clearing [T), 38 
displaying, 37, 37 
help screen, 32 
labels, entering, 42 
saving , 40 
setting [T], 38- 39 
tables and lists, 42, 44 

Template, envelopes and labels, 180-81 
Text. See also Files; Letter writing 

copying, 75- 76 
deleting, 59- 61 
emphasizing key passages, 4 
entering, 15, 35- 36 
inserting, 62 
length, 27 
loading, 80 
moving, 77- 82, 77 
moving blocks, 80- 82, 80 
saving, 80, 93 

Top line entries. See Headers 
Top margin, 117, 121 

Index 

Typeface 
changing, 133- 34 
tables and lists, 44 

Typewriter, 26, 140, 140 

u 
Underlining, 8, 13, 118, 134, 136. See also Print 

enhancement 
Upper case. See Case 

v 
[VJ, 52, 133- 135 
Variables, form letters, 152- 54, 168, 171 

envelopes and labels, 180- 81 
files 

renumbering, 184-85 
setting up, 174-76 

master letter, 172 
Vertical spacing, 118 

w 
[W). See Deleting 
Wildcard symbol, in find command, 92 
Word processing language. See WPL programs 
Word processor, vs. typewriter, 26 
Words 

case changing, 69 
copying, 75 
counting, 83- 84 
deleting, 59- 60 
inserting, 62 
moving, 78 

Word wraparound [Z], 27, 35 
in CONTPRINT program, 191 
defined,4 
and w ide lists, 42, 44-45 

WPL programs, 83. See also Letter writing 
AUTOLETTER, 146, 148- 50 
AUTOPRINT, 143- 44 
BILLING:ENTRY, 147, 151 
CONTPRINT, 141-42 
entering, 162- 63 
ENVELOPES AND LABELS, 146, 147, 179- 83 
for form letters, 148- 50, 162- 71 

BILLING:ENTRY, 151- 52, 162, 167 
BILLING:MERGE, 162, 168- 69 
entering, 151- 52 
FIRSTNAME, 162, 164, 165 
LASTNAME, 162, 164, 166 
MULTIVARIABLE, 162, 168, 170 
running, 177- 78 

LISTNUMBER, 184- 85 
MOVER, 110- 12 
REPLACE, 65- 68 

Write-protecting d isks, 10, 20 

x 
(X), 59- 60, 75 

y 
[Y). 70, 71- 73 

z 
[Z). See Word wraparound 





The power and f lexib il ity of Apple Writer II have 
made it the best-se ll ing word processing pro

gram for the Apple lie. You can do almost anything 
with Apple Writer II - enter and edit text, rear
range paragraphs or blocks of text, correct typos, 
insert information from other documents, refor
mat, proofread, and paginate-and get error-free 
and professional-looking results. But the power and 
flexibility that make Apple Writer II so attractive 
to experienced users also make it seem complicated 
to beginners. This handbook is designed to help 
beginners learn Apple Writer II and to help interme
diate and advanced users take full advantage of the 
program's power. A special appendix is included for 
Apple II + users. 

This easily accessible, comprehensive desk reference 
will help you learn Apple Writer II the way it should 
be learned - not all at once but as you need it. The 
book is organized around the results you want to 
obtain, with bold page headings and tabs cross
indexed to the table of contents. 

A brief tutorial on Apple Writer II introduces begin 
ners to the program. A special tutorial on auto
mated letter writing shows step by step how to 
create your own personalized form letters with an 
Apple Writer WPL program. And for those who 
don't have the time to learn programming tech
niques, we have included five ready-to-use general 
programs specially designed to meet many of your 
form letter needs. 
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There are dozens of time-saving hints throughout 
the book and much, much more to make this the 
only desk reference you'll ever need to take full 
advantage of the power of Apple Writer II. 
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• Tabbed pages cross-indexed to the table of con
tents for easy reference 

• Hundreds of step-by-step screen illustrations and 
clear, concise captions 

• Guidelines on how to use combinations of com
mands to speed the preparation of documents 

• Brief tutorials on Apple Writer II and form letters 
for the first-time user 

• Five ready-to-use form letter programs- no need 
to learn WPL! 

• Dozens of shortcuts and tips on applications and 
features of the program 

• Special appendix for Apple II+ users 

Another book for Apple Writer II users: 
CONTEMPORARY BUSINESS LETTERS WITH APPLE 
WRITER II shows you how to produce professional, 
effective correspondence automatica lly w ith Apple 
Writer II. Includes dozens of ready-to-go form let
ters, letter-writing suggestions and techniques, and 
an Apple Writer II reference manual with hundreds 
of screen illustrations and captions. 
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