






Preface 

PURPOSE 

AUDIENCE 

CONTENTS 

This publication provides operating instructions for the 
IBM Displaywriter System. 

The instructional material in this book decribes basic 
procedu res used with the IBM Displaywriter System. 

All names used in the examples in this book are purely 
fictitious, and any resemblance to living persons is 
coincidental. 

This publication is intended for IBM Displaywriter System 
customer personnel who are responsible for operating the 
system. 

This publication has six major sections: 

• The first section contains topics related to creating 
and revIsIng text documents. It also contains 
additional information on printing and how to use the 
Spelling Verification Aid to check the spelling of 
words in a document. 

• The second section contains topics related to creating 
and revising documents containing tables. It also 
contains information on using the Math functions to 
verify totals in a table. 

• The third section contains topics related to creating 
documents from stored text. 

• The fou rth section contains topics related to creating 
and printing documents in different formats. These 
topics include such things as adding headers and 
footers to a document and printing a document in a 
different typestyle. 
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• The fifth section includes topics related to the 
program diskettes. These topics include how to 
duplicate and personalize the program diskettes. 

• The last section contains steps to help you continue 
if you need assistance during training. 

A description of each topic is given in Topic 1, "Guide to 
Choosing Your Selectable Topics." 

Students should read this section first and choose only 
those topics that relate to thei r own work. 

For easy identification, topics that contain new 
information for Textpack 4 are indicated in the Training 
Checklist in Topic 1. 

RELATED PUBLICATIONS 

iv 

IBM Displaywriter System Operator Training Book 1 -­
Basic Topics, S544-2034. This publication is the first 
instruction book for the IBM Displaywriter System and 
should be completed by all operators. 

IBM Displaywriter System Operator Reference Guide, 
S544-2036. This publication, a part of the IBM 
Displaywriter System Reference Package, is the basic 
reference book for the IBM Displaywriter System's 
functions. It is a detailed guide to the system. 

IBM Displaywriter System Problem Determination Guide, 
S544-0860. This publication, a part of the IBM 
Displaywriter System Reference Package, lists the 
problems that may occu r du ring the operation of the 
system. It also gives the procedures that an operator can 
follow to determine both the cause of the problem and the 
solution. 

IBM Displaywriter 5218 Printwheel Printer Problem 
Determination Guide, S544-2000. This publication, a part 
of the IBM Displaywriter System Reference Package, lists 
the problems that may occu r during operation of the IBM 
Displaywriter 5218 Printwheel Printer. It also gives the 
proced u res that an operator can follow to determine both 
the cause of the problem and the solution. The IBM 5228 
Wide-Carriage printer will be covered in this book at a 
later date. 

IBM Displaywriter System Printer Guide, S544-0861. This 
publication, a part of the IBM Displaywriter System 
Reference Package, is divided into two sections. The 
first section deals with the IBM 5215 "Selectric "Element 
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Printer. The second section deals with the IBM 5218 
Printwheel Printer. Each section gives a description of 
each part of the printer and includes operating 
instructions for the printer. 

IBM Displaywriter System Prompts and Messages Guide, 
S544-2122, lists the prompts and messages that appear on 
the display and explains what they mean. 

IBM Displaywriter System Work Station Procedures Guide, 
S544-2037. This publication, a part of the IBM 
Displaywriter System Reference Package, is a bridge 
between the Operator Training Books and the customer's 
own work. The "Procedures Guide" section includes 
suggestions for setting up procedures, and guidelines for 
procedures for program and work diskette handling and 
printer sharing. The "Work Samples Handbook" section 
contains work samples with step-by-step instructions for 
processing a document. 

All magnetic media are subject to physical damage, 
erasure, and loss for a variety of reasons, including 
operator error, accidental occurrences and machine 
malfu nction. I n addition, magnetic media are subject to 
theft. Therefore, an integral part of any information 
system should be to establish and implement backup 
(duplication) procedures, recovery procedures, and 
other appropriate security procedures. The customer, 
not IBM, is solely responsible for establishing and 
implementing all such procedures. 
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Topic 1. Guide to Choosing Your Selectable Topics 

Before you begin training in this book, you must 
complete IBM Displaywriter System Operator Training 
Book 1 - Basic Topics. If you have not completed 
Book 1, retu rn to it now. 

DECIDING WHICH SELECTABLE 
TOPICS TO TAKE 

This book contains selectable topics organized into 
five major sections plus a Help During Training 
section. You should take only those selectable topics 
which relate to the types of work you will be doing 
using you r IBM Displaywriter System. 

Note: If you have al ready trai ned on Textpack 1, 
Textpack 2 or Textpack 3, refer to the Training 
Checklist to see which topics have been changed or 
added for Textpack 4. 

This book is designed for operators of an IBM 
Displaywriter System using either a 5215 "Selectric" 
element printer, a 5218 printwheel printer, or an IBM 
5228 wide-ca rriage pri nter. 

A 5218 printwheel printer or a 5228 wide-carriage 
printer may be shared by up to three work stations. 
In addition, the optional Sheet-Feed Paper Handler 
may be attached to the printer. 

Within some topics, where appropriate, additional 
information regarding 5218 or 5228 printers and the 
Paper Handler is included. This information will be 
segregated by a subtopic heading at the left margin. 
In these instances, operators using a 5215 
"Selectric ©" element printer should skip this material 
and read the next SUbtopic heading. 

I n instances where the information is the same for 
both types of printers, the words "printer 
el ement/ p ri ntwheel" wi II be used. 

To decide which selectable topics to take: 

1 . Read the topic descriptions, and look at the 
examples. 
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If you have had no 
previous training on the 
IBM D isplaywriter System, 
take those topics which 
apply to your work. 

1-4 

TOPIC CHECKLIST FOR OPERATORS WITH NO PREVIOUS TRAINING 

Take 
Estimated Topics 

Topic Training In This Check When 
No. Selectable Topic Times Prerequisite Order Completed 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. ---
2 Creating an Envelope With a Letter 1/2 hr. ---
3 Creating a Multi-Page Document 1/2 hr. ---

4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 
5 Supplemental Dictionaries 1/2 hr. 4 
6 Checking Spelling and Hyphenating a 

Foreign Language 1/2 hr. ---

7 Revising a Multi-Page Document 1/2 hr. 3 
8 Making Recurring Changes Using the 

GLOBAL Key 1/2 hr. 4 
9 Creating Overstrike Characters 1/4 hr. ---
10 Superscripts and Subscripts 1/4 hr. ---
11 Additional Print Information 1/4 hr. ---

CREATE, REVISE AND CHECK TABLES 

12 Creating Simple Tables 3/4 hr. ---

13 Creating Advanced Tables 1 hr. 11 
14 Revising Tables 3/4 hr. 11 
15 Checking Numbers 3/4 hr. ---

16 Figuring Numbers to Complete a Table 1/4 hr. 14 
17 Shortcuts to Check and Figure Numbers 1/2 hr. ---
18 Creating Simple Text Tables 1/2 hr. 11 
19 Creating Advanced Text Tables 3/4 hr. 11 & 16 

CREATING DOCUMENTS FROM STORED TEXT 

20 Form Letters with Stored Variable Information 1 hr. ---
21 Repetitive Paragraphs with Variable Information 3/4 hr. 3 
22 Repetitive Paragraphs with Stored Variable 

Information 1 hr. 19 

FORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 
24 Indented Formats 1/4 hr. ---
25 Making Changes to the Page Format 3/4 hr. 3 
26 Determining Where Lines and Pages Should End 1/2 hr. 3 
27 Making Typestyle Changes 1/2 hr. ---
28 Justifying a Document 1/4 hr. 3 

PROG RAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. ---
30 Changing Your Program Diskette to Match 

Your Printer Elements and Keyboard Numbers 3/4 hr. 27 
31 Changing Your Program Diskette to Match 

Your Printwheels and Keyboard Numbers 3/4 hr. 27 
32 Changing the Program Diskette to Create 

Documents with Auto Carrier Return Off 3/4 hr. 3 & 27 
33 Personalizing a Program Diskette 1/4 hr. 27 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. ---
35 Duplicating Your Personalized Program Diskette 

to a New Program Diskette 1/4 hr. 31 

HELP DURING TRAINING 

36 What to do if? 





If you trained previously 
on Textpack 2, review 
the topics you took 
which have changed for 
Textpack 4. New topics 
have also been added. 
Take the new topics 
which apply to your work. 
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TOPIC CHECKLIST FOR OPERATORS TRAINED ON TEXTPACK 2 

Take 
Estimated Topics 

Topic Training In This Check When 
No. Selectable Topic Times Prerequisite Order Completed 

CREATE, REVISE, CHECK SPELLING 
AND PRINT TEXT 

1 Guide to Choosing Your Selectable Topics 1/2 hr. ---
2 Creating an Envelope With a Letter 1/2 hr. ---
3 Creating a Multi-Page Document 1/2 hr. ---
4 Checking Spelling, Hyphenating, and Paginating 1/2 hr. 3 
5 Supplemental Dictionaries 1/2 hr. 4 
6 Checking Spelling and Hyphenating a 

Foreign Language 1/2 hr. --
7 Revising a Multi-Page Document 1/2 hr. 3 
8 Making Recurring Changes Using the 

GLOBAL Key 1/2 hr. 4 
9 Creating Overstrike Characters 1/4 hr. ---
10 Superscripts and Subscripts 1/4 hr. ---
11 Additional Print Information 1/4 hr. ---

CREATE, REVISE AND CHECK TABLES 

12 Creating Simple Tables 3/4 hr. ---

1;3 Creating Advanced Tables 1 hr. 11 
14 Revising Tables 3/4 hr. 11 
15 Checking Numbers 3/4 hr. ---
16 Figuring Numbers to Complete a Table 1/4 hr. 14 
17 Shortcuts to Check and Figure Numbers 1/2 hr. ---
18 Creating Simple Text Tables 1/2 hr. 11 
19 Creating Advanced Text Tables 3/4 hr. 11 & 16 

CREATING DOCUMENTS FROM STORED TEXT 

20 Form Letters with Stored Variable Information 1 hr. ---
21 Repetitive Paragraphs with Variable Information 3/4 hr. 3 
22 Repetitive Paragraphs with Stored Variable 

Information 1 hr. 19 

FORMATS 

23 Adding Headers and Footers to a Document 3/4 hr. 3 
24 I ndented Formats 1/4 hr. ---
25 Making Changes to the Page Format 3/4 hr. 3 
26 Determining Where Lines and Pages Should End 1/2 hr. 3 
27 Making Typestyle Changes 1/2 hr. ---
28 Justifying a Document 1/4 hr. 3 

PROGRAM DISKETTES 

29 Duplicating the Program Diskette 3/4 hr. ---
30 Changing Your Program Diskette to Match 

Your Printer Elements and Keyboard Numbers 3/4 hr. 27 
31 Changing Your Program Diskette to Match 

Your Printwheels and Keyboard Numbers 3/4 hr. 27 
32 Changing the Program Diskette to Create 

Documents with Auto Carrier Return Off 3/4 hr. 3& 27 
33 Personalizing a Program Diskette 1/4 hr. 27 
34 Combining Program Diskettes Onto 

a 2D Diskette 3/4 hr. ---
35 Duplicating Your Personalized Program Diskette 

to a New Program Diskette 1/4 hr. 31 

HELP DURING TRAINING 

36 What to do if? 

Topics Changed I 
or Added for 
Textpack 4 
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Topic 3. Creating a 
Multi-Page Document 

This topic teaches you how to create a multi-page 
document using the defaults stored on the IBM 
program diskette. You will learn how to type the 
entire document from beginning to end. Then you will 
automatically divide the total document into pages. 
This process is called pagination. 

becomes 

--

Figure 1-2. Paginating a Multi-Page Document 
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Topic 4. Checking Spelling, Hyphenating and Paginating 

1-10 

P rereq u is ite: Topic 3. C reati ng a Mu Iti - Page 
Document 

This topic teaches you how to use Spelling Tasks to 
check for spelling errors in a document and 
hyphenate words at the right margin while you 
paginate (have the system automatically determine 
where each page should end). 

from the systematic to the guess. At one end of the 

scale, a systematic sampling of crops in affected 

fields is MMM' and the amount of leaf area in­
jured on the individual plants II calculated and used 
to determine reductions in yield. At the other extreme, 

damaged crops are simply inspected in the field, and 

a _"'ii.iii",,M is made of the loss to the farmer. A 
number of states have conducted statewide surveys by 

Figure 1-3. Words Marked by the Spelling Task 

The Displaywriter analyzes each typed word and 
compares it to a Displaywriter dictionary of 
approximately 50,000 commonly used business words 
stored on the I BM program diskette. Unmatched 
words are highlighted, and you can correct 
misspelled words. If a correctly spelled word is 
highlighted, you can indicate that it is correct so 
that it will not be highlighted again. 

At the same time, the Displaywriter hyphenates 
words contained in the Displaywriter dictionary to 
give you a more even right margin. 



Topic 5. Supplemental Dictionaries 

Prerequisite: Topic 4. 
Hyphenating and Paginating 

Checking Spelling, 

This topic teaches you how to create and add 
supplemental dictionaries of your own words to the 
standard dictionary. The benefit you gain from 
adding supplemental dictionaries is that during a 
spell-check, words or names that you frequently use 
which are spelled correctly are not highlighted. 

Topic 6. Checking Spelling and Hyphenating in a Foreign Language 

Prerequisites: Topic 4. Checking Spelling, 
Hyphenati ng and Pag i nati ng, and Topic 5. 
Supplemental Dictionaries 

In this topic you will learn to use the Languagepack 2 
program diskettes to check for spelling errors in 
documents typed in a foreign language. Eleven 
language dictionaries are available. 

You also can check multi-language documents. 
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Topic 10. Superscripts 
and Subscripts 

This topic teaches you how to type a superscript or a 
subscript code in order to type one-half space above 
or below the line. 

Superscript Subscript 

10(n-3) + Y = 120 

Figu re 1-7. Example of Superscripts and Subscripts 

Topic 11. Additional Print Information 

In this topic, you will learn how to print selected 
pages from a document and how to queue (line up) 
more than one document at a time for printing. 

In addition, you will learn how to display a list of the 
documents in the print queue, how to cancel a job 
from printing, and how to change the printing order 
of the documents selected for printing. 
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Topic 14. Revising Tables 

1-18 

Prerequisites: Topic 12. Creating Simple Tables and 
Topic 13. Creating Advanced Tables 

This topic teaches you how to make changes to a 
table created using the Column Layout function. 
These changes include: 

• Deleting or adding entries within a column 

• Replacing an entry within a column 

• Add i ng an enti re col umn to a table 

• Copying or moving a column into another table 

• Adjusting space between columns 

• Deleting an entire column from a table 

• Viewing portions or a large table 

Another benefit of creating a table using the Column 
Layout function is the ease of making minor or major 
changes. You can delete, add, copy, or move entries 
in a column or entire columns without affecting the 
position of the rest of the table. 

You also will learn to use the screen-movement keys 
to view a large table. 







Topic 16. Figuring Numbers to Complete a Table 

monthly estimate 
yearly estimate 

Prerequisites: Topic 12. Creating Simple Tables, 
Topic 13. Creating Advanced Tables and Topic 15. 
Checking Numbers 

Sometimes when you type a table, you need to figu re 
a number that is not in that table yet is needed to 
complete the table. 

For example, you know the monthly estimate and need 
the yearly estimate, as in the illustration below. 

Utility Service Transcript 

Company A 

450.00 

'7 

Company B 

550.00 

? 

Company C 

650.00 
? 

Figure 1-13. Figuring Numbers to Complete a Table 

To figure the yearly estimate, you need to use the 
number 12 (12 months = one year). 

The Displaywriter can add, subtract, multiply or 
divide by a number that is not in the table. This 
number is a constant. 

In the illustration above, 12 is the number used as 
the constant to figure out the yearly estimate and 
complete the table. This topic teaches you how to use 
a constant to figu re an average, to perform the same 
operation on several numbers or to figu re a 
percentage. 

You also will learn to use a number typed as a 
percent to figu re another number in the table, and 
how to use MATH REQUEST to figure an average. 
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Topic 17. Shortcuts to Check 
and Figure Numbers 

Prerequisites: Topic 12. Creating Simple Tables, Topic 
13. Creating Advanced Tables, Topic 15. Checking 
Numbers and Topic 16. Figuring Numbers to Complete a 
Table 

This topic teaches you how to use KEY SAVE and KEY 
PLAYBCK to store the keystrokes used to check numbers 
and figure numbers in a 'table. 

Topic 18. Creating Simple Text Tables 

1-22 

Prerequisites: Topic 12. Creating Simple Tables and 
Topic 14. Revising Tables 

The benefit of using the Column Layout function to 
create text tables is that you can type sentences in a 
col umn just as you type sentences in the body of a 
document. The cu rsor automatically retu rns to the 
next line as you type. 

So, You Want a Projector? 

Pros 

The equipment handles easily 
and is inexpensive in general. 
Even an inexperienced person 
can use overlays for a step by 
step presentation while 
talking. 

The large projectors give a 
brilliant image, even on an 
oversized screen in a well-lit 
area. These projectors are 
good for special occasions. 

The contrast, when you use 
black and white film, is 
better than when you use 
color. Additional available 
equipment includes rear 
projection units. 

The color intensity on medium 
size equipment can be weak and 
ineffective with large 
overlays. 

The large projectors are 
seemingly contradictory in 
that while heavy to carry, are 
quite fragile. These 
projectors also can be 
difficult to locate. 

Some of the mountings are 
expensive when combined with 
overlays and handart. 

Centering is difficult, and 
absolute darkness may be 
required, too. 

Figu re 1-14. Simple Text Table 



Topic 19. Creating Advanced Text Tables 

Prerequisites: Topic 12. Creating Simple Tables, 
Topic 14. Revising Tables and Topic 18. Creating 
Simple Text Tables 

You may want to type text tables where the 
paragraphs in the left column always begin on the 
same line as the pa ragraphs in the right column, as 
in the illustration below. These tables are called 
lined-up text tables. 

Dental Benefit Plan 

Questions 

Will the plan cover my total 
dental expenses? 

How do I apply for benefits? 

What else do I need to know 
about eligibility? 

What about conversion 
privileges? 

The plan will assist you with 
dental expenses and is not 
intended to cover the full 
cost. 

Complete and sign the Dental 
Benefit Plan form. Ask your 
dentist to complete the 
"Dentist Section" on the 
reverse side of the 
application form and return it 
to This is Your Life Insurance 
Company. 

Charges for dental services 
are considered to be incurred 
on the date the services are 
completed. "Dentist" means a 
person licensed as such by the 
state in which such person 
practices. Eligible family 
members are your spouse and 
your unmarried children under 
age 19. 

There is no conversion 
privilege for the Dental 
Benefit Plan. 

Figure 1-15. Advanced Text Table 

This topic teaches you how to use the Column Layout 
function to create lined-up text tables. 

Lined-up text tables are advanced because they 
require a thorough understanding of the Column 
Layout fu nction and simple text tables. 

The benefit of using the Column Layout function to 
type lined-up text tables is that you can type 
sentences in a column just as you type sentences in 
the body of a document. The cu rsor automatically 
retu rn s to the next line as you type. 

Guide to Choosing Your Selectable Topics 1-23 





Topic 21. Repetitive Paragraphs with Variable 
Information 

Prerequisite: Topic 3. Creating a Multi-Page 
Document 

Repetitive Paragraphs (also referred to as standard 
paragraphs) are paragraphs that can be typed once 
and then used over and over again in many different 
documents. 

Topic 21 and 22 explain two different methods of 
creating documents from stored paragraphs. Be sure 
to read both topic descriptions before you choose the 
better method for your work. 

I n this topic, you will learn how to type repetitive 
paragraphs and how to set up a Paragraph Library. 
Then, you wi II lea rn how to assemble a document 
made up of repetitive paragraphs. You also will learn 
how to revise and add paragraphs to a Paragraph 
Library. 

Choose this method of assembling documents from 
stored paragraphs if: 

• The variable information to be inserted will be 
used for this document only 

• You have on Iy a few· documents to bu i Id at one 
time 

• You want to see the documents produced on the 
display 
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Topic 22. Repe.titive Paragraph s with Stored 
Variable Information 

Prerequisite: Topic 21. Repetitive Paragraphs with 
Variable Information 

Repetitive Paragraphs (also referreq to as standard 
paragraphs) are paragraphs that can be typed once 
and then used over and over again in many different 
documents. ' 

Topic 21 and 22 explain two different methods of 
creating documents from stored paragraphs. Be sure 
to read both topic descriptions before you choose the 
best method for your work. 

In this topic, you will learn how to assemble several 
different documents made up of repetitive 
paragraphs. 

Choose this method of assembling documents from 
stored paragraphs if: 

• The variable information to be inserted will be 
used for another document 

• You have many documents to build at one time 

• You want the system to assemble the documents 
so you can be away from the Displaywriter 
working on something else 

• The variable information is repeated within the 
same document 





Topic 24. Indented Formats 

1-28 

This topic teaches you how to type documents in 
which you want several lines to be indented (see the 
example below). 

You will learn how to type a Required Tab on the 
first line of a paragraph. The Displaywriter 
remembers that you typed a Required Tab and will 
continue to indent the remainder of the lines 
automatically until you tell it to stop. 

Required Tabs should be used in all documents which 
use an outline format. 

1.* ______ _ 

2.* ______ _ 

.. a.* _____ _ 
'*b.* _____ _ 

if--------

Figu re 1-17. Documents with I ndented Formats 











PROGRAM DISKETTES 

Topic 29. Duplicating the 
Program Diskettes 

This topic teaches you how to duplicate the contents 
of an I BM program diskette onto another diskette. It 
is reGommended that duplicate copies of program 
diskettes be made for backup purposes. 

Topic 30. Changing Your Program 
Diskette to Match Your Printer 
Elements and Keyboard Numbers 
(5215 Printers Only) 

(Topic 30 applies to operators using a 5215 
"Selectric" element printer.) 

Prerequisite: Topic 29. Duplicating the Program 
Diskettes 

In this topic, you will learn how to change your IBM 
program 'diskette to match the printer element you 
will use most frequently. You also will learn how to 
add any required keyboard numbers to your program 
dis kette. 

If your primary printer element (the one you use 
most often) does not match the IBM-supplied default 
on the program diskette (Prestige Elite Typestyle, 
Part No. 143), you should take this topic. 

I n addition, if you r pri nter elements are ina 
different pitch or keyboard--for eXCimple, the element 
contains [ ] (brackets) on the number 1 key--or if 
you type symbols, use a legal or accounting 
keyboard, or type in a foreign IClnguage, you should 
take this topic. 
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Topic 33. Personalizing 
A Program Diskette 

Prerequisite: Topic 29. Duplicating the Program 
Diskettes 

When your IBM program diskettes arrive, they 
contain a set of defaults. These defaults include 
margins and tabs the Displaywriter uses, the line 
spacing, typestyle, first typing line, last typing 
line, paper size, and so forth. 

You can change these program diskette defaults to 
defaults you use more frequently in your own work. 
This topic teaches you how to change the defaults 
for: 

• Document formats 

• Alternate document formats 

• Printer description 

• Work station description (auto carrier return, 
etc. ) 

• Keyboard numbers 

• Paginating 

• Math formats (the format of the total, etc.) 

• Checking spelling and hyphenating words 
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Topic 34. Combining Program Diskettes 
Onto a 2D Diskette 

1-36 

This topic teaches you how to combine onto one 2D 
diskette: 

• Both Textpack 4 program diskettes 

• At least one Feature Licensed Program 

• At least one language dictionary from Languagepack 2 
program diskettes 

• Documents you want to store with you r programs 

You also will learn to update combined program diskettes 
when modification level program diskettes are available. 

Combining program diskettes eliminates much diskette 
handling which can save processing time. 



Topic 35. Duplicating Your 
Personalized Defaults to a 
New Program Diskette 

Prerequisite: Topic 33. Personalizing a Program 
Diskette 

This topic teaches you what to do when you receive 
new program diskettes from IBM and your current 
program diskettes contain personalized defaults. You 
will learn how to duplicate your personalized defaults 
to a new program diskette. Rather than having to 
make each individual change, you can duplicate all 
your personalized defaults at once by choosing 
Duplicate Machine Setup, a PROGRAM DISKETTE 
task. 
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TRAINING IN A SHARED 
PRINTER ENVIRONMENT 
(5218/5228 PRINTERS ONLY) 

Up to three work stations can share one 5218 
printwheel printer or one 5228 wide-carriage printer. 
The work station which has the 5218 or 5228 printer 
attached to it is the primary (main) work station. 
The other work stations are secondary work stations. 

If you are using a secondary work station,. always 
make sure that the printer is turned on at the 
primary work station. Also make sure that the Vol. 
01 program diskette has been loaded at the primary 
work station. 

REFER TO YOUR TRAINING CHECKLIST AND TURN TO 
YOUR FIRST SELECTABLE TOPIC. 
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Before typing the envelope, you must indicate the 
end of the page the letter is on. You do this with 
PAGE END. The PAGE END key is located in the 
group of keys on the upper- right side of the 
keyboard. 

PRESS PAGE END. 

SETTING UP THE MENUS 
TO TYPE THE ENVELOPE 

Changing the Format for 
the Envelope 

2-2 

You are ready to type the envelope which counts as 
the last page of the document. To type the envelope, 
you need to change the: 

1 . Paper or Envelope Size 
2. First Typing Line 
3. Left Margin 

In this exercise, you will use a standard-size No. 10 
business envelope. A left margin of 48 and a First 
Typing Line of 13 will cause printing to begin at the 
center of the envelope. 

PRESS THE CHG FMT KEY. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE PAGE FORMAT. 

TAKE A MOMENT TO LOOK AT THE ITEMS IN THE PAGE 
FORMAT MENU. 
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Changing to an Envelope Size 

The possible choices for envelope size are 7, 8, and 
9. A standard-size envelope is choice 7. You will 
learn more about envelope size later in this topic. 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU FOR 
PAPER OR ENVELOPE SIZE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS AN ENVELOPE SIZE 
241.3 x 104.8 mm (9.5 x 4.13 inches). 

Changing the First Typing 
Line, First Page 

Changing the Last 
Typing Line 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE FIRST TYPING LINE, FIRST PAGE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 13 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE LAST TYPING LINE. 

"I 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER: 22 

If you have a 5218 printwheel printer or a 5228 
wide-carriage printer with the automatic Sheet-Feed 
Paper Handler attached to it, continue reading below. 
If not, skip to the heading "Changing the Left 
Margin for the Envelope." 
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Changing the Printer Paper 
Source (5218/5228 Printers Only) 

If you r Displaywriter System has the automatic 
Sheet-Feed Paper Handler attached to it, cut sheet 
paper can be fed from one of two paper trays for 
each page you print. Envelopes, however, should be 
manually fed. Therefore, you need to indicate to the 
system that you will manually feed the paper for the 
page that is the envelope. 

CHOOSE THE ITEM IN THE PAGE FORMAT MENU TO 
CHANGE THE PRINTING PAPER SOURCE. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN FOR MANUAL FEED. 

Changing the Left Margin 
for the Envelope 
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PRESS ENTER TO RETURN TO THE FORMAT SELECTION 
MENU. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE MARGINS AND TABS. 

FOLLOW THE DIRECTIONS IN THE MENU TO SET THE 
LEFT MARGIN AT 48. 

PRESS ENTER ENOUGH TIMES TO GO TO THE TYPING 
AREA. 



Completing the Exercise 

TYPE THE NAME AND ADDRESS FOR THE ENVELOPE: 

Mr. John R. Harrison 
9242 Westview Drive 
Austin, TX 78758 

PRESS END. 

PRINT THE DOCUMENT. 

Notice the message Ii ne as you p ri nt the document. 
The message to load paper or envelope is different 
for page 2. The paper size is different because you 
need to load an envelope. 

If you have a Sheet- Feed Paper Handler, you will see 
a message to manually load an envelope for the 
second page. 

Follow the steps on the next page to manually load 
the envelope. 
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(8) 

1. The paper insertion gate (8) is shown below. 
Pull the gate to the right and then turn the 
bottom of the gate toward the front. This will 
position the gate to the manual-feed position. 

Figure 2-1. Manually Loading an Envelope 

2. Place the envelope behind the paper insertion 
gate and into the opening in the printer cover 
CA) . 

3. Align the envelope using the alignment mark on 
the paper insertion gate. 

4. Press Load, and the top of the envelope will be 
positioned at the top of the cardholder. 

5. Continue to press Start until printing starts. 

6. When the envelope has printed, rotate the paper 
insertion gate back to the automatic-feed 
position. 





Right Margin Setting 

To Copy the 
I nside Address 
to the Envelope 
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You changed only the left margin in the MARGINS 
AND TABS menu. It is not necessary to change the 
right margin unless the name and address on the 
envelope are extremely long. If the name and address 
a re long, Auto Ca rrier Retu rn cou Id move some of the 
text to the next line.' 

To prevent text from moving to the next line, move 
the right margin indicator » to the space before the 

• (which indicates the right paper edge); or 
change to Adjust Li ne Endi ngs = No in the LI NE 
FORMAT menu. 

You can use the COpy key (located on the front of 
the MOVE key) to copy a block of text ft"om one part 
of a document to another part of the same document. 
For example, you can copy an inside address for an 
envelope. 

The COpy key does not delete the original block of 
text. 

When the text of the letter is on the display, follow 
these steps to copy the inside address: 

1. Move the cursor under the first character you 
wa nt to copy. 

2. Press CODE + COPY. 

3. When the prompt Copy what? appears on the 
prompt line, move the cursor to the line after the 
last line you want to copy. 

All of the text to be copied wi" be 
highlighted. 

4. Press ENTER. 



Other Ways to 
Prepare Envelopes 

TNL 8N44-2104 (26 February 1982) to 8544-2035-0 

5. When the prompt To where? appears on the 
prompt line, move the cu rsor to the end of the 
letter. 

6. Press ENTER. 

7. Press PAGE END. 

• The inside address for the envelope will be 
on page 2. Before you can print the letter 
and the envelope, however, you must change 
the format on page 2 to the format for an 
envelope. 

• Follow the steps you learned in this topic to 
change the format for the envelope and print 
the envelope. 

Note: If the letter is more than one page, you should 
press CODE + PAGE END and then PAGE END and 
paginate the letter. Refer to "Topic 3. Creating a 
Mu Iti - Page Document" for more information on 
paginating a document. 

There are several other ways to prepare envelopes. 
Refer to the following topics in the "Work Samples" 
section of the Work Station Procedures Guide. 

• Using the Document Format for Both the Letter 
and the Envelope 

• Copying the Name and Address from the Letter to 
the Envelope Using the Alternate Format for the 
Envelope 

• Letters with Ca rbon Copies and Envelopes 
• Letters with Carbon Copies, Blind Carbon Copies 

and Envelopes 
• Envelopes Only 
• Envelopes with Typed Return Addresses 
• Usi ng the Alternate Format for the Envelope 
• Letters and Envelopes Usi'ng Merge 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Create an Envelope 
for a Letter 

A. Type the letter. 

B. Press PAGE END. 

C. Press the CHG FMT key. 

• Change the Paper or Envelope Size to an 
Envelope Size. 

• Change the First Typing Line, First Page. 
• Change the Last Typing Line, First Page. 
• Change the Left Margin. 
• Change Printing Paper Source to Manual Feed if 

your system has a Sheet-Feed Paper Handler. 
• If necessary, change to Adjust Line Endings = 

No, or move the right margin to the right edge of 
the paper. 

D. Type the name and address for the envelope. 

E. Press END. 

F. Print the document. 

You have completed th is topic. Choose the next topic from 
your Training Checklist. 
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Topic 3. Creating a Multi-Page Document 

In this topic, you will learn how to type a multi-page 
document. First you will learn how to type the 
document from beginning to end as one page. 
Second, you will learn how to divide the document 
into pages or paginate. 

Before starting this topic, you should complete: 

All Basic Topics 

SETTING UP THE MENUS TO CREATE 
A MULTI-PAGE DOCUMENT 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE CREATE OR REVISE 
DOCUMENT MENU: 

Document name: Change 
Diskette name: TRAI N 

CHOOSE THE ITEM IN THE CREATE OR REVISE 
DOCUMENT MENU TO CHANGE THE DOCUMENT 
FORMAT. 

You will type this document using double spacing. 

CHOOSE THE ITEM IN THE FORMAT SELECTION MENU 
TO CHANGE THE LINE FORMATS. 

CHOOSE THE ITEM IN THE LINE FORMAT MENU TO 
CHANGE LINE SPACING. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE THE NUMBER FROM THE POSSIBLE 
CHOICES COLUMN THAT EQUALS DOUBLE SPACING. 

WHEN FINISHED, PRESS ENTER TO GO TO THE TYPING 
AREA. 
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Holleri th 1 s invention CC:lUght the fancy of people who liked things 

done fast. Some of the praise was downright lavish. An 1891 article in 

The Electricdl Engineer spoke of his tabulator in these terms. "This 

apparatus works unerringly as the mills of the gods, but beats them 
\ 

hollow as to speed." Even before the U. S. Census was completed, Canada 

used Hollerith's machines to do its own census, and Norway and Russia 

quickly followed suit. 

Today, the computer is as much a part of life as the automobile in 

the driveway or the television set in the living room. It may not be as 

visible as those two mainstays, but its effect on our lives is no less 

tangible. For most people, the computer is no further away than their 

next pay check, plane or automobile reservation, telephone or electric 

bill. 

It's getting across that computers are not only the best way to 

accomplish many things, they are the only way. Too many of us are going 

places, buying things, registering for courses, having medical checkups, 

taking out library books, checking in and out of places, and hopping 

planes for it to be otherwise. 

This exercise is reprinted by permission from THINK magazine 
published by IBM. Copyright 1976 by International Business 
Machines Corporation. 

After you have finished typing the document, you 
press END. 

PRESS END. 
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PAGINATING A DOCUMENT 

To Paginate a Document 
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The next step is to paginate the document. When the 
system paginates a document, it takes the text you 
typed line after line and divides it into pages as in 
the expmple below. 

becomes • 

Figure 3-1. Paginating a Multi-Page Document 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO 
PAGINATE A DOCUMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: Change 
Diskette name: TRAIN 



PRESS ENTER TO GO TO THE PAGINATE DOCUMENT 
MENU. 

LOOK AT THE PAGINATE DOCUMENT MENU FOR A 
MOMENT. 

I D a shows the default is to Paginate From Page 1. 
Therefore, to paginate the entire document, you only 
need to press ENTER. 

PRESS ENTER. 

HOW PAGINATION WORKS 

The message Paginating Document shows in the left 
corner of the fi rst status line on the display. 

When pagi nation is complete, the message (Document 
Name) paginated appears, and the system returns to 
the TYPING TASKS menu. 

For this exercise, (Change) paginated should 
display. 

When paginating a document, the system arranges the 
text based on the formats used for the document. If 
the defau It document formats on the program diskette 
were used, they include: 

• 
• 
• 

Margins 
Tabs 
Line Spacing 

18 & 90 
Every 5 
1 

I n addition, du ring pagination, the system follows 
two other document formats: 

First Typing Line 7 the first line on a page 
where printing begins 

Last Typing Line 60 the last line on a page 
where printing stops 

The text is rearranged using these format guidelines. 
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Completing the Exercise 

As you have seen in this topic, the only new step in 
typing a document is pagination. 

Once you have paginated a multi-page document, the 
last step is to print it. 

PRINT THE DOCUMENT. 

ADDITIONAL INFORMATION 

Using Menu Bypass 
To Paginate 

Manual Pagination 
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For. a description of each item in the PAG I NATE 
DOCUMENT menu, refer to the "PAGINATE 
DOCUMENT Menu" in the "Menu" section of the 
Reference Guide. 

If you are using the defaults in the PAGINATE 
DOCUMENT menu, you can paginate a document 
directly from another qocument or another task. 

1. Press CODE + MENU BYPASS. 

2. Type paginate document name 

Paginating ends the task you are in and returns to 
the TYPING TASKS menu when complete. 

Do you remember hearing a beep when you were 
typi ng near the end of the exercise? The system 
beeped after you typed Line 60, the Last Typing 
Line. 

To manually paginate a multi-page document (type 
one page at a time), press the PAGE END key when 
you hear the beep, and then continue typing. 

For more information on manual pagination, refer to 
"Multi-page Document with Manual Pagination" in the 
"Work Samples" chapter of the Work Station 
Procedures Guide. 



Spelling Task 

While paginating a document, you can also use the 
the Spelling Verification Aid to check for spelling 
errors in the document and hyphenate long words at 
the right margin. To learn more about the Spelling 
Task, be sure to take "Topic 4. Checking Spelling, 
Hyphenating and Paginati ng" in this book. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Create a Multi-page Document 

A. Choose Create Document in the TYPI NG TASKS 
menu. 

B. Follow the prompts to type the document name 
and diskette name (if necessary). 

C. Type a document comment if desired, or press 
ENTER to go to the typing area. 

D. Type the enti re document. 

E. Use the Spelling Verification Aid to verify the 
spelling in the document if desired. 

To Paginate a Multi-page Document 

A. Choose Paginate Document in the TYPING TASKS 
menu. 

B. Follow the prompts to type the document name 
and diskette name (if necessary). 

C. Press ENTER in the PAGINATE DOCUMENT menu 
to start pagination from Page 1. 

You have completed th is topic. Choose the next topic from 
your Training Checklist. 
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• Checks only alphabetical characters (numbers are 
not marked as being misspelled). 

• Does not rna rk words that a re spelled correctly, 
but are not used correctly in the sentence. For 
example, if you type too instead of two or is 
instead of if, these words are not marked as 
being misspelled. 

• Checks for the root words in the Displaywriter 
dictionary and then allows prefixes and suffixes 
to be added to them. If a root word in the 
standard dictionary is combined with a valid 
prefix or suffix, the word is not highlighted, 
even though it may not be correct. (For example, 
if you type preform instead of perform, the 
system does not mark preform.) --

CHECKING FOR HYPHENATION 
POINTS AT THE RIGHT MARGIN 

USING THE SPELL KEY TO 

The words in the standard dictionary contain 
hyphens at up to three points in the root word; for 
example, "ver- i-fy." If you choose to hyphenate the 
words in a document, the system hyphenates 
according to the hyphenation points designated in the 
dictionary. This means you don't have to decide 
where hyphens should go--the system decides for 
you. 

The system also accepts words that you hyphenated 
when you typed the document. 

CHECK SPELLING AND HYPHENATE WORDS 

Beginning the Exercise 
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You probably will want to check for spelling errors 
and hyphenate words to adjust your right margin as 
soon as you have typed a document. 

To save training time, you will check for spelling 
errors ina document that has been typed for you. 
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REVISE THE FOLLOWING STORED DOCUMENT AND GO 
TO THE TYPING AREA: 

Document name: 
Diskette name: 

Assets 
TRAIN 

The SPELL key is located in the group of keys to the 
right of the keyboard. 

PRESS THE SPELL KEY. 

The document automatically 
SELECTION menu appears 
highl ighted. 

ends, 
with 

and the TASK 
Spelling Tasks 

The Spelling Tasks program loads, and the SPELLI NG 
TASKS menu displays with Check Document 
h ighl ighted. 

PRESS ENTER WHEN THE PROMPT Type document name; 
press ENTER APPEARS. 

PRESS ENTER WHEN THE PROMPT Type diskette name; 
press ENTER APPEARS. 

The CHECK DOCUMENT menu appears on the 
display. 

The default for Kind of Spelling Check is Prompted. 
This means the system will highlight and stop at each 
word that needs to be checked. 

The default for Hyphenation/Pagination the document 
is Yes. 

PRESS ENTER IN THE CHECK DOCUMENT MENU. 

The HYPHENATE AND PAGINATE DOCUMENT menu 
appears. 

The default for Dictionary Hyphenation is Prompted. 

The default for Print Paginated Pages is Yes. 
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For training, you will not print this document. You 
will change the item in the menu to NO. 

CHOOSE THE ITEM IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU TO PRINT THE PAGINATED PAGES. 

WHEN THE PROMPT Type YOUR CHOI_CE; press ENTER 
APPEARS, TYPE: 2 

Note: When doing your own work, if you select 1 = Yes, 
the system pri nts each page after it checks for spell i ng, 
hyphenation, and pagination, instead of printing all of 
the pages at the end of the document. You wi" not be 
able to perform another task until the last page is 
paginated and printed. 

PRESS ENTER AGAIN. 

As the system begins to paginate and check the 
document, the HYPHENATE AND PAGINATE 
DOCUMENT menu remains on the display. 

When a word is found that does not match a word in 
the dictiona ry, checking stops and a portion of the 
document appears at the top of the display with the 
word highlighted. 

The bottom of the display contains instructions for 
you to follow, which depend on what you want to do 
with the highlighted word. For example: 

• If the word is misspelled, you can retype the 
word to correct the error. 

• If you do not know whether the word is 
misspelled or you do not know how to correct the 
word, you can leave the word highlighted in the 
document so you can check the spelling later. 

• If the word is spelled correctly, you can indicate 
to the system that it is correct. Thereafter, the 
system does not highlight the word when it 
appears later in the document. 

Correcting Misspelled Words 
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Because the word exampel is misspelled, you will 
wa nt to follow the instruction to retype the word. 



RETYPE THE WORD: example 

PRESS ENTER. 

Words That You 
Want to Leave High lighted 
I n the Document 

Correctly Spelled 
Words 

If the system highlights a word which you are unsure 
is spelled correctly, such as "contra," 

PRESS SPELL TO LEAVE THE HIGHLIGHTING AND 
CONTINUE. 

You can check the spelling of "contra" in a dictionary 
later. 

Because the Spelling Task marks all words that do 
not match one of the words in the standa rd 
dictionary, some highlighted words may not require 
revision. 

The word "FI Fa" is highlighted on the screen. 

"F I Fa" is a correct abb rev iation, but not a II 
acronyms and abbreviations are included in the 
standard dictionary. You can remove the highlighting 
because it is spelled correctly. 

PRESS ENTER TO REMOVE THE HIGHLIGHTING AND 
CONTINUE CHECKING. 

The word "ABC" is highlighted. 

The name of the company, "ABC," occurs several 
times in the document. 

When a word that occu rs more than once in the 
document is highlighted, you can indicate to the 
system that this word is spelled correctly. 
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To Hyphenate a Word 
At the Cursor Position 

Using SPELL to Locate 
Marked Words 
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The system has stopped on the word "materials" and 
placed the cu rsor on the hyphenation poi nt closest to the 
right margin. 

PRESS ENTER TO HYPHENATE THE WORD. 

When the document has been checked, hyphenated 
and paginated, press MSG to see (Assets) paginated, 
the TASK SELECTION MENU displays and then the 
TYPING TASKS menu returns to the display with 
Revise Document highlighted. Press MSG to see 
Spelling Check complete. Words marked: 1. 

To retu rn to the document to check the word 
"contra," which you were not sure was spelled 
correctly, 

PRESS ENTER WHEN THE PROMPT Type document name; 
press ENTER APPEARS. 

PRESS FNTER WHEN THE PROMPT Type diskette name; 
press ENTER APPEARS. 

The document text appea rs on the display. 

To locate words you left highlighted, use the FIND 
key and SPELL. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, PRESS SPELL. 

A • symbol appears on the prompt line. 
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PRESS ENTER. THE CURSOR MOVES TO THE 
HIGHLIGHTED WORD "contra." 

The word "contra" is an accounting term and is 
spelled correctly. 

After checking to see that the word is spelled 
correctly, 

PRESS CODE + CANCL TO REMOVE THE HIGHLIGHTING. 

PRESS END. 
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USING THE AUTOMATIC MODE 

Checking Spelling 
I nstead of using the system default for prompted 
spelling, you may want to check for spelling errors 
using automatic spelling check. For example, when 
typing a rough draft, you might want to check the 
document for spell i ng errors, but may not intend to 
correct the errors at that time. Later on, when 
making revisions to the rough draft, you can make 
the necessa ry spell i ng correction s to the words that 
were highlighted. 

If you want to use automatic spelling check: 

• Use the steps you learned to go to the CHECK 
DOCUMENT men u . 

• Choose the ITEM for Kind of Spelling Check in 
the CHECK DOCUMENT menu. 

• When the prompt, Type YOUR CHOICE; press 
ENTER appears on the prompt line, type the 
number 2 for Automatic and press ENTER. 

• Press ENTER again. 

• The HYPHENATE AND PAGINATE DOCUMENT 
menu appears on the screen. Select the ITEM for 
Dictionary Hyphenation and type the number 2 
for automatic. 

• Press ENTER. The system checks the document. 

• When checking is complete, the TASK 
SELECTION menu appears with Typing Tasks 
highlighted. The Typing Tasks program loads, 
and the TYPING TASKS menu appears with 
Revise Document highlighted. 

• A message at the bottom of the display indicates 
how many words do not match one of those in the 
Displaywriter dictionary. If the message indicates 
that words are marked, you can return to the 
document and correct them. 

• When you return to the document you checked, 
the words that were marked by the Spelling Task 
appear highlighted on the display. 

• To locate each highlighted word quickly, use 
FI ND and the SPELL key. 
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ADDITIONAL INFORMATION 

Changing the Defaults 
On the Program Diskette 

The defaults for the CHECK DOCUMENT menu and 
the HYPHENATE AND PAGINATE DOCUMENT menu 
are shown below. If you wish to change the defaults 
on your program diskette, refer to "Topic 33. 
Personalizing Program Diskettes" in this book. 

PRODSK! 
! 

!Kyb 1 ! 

CHANGE CHECK DOCUMENT DEFAULTS 

YOUR POSSIBLE 
ID ITEM CHOICE CHOICES 

a Kind Of Spelling Check 1 1 = Prompted 2 = Automatic 
3 = None 

b Hyphenation/Pagination 1 1 = Yes 2 = No 
c Dictionary Hyphenation 1 1 = Prompted 2 = Automatic 

3 = None 
d Paginate On Exact Line Count 2 1 = Yes 2 = No 
e Print Paginated Pages 1 1 = Yes 2 = No 

!When finished with this menu, press ENTER. 
! 
!Type ID letter to choose ITEM; press ENTER: 

Endi ng a Document 
During Spelling Tasks 

Figure 4-1. CHANGE CHECK DOCUMENT DEFAULTS 
Menu 

You may want to end a document in which you are 
using Spelling Tasks to check spelling, hyphenation 
and pagination. Pressing the END key terminates the 
spelling and hyphenation check in the middle of the 
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Checking Spelling 
Of Specific Pages 

To choose the End Spelling Check and Begin Spelling 
Check instructions: 

• Move the cu rsor to the end of the fi rst section 
you want checked. 

• Press CODE + I NSTR. 

• Choose the ITEM in the I NSTRUCTIONS menu to 
End Spell i n9 Check and retu rn to the typi ng 
area. 

• Type the section you do not want checked. 

• Press CODE + I NSTR. 

• Choose the ItEM in the I NSTRUCTIONS menu to 
Begin Spelling Check. 

• Type the next section of text that you do want 
checked for spelling and hyphenation. -

• When you have completed typing the document, 
press END. 

• Follow the steps you lea rned to check the 
document. 

ihe ITEM System Page Number in the CHECK 
DOCUMENT menu allows you to check only specific 
pages of a document. When you choose this ITEM in 
the menu you can type the page numbers you want to 
be checked for spelling errors. the system checks 
only those page numbers. You cannot, however, 
check the spelling of specific pages and paginate the 
enti re document at the same time. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 

Checking Spelling, Hyphenating and Paginating 4-13 



TOPIC SUMMARY 

To Check for Spelling 
Errors in the Prompted 
Mode 

To Hyphenate Words 
at the Right Margin 
in the Prompted Mode 
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A. After typing the document, press the SPELL 
key. 

B. When the prompt Type document name; press 
ENTER appears, press ENTER. 

C. When the prompt, Type diskette name; press 
ENTER appears, press ENTER. 

D. Press ENTER in the CHECK DOCUMENT menu to 
check the enti re document. 

E. Make any changes, if necessary, in the 
HYPHENATE AND PAGINATE DOCUMENT menu. 

F. Press ENTER to begin checking Spelling. 

G. When the system highlights a word, follow the 
instructions that appear at the bottom of the display 
to correct the spelling, leave the word highlighted, 
or remove the highlighting from words that are 
spelled correctly. 

Press ENTER in the HYPHENATE AND PAG I NATE 
DOCUMENT men u a nd do one of the followi ng: 

• Press ENTER to accept the hyphenation point 
selected by the system. 

• Move the cursor to a hyphenation point in the 
word and press ENTER to hyphenate the word. 

• Move the curs.or to the beginning of the word to 
move the entire word to the next line. 

• Move the cu rsor to the end of the word to leave 
the enti re word on the cu rrent line, even it if is 
beyond the right margin. 



You have completed this topic. You will check the document again, 
using a supplemental dictionary, in the next topic. Continue with 
the next topic, "Supplemental Dictionaries." 
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Note: Many foreign letters and symbols are 
accented. When creating the supplemental 
dictionary, the letter or symbol is counted as one 
character. Any accent at the beginning of a 
word is counted as an additional character. 

To help you start building you r supplemental 
dictionaries, look at the reference materials you use: 

• Your company's internal directory 
• Card file for names and addresses 
• I ndustry terminology handbooks 
• Telephone di rectory 

Select words from these references you frequently 
use when you compile your supplement. 

As you use the standard dictionary for checking, you 
will find other words that the system marks because 
they are not in the dictionary (like FIFO and ABC 
Company in the exercise document in the previous 
topic) . If you use these ma rked words frequently, 
you should add them to your supplemental dictionary. 

Words in the supplemental dictionary are not 
processed the same as the words in the standard 
dictionary. Therefore, you should add all forms of 
the words (for example, singular, plural and 
possessive) that might be included in your 
documents. 

When you type the words for the supplemental 
dictionary, remember to type hyphens at the 
acceptable hyphenation poi nts. Then, the words in 
the supplement can be hyphenated like the words in 
the standard dictionary. 

CREATING A SUPPLEMENTAL DICTIONARY 

Beginning the Exercise 
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To create a supplement: 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Supplement 
TRAIN 

You can type the words in your dictionary just like 
text with regular spaces between them. Be sure to 
type a syllable hyphen (CODE + -) between the 
syllables of words you want hyphenated. Syllable 
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hyphens do not count as a character in the 
supplemental dictionary. 

TYPE: FIFO 

TYPE A CARRIER RETURN. 

TYPE: ABC 

TYPE A CARRIER RETURN. 

TYPE: con 

TYPE: CODE + -

TYPE: tra 

TYPE A CARRIER RETURN. 

PRESS END. 

Note: When doing your own work, if you have 
changed the default in the WORK STATION 
DESCRIPTION menu to Required Hyphen = 1 (Coded) 
you create a syllable hyphen by typing a hyphen. 
You do not press CODE before typing the hyphen. 

LOADING A SUPPLEMENTAL DICTIONARY 

Once you have created you r supplemental dictionary, 
you can load it with the standard dictionary. 

CHOOSE THE ITEM IN THE TYPING TASKS MENU TO GO 
TO THE TASK SELECTION MENU. 

CHOOSE THE ITEM IN THE TASK SELECTION MENU FOR 
SPELLING TASKS. 
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CHOOSE THE ITEM IN THE SPELLING TASKS MENU TO 
LOAD THE SUPPLEMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: 
Di s kette name: 

Supplement 
TRAIN 

When the supplement is loaded, 
Supplement loaded. 3 words now 
appears on the display. 

the message, 
in supplement 

You are ready to check your document against both 
the standard dictionary and the supplemental 
dictionary. 

To see that the words in the supplement have been 
loaded, check the document "Assets" again. 

CHOOSE THE ITEM IN THE SPELLING TASKS MENU TO 
CHECK THE SPELLING IN YOUR DOCUMENT. 

USE THE FOLLOWING INFORMATION: 

Document name: 
Diskette name: 

Assets 
TRAIN 

IN THE CHECK DOCUMENT MENU, PRESS ENTER. 

CHOOSE THE ITEM FOR DICTIONARY HYPHENATION = 
AUTOMATIC IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU. 

CHOOSE THE ITEM FOR PRINT PAGINATED PAGES = 
NO. 

PRESS ENTER. 

After the spelling check is. complete, you will notice 
the message (Assets) paginated. 
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Once you store a supplement on the program 
diskette, that supplement loads automatically with the 
standard dictionary from the program diskette each 
time you choose the Spelling Tasks. 

USING MORE THAN ONE SUPPLEMENT 

Creating Additional 
Supplements 

Loading Additional 
Supplements 

5-6 

Only one supplemental dictionary can be stored on 
the program diskette and automatically loaded with 
the standard dictionary. 

But, if you work in an area where you type many 
different kinds of documents, you might need more 
than one supplemental dictionary. For example, your 
stored supplement should contain the proper names, 
initials and abbreviations you use most often. Other 
supplements could include words you use when you 
type specialized documents (legal or financial 
documents, for example). 

You create all supplemental dictionaries the same 
way. Just remember that each one is a different 
document with a unique document name. It is also a 
good idea to store multiple supplemental dictionaries 
on one work diskette. 

Each additional supplement should have its own 
common group of words, so that you can load 
supplements individually as they are needed. 

For example, one supplement could contain medical 
terminology and another supplement could contain 
legal terms, abbreviations and foreign phrases. 

You can load approximately 4500 characters at any 
one time. If the stored supplement contains 2500 
characters, each additional supplement should not 
exceed 2000 characters, so you can load it with the 
stored supplement. 

You can load more than one supplemental dictionary 
temporarily by. continuing to select Load Supplement 
in the SPELLI NG TASKS menu. Words that are 
duplicates of words in another loaded supplement will 
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Then, you can follow the steps you just learned to 
load a different supplement. 

UPDATING STORED 
SUPPLEMENTAL DICTIONARIES 

5-8 

Unlike the standard dictionary, you can change, 
delete, or add to the contents of stored supplemental 
dictionaries. 

The easiest way to revise a supplemental dictionary is 
to use Create Document of Supplemental Words. 

• Choose SPELLING TASKS in the Task Selection 
menu to load the standard dictionary and the 
stored supplement. 

• Choose Create Document of Supplementai Words 
iri the SPELLING TASKS menu. Follow the 
prompts to type the name of the document and 
diskette where you are storing the supplemental 
words. 

• Press ENTER to store the words in your 
supplement into the document. 

• When the message Supplement words written to 
(document name)appears, choose Go to Task 
Selection in the SPELLING TASKS menu. 

• Choose Typing Tasks in the TASK SELECTION 
menu. 

• Choose the Revise Document task in the TYPING 
TASKS menu. Follow the prompts, and type the 
name of the document and diskette containing the 
supplemental words. 

Note: When you create a document of words from 
the supplemental dictionary, the words are 
stored in alphabetical order, one word per line. 
you CAN ADD, REVISE, OR DELETE WORDS IN 
THIS DOCUMENT JUST AS YOU WOULD IN ANY 
OTHER DOCUMENT. Use Display Codes = Yes to 
See the hyphenation points in the words. 

• When you are finished with your revisions, press 
END. 

• Choose Go to Task Selection in the TYPI NG 
TASKS menu. 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 





TNL SN44-2076 (20 August 1982) to S544-2035-0 

ADDITIONAL INFORMATION 

Creating a Supplement 
With Prompted Spell Check 

5-10 

During a prompted spelling check, correctly spelled 
words may be highlighted, because they are not in 
the Displaywriter· standard dictionary. By pressing 
ENTER, you remove the highlighting and temporarily 
place these words in the supplemental dictionary. 
You can create a supplemental dictionary of these 
words with the followi ng steps: 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 

• Choose Check Document in the SPELLING TASKS 
men u . Follow the prompts to type th e name of 
the document and diskette, if necessary. 

• Press ENTER enough times to begin the spelling 
check. 

• When a highlighted word is spelled correctly, 
press ENTER. Continue until the spelling check 
is complete. 

• When the spelling check is complete, follow the 
steps you have a I ready lea rned to Create 
Document of Supplemental Words. 

• Go to the TYPING TASKS menu and choose the 
Revise Document tas k. Review the document with 
the supplemental words, and make any necessary 
changes. 

Note: A word in the supplemental dictionary may be 
lowercase or contain capitalized characters. If the 
word is all low§fcase, it will not highlight the same 
word during a spelling check. However, a 
capitalized word in the supplemental dictionary will 
highlight the same word if the capitalized characters 
are not identical. 

You can now use this document as a supplement 
whenever you use the Spelling Tasks. You can also 
store this supplement on your program diskette 
th rough the following steps: 

• Return to SPELLING TASKS menu. 

• Choose Load Supplement. Type the name of the 
document contain:j!ng the supplemental words . 

.:"A 
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From Existing Documents 
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• Choose Store Supplement on Program Diskette to 
store the supplement. 

Perhaps you have several documents stored on a 
diskette that have been checked for spelling. In 
these documents a re words that a re spelled correctly, 
but have been highlighted because they are not in 
the Displaywriter standard dictionary. You can use 
these documents to create a supplemental dictionary 
using these words. 

• Choose Spelling Tasks in the TASK SELECTION 
menu. 

• Choose Load Supplement in the SPELLI NG TASKS 
menu. Follow the prompts to give the names of 
the first document and the diskette, if 
necessary. Remember, only those words not in 
the standard dictionary will be loaded in the 
supplement. 

• Repeat the previous step until you have no more 
documents with words you want to load in the 
supplement, or you have reached the 4500 
character limit. 

• Follow the steps you have al ready lea rned to 
Create Document of Supplemental Words. 

• Go to the TYPING TASKS menu and choose the 
Revise Document tas k. Review the document with 
the supplemental words, and make any necessary 
changes. 

Note: A word in the supplemental dictionary may be 
lowercase or contain capitalized characters. If the 
word is all lowercase, it will not highlight the same 
word during a spelling check. However, a 
capitalized word in the supplemental dictionary will 
highlight the same word if the capitalized characters 
are not identical. 

You can now use this document as a supplement 
whenever you use the Spelling Tasks. You could 
also store this supplement on your program diskette 
with the followi ng steps: 

• Retu rn to the SPELLI NG TASKS menu. 
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• Choose Load Supplement. Type the name of the 
document containing the supplemental words. 

• Choose Store Supplement on Program Diskette to 
store the supplement. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Create a Supplemental 
Dictionary 
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A. Create a document on a work diskette containing 
the words for your supplemental dictionary. 

To Store One Supplement With 
the Standard Dictionary 

A. Choose Spelling Tasks in the TASK SELECTION 
menu. 

B. Choose Load Supplement in the SPELLING TASKS 
menu. 

C. Type the name of the document that contains the 
supplement. 

D. Choose Store Supplement on Program Diskette in 
the SPELLING TASKS menu. 

To Use a Stored Supplemental 
Dictionary 

A. Choose Check Spelling in the SPELLI NG TASKS 
menu. 

The system automatically checks you r document 
against the words in the stored supplemental 
dictionary and the standard dictionary. 
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To Replace One Stored Supplement 
with Another 

A. Choose Clear Supplement in the SPELLI NG 
TASKS menu. 

B. Choose Load Supplement and name the document 
containing the supplement. 

C. Choose Store Supplement on Program Diskette. 

The new supplement replaces the previously stored 
supplement on the program diskette. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 6. Checking Spelling and Hyphenating 
in a Foreign Language 

CHECKING SPELLING IN A 
FOREIGN LANGUAGE 

In this topic you will learn to use the Languagepack 2 
program diskettes* to: 

• Check documents that are typed in a foreign 
language 

• Create a supplement to a foreign language 
dictionary and store it on the Languagepack 2 
program diskette 

• Check a document that is typed in more than one 
language 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

3. Topic 5. Supplemental Dictionaries 

4. Topic 30. Changing Your Program Diskette to 
Match Your Printer Elements and Keyboard 
Numbers (if your printer is an IBM 5215 
"Selectric" Printer) 

or 

5. Topic 31. Changing Your Program Diskette to 
Match Your Printwheels and Keyboard Number (if 
your printer is an IBM 5218 or an IBM 5228 
"Printwheel" Printer) 

If you have the Languagepack 2 program diskettes, 
you can check the spelling and hyphenation of 
documents typed in a foreign language. Eleven 
language dictionaries are available. 

*Only Languagepack 2 Program Diskettes can be used 
with Textpack 4. 
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When typing a document in a foreign language which 
you intend to check for spelling errors: 

• Be su re that you have specified the appropriate 
keyboard numbers on your program diskettes for 
the language you will be typing in. See "Topic 
30. Changing Your Program Diskette to Match 
Your Printer Elements and Keyboard Numbers" or 
"Topic 31. Chang'ing Your Program Diskette to 
Match You r Printwheels and Keyboard Numbers." 

• In the typing area, type a keyboard change for 
the language you are typing in. 

• Press CODE + I NSTR. 

• Choose the ITEM in the INSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

• Choose the ITEM in the LANGUAGE FOR 
SPELLI NG CHECK I NSTRUCTION menu for the 
language you are using. 

• Retu rn to the typi ng a rea. 

• Type the document in the foreign language. 

• When you have completed typing the text, type a 
keyboard change to return to the original 
keyboard number. 

• Press END. 

• Choose the ITEM for Spelling Tasks. 

To check the spelling of a docurnent typed in a 
foreign language: 

• Select Choose Spelling Language Dictionary in 
the SPELLING TASKS menu. 
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DISKO 11 
I 

I Kyb 1 I 

SF-ELLING TASKS 

ID ITUl 

a Check Document 
b Load Supplement 
c Clear Supplement 
d Store Supplement On Program Diskette 
e Choose Spelling Language Dictionary 
f Create Document Of Supplemental Words 

g Go To Task Selection 

Type ID letter to choose ITEM; press ENTER: 

Figure 6-3. SPELLING TASKS Menu 

• The SPELLING LANGUAGE DICTIONARIES menu 
appears. 

DISKOll 
I 

IKyb 1 I 

SPELLING LANGUAGE DICTIONARIES 

ID LANGUAGE 

a U.S. English 
b U.K. English 
c German 
d Dutch 
e National French 
f Canadian French 
g Italian 
h Spanish 
i Swedish 
j Danish 
k Norwegian 

IType ID letter to choose IIH1; press ENTER: 

Figure 6-4. SPELLING LANGUAGE DICTIONARIES Menu 

• Insert the Languagepack 2 program diskette that 
contains the language dictionary you need. 

• Choose the language you want in the SPELLING 
LANGUAGE DICTIONARIES menu. 

• Press ENTER when the prompt Type Diskette 
Name; press ENTER appears on the display. 



USING SUPPLEMENTS WHEN 
CHECKING SPELLING IN A 
FOREIGN LANGUAGE 
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• Loading Language appears on the fi rst status line 
while the selected language dictionary is being 
loaded. 

• The SPELLING TASKS menu appears when the 
selected language dictiona ry has been loaded. 

• Follow the steps you lea rned to check the 
spelling of a document. 

If you have the Languagepack 2 program diskettes, 
you can use supplements with each of the language 
dictiona ries. Once the specified standa rd language 
dictionary is loaded, you can use supplemental 
dictionaries the way you have just learned for U. S. 
English. 

When you type the document containing the foreign 
language supplemental words, be sure to first type a 
keyboard change for the language you are typing in. 
After you type the words in the supplement, type a 
keyboard change to return to the original keyboard 
before pressing END. 

Remember to also type a syllable hyphen (CODE + -) 

between the syllables of the words if you want the 
system to hyphenate them. 

Note: If you have changed the default in the WORK 
STATION DESCRIPTION menu to Required Hyphen = 
1 (Coded), you create a syllable hyphen by typing a 
hyphen; do not type CODE + hyphen. 

There is enough room on the Languagepack 2 
program diskettes for a supplement of 4500 
characters for each of the eleven languages. 

To store the supplement on the Languagepack 2 
program diskette: 

1. Choose Spelling Tasks from the TASK 
SELECTION menu. 

2. Select the ITEM in the SPELLING TASKS menu to 
Choose Spelling Language Dictionary. 

3. Choose the ITEM for the language dictionary you 
want to use. Follow the prompt to type the 
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CHECKING SPELLING 

diskette name for the appropriate Languagepack 
2 dictionary and press ENTER. 

4. After the language dictionary has been loaded, 
choose Load Supplement from the SPELLI NG 
TASKS menu. 

5. Follow the prompts to type the document name 
and diskette name of the language supplement 
document and load the supplement. 

6. If you want to store the supplement on the 
Languagepack program diskette, choose Store 
Supplement on Program Diskette from the 
SPELLING TASKS menu. Follow the prompts to 
store the supplement. 

If a supplement is stored on the Languagepack 
program diskette, it is automatically loaded with the 
specified language dictionary when that language is 
selected. 

OF A MULTI-LANGUAGE DOCUMENT 

• 

6-6 

If a document is typed in more than one language, 
you can check each part of the document in its own 
language. 

For example, if you have typed a document in English 
and French, you can instruct the system to check 
only the English portion using the English dictionary 
and only the French portion using the National 
French dictionary. 

The French words will not be marked as misspelled 
. when checking in English, and the English words will 
not be marked as misspelled when checking in 
National French. 
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7. Choose the ITEM in the I NSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

8. Choose the ITEM 
SPELLING CHECK 
National French. 

in the LANGUAGE FOR 
I NSTRUCTIONS menu for 

9. Type the National French portion of the 
document. 

10. Press KYB CHG and type the number to return 
to the original keyboard. 

Note: Be sure to rna r k each section of a 
multi-language document with the appropriate 
Language for Spelling Check instruction. 

You must check the document twice -- once using the 
English dictionary and once using the National 
French dictionary. 

To check the English portion of the document: 

1. Select Choose Language Dictionary in the 
SPELLI NG TASKS menu. 

2. Insert the Vol. 02 program diskette or the 
Languagepack 2 program diskette containing the 
U.S. English dictionary. 

3. Choose the ITEM in the SPELLING LANGUAGE 
DICTIONARIES menu for U.S. English. 

4. Check the document and make the necessary 
corrections. If you left some words highlighted to 
be checked later, be sure to correct them, if 
necessary, before checking in the next language. 

To check the National French portion of the 
document: 

a. Select Choose Language Dictionary in the 
SPELLING TASKS menu. 

b. Insert the Languagepack 2 program diskette 
containing the National French dictionary. 

c. Choose the ITEM in the SPELLI NG 
LANGUAGE DICTIONARIES menu for National 
French. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Check Documents Typed 
in a Foreign Language 

To Store a Supplement 
On a Foreign Language 
Program Diskette 

A. In the typing area, type a keyboard change 
for the language you will be typing in. 

B. Return to the typing area, and type the 
document in the foreign language. 

C. Type a key boa rd change to retu rn to the 
original keyboard. 

D. Press END and go to the TASK SELECTION 
menu. 

E. Choose the ITEM for Spelling Tasks. 

F. Select Choose Spelling Language Dictionary 
in the SPELLING TASKS menu. 

G. I nsert the appropriate Languagepack 2 
program diskette 

H. Choose the appropriate language in the 
SPELLING LANGUAGE DICTIONARIES menu. 

I. Press ENTER when the prompt Type Diskette 
Name; press ENTER appears on the display. 

J. The SPELLING TASKS menu appears when 
the selected language dictionary has been loaded. 

K. Follow the steps to check the spell i ng of a 
document. 

A. Choose Spelling Tasks from the TASK 
SELECTION menu. 

B. Select Choose Spelling Language Dictionary 
from the SPELLI NG TASKS menu. 

C. Choose the ITEM for the language dictionary 
you want to use. Follow the prompts to type the 
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diskette name for the appropriate Languagepack 
2 program diskette. 

D. After the language dictionary is loaded, 
choose Store Supplement on Program Diskette 
from the SPELLI NG TASKS menu. 

E. Follow the prompts to type the document 
name and diskette name of the language 
supplement document and load the supplement 
onto the Languagepack 2 program diskette. 

A. Press CODE + INSTR in the typing area. 

B. Choose the ITEM in the INSTRUCTIONS 
menu to indicate the Language for Spelling 
Check. 

C. Choose the appropriate language 
LANGUAGE FOR SPELLING 
INSTRUCTIONS menu. 

in the 
CHECK 

D. Type the section in the first language. 

E. At the end of the fi rst language, type a 
keyboard change for the language you will type 
in next. 

F. Press CODE + I NSTR. 

G. Choose the ITEM in I NSTRUCTIONS menu to 
indicate the Language for Spelling Check. 

H. Choose the appropriate language 
LANGUAGE FOR SPELLING 
INSTRUCTIONS menu. 

in the 
CHECK 

I. Type the section in the second language. 

J. Type a key boa rd cha nge to retu rn to the 
original keyboard, and press END. 

K. Follow the steps to check the document using 
the appropriate Languagepack 2 program 
diskettes. 



You have completed this topic. Continue with your training with the 
next topic on your Training Checklist. 
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Topic 7. Revising a Multi-Page Document 

REVISING A DOCUMENT 

Beginning the Exercise 

In this topic, you will make revisions to a multi-page 
document. You will learn how to: 

• Locate the pages that need to be changed 

• Move paragraphs 

• Combine and divide paragraphs 

• Check spelling, hyphenate and paginate revised 
portions of a document 

Before starting this topic, you should have 
completed: 

1. All Basic Topics 

2. Topic 3. Creating a Multi-page Document 

3. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA: 

Document name: 
Diskette name: 

Revision 
TRAIN 

A copy of the document you will revise begins on the 
next page. Take a moment to look at the kinds of 
revisions you will be making. 
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LOCATING PAGES IN A 
MULTI-PAGE DOCUMENT 

Notice that the first reVISion is on page 2. Page 1 is 
currently showing on the display. A quick way to go 
to a page other than page 1 is to use the GO TO key. 

The GO TO key is located in the group of keys on 
the lower-right side of the keyboard. 

PRESS GO TO. 

When you see the prompt, Type page number; press 
ENTER, 

PRESS ENTER. 

You press ENTER only to go to the very next page. 

If you want to go to a page other than the next page, 
you type the desired page number, then press 
ENTER. 

Once you are on the page you want to revise, use 
FIN D or the cu rsor-movement keys to get to the fi rst 
revision point. 

COMBtNING PARAGRAPHS 

The two reVIsions on page 2 involve moving a 
paragraph to page 3 and combining two paragraphs 
into one. 

Since it makes sense first to complete any revisions 
wh ich are confi ned to just the page you a re on, you 
will combine the paragraphs first. 

To combine two paragraphs, you move the cursor to 
the end of the fi rst pa rag raph, and then delete the 
paragraph separator. 

A paragraph separator is the combination of key 
strokes you use to sepa rate one paragraph from 
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another. You can use either two carrier returns to 
separate paragraphs or a carrier return followed by a 
tab. A carrier return followed by a tab is used in 
this exercise. 

A quick way to get to the point of revision is to use 
FIND. 

The cu rsor shou Id be at the top of page 2. 

PRESS FIND. 

WHEN THE PROMPT Find what? APPEARS, CARRIER 
RETURN ONCE, AND THEN PRESS ENTER. 

The cursor moves to the end of the first paragraph, 
past the word "value." Notice that Req'd Carrier Ret 
shows on the first status line on the display, and the 
symbol ;:J shows above the cu rsor. 

PRESS FIND AGAIN. 

The system remembers that you are finding carrier 
returns. Therefore: 

WHEN THE PROMPT Find what? APPEARS, JUST PRESS 
ENTER. 

The cu rsor moves to the end of the second 
pa rag raph. 

PRESS FIND AGAIN. 

PRESS ENTER. 

The cursor is now at the end of the third paragraph, 
under the carrier return. You are ready to delete the 
paragraph separator (the carrier return and the tab) 
and combine the paragraphs. 

PRESS DEL. 



WHEN THE PROMPT Delete what? APPEARS, TAB ONCE, 
AND THEN PRESS ENTER. 

The two paragraphs are combined. 

You may need to add a space(s) between sentences 
after the paragraphs are combined so that the two do 
not run together. 
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MOVING A PARAGRAPH TO A 
DIFFERENT PAGE 

In the basic topics (Book 1), you learned how to 
move a paragraph from one place on a page to 
another place on the same page. 

To move a paragraph to a different page, you follow 
the same steps as you learned before. You also tell 
the system the page number you want the text to 
move to. 

To move a paragraph, move the cursor (using FIND 
or the cu rsor-movement keys) to the fi rst cha racter 
you wa nt to move. 

PRESS CODE + '\ TO RETURN THE CURSOR TO THE 
TOP OF THE PAGE. 

MOVE THE CURSOR UNDER THE TAB BEFORE THE 
WORD Prepaid IN THE SECOND PARAGRAPH. 

Notice in the upper-right corner of the first status 
line that the system indicates the cursor is sitting 
under a tab. 

PRESS MOVE. 

When the prompt Move what? appears, move the 
cu rsor to the last cha racter you want to move. 

MOVE THE CURSOR UNDER THE CARRIER RETURN AT 
THE END OF THE PARAGRAPH AFTER THE WORD: 
location. 

The symbol +-J will show at the end of the line. 

PRESS ENTER. 

When the prompt To where? appears, you indicate 
where you want this paragraph moved to. 
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Adding a Paragraph 

MOVE THE CURSOR TO THE PAGE END SYMBOL ( ... ). 

TYPE THE FOLLOWING PARAGRAPH: 

In a stable market where prices remain unchanged, the method of 

inventory pricing is of li.ttle importance. This is true because when 

prices are unchanged over a long period of time, al.l methods give the 

same cost figures. However, in a changing market where prices are 

rising and falljng, each method may give a different result. This may 

be seen by a comparison of the cost of goods sold for an article under 

each of the methods. Since the method used may affect the amounts of 

the reported ending jnventory and cost of goods sold, a company should 

show on its statements by means of footnotes or other manner the pricing 

method used. Also, accountants are of the opinion that a company should 

select for use the method that best reflects jts periodic net income. 

Checking Spelling 
of the Revised Portion 

If you make extensive revIsIons to a document, you 
should check the revised portion of the document for 
spelling errors. 

If the revisions to a multi-page document affect the page 
length, you also should paginate the document. 

Follow these steps to check and paginate the revised 
portion of the document th rough the end of the 
document. 

PRESS THE SPELL KEY. 
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WHEN THE PROMPT Type document name; press ENTER 
APPEARS, PRESS ENTER. 

WHEN THE PROMPT Type diskette name; press ENTER 
APPEARS, PRESS ENTER. 

The CHECK DOCUMENT menu appears. 

PRESS ENTER TO CHECK IN THE PROMPTED MODE AND 
HYPHENATE AND PAGINATE THE DOCUMENT. 

The HYPHENATE AND PAGINATE DOCUMENT menu 
appears. 

CHOOSE THE ITEM IN THE HYPHENATE AND PAGINATE 
DOCUMENT MENU TO PAGINATE FROM PAGE. 

Since you didn't make any revisions on page 1, you 
can start pagination on the page where the fi rst 
revision was made (page 2) . 

WHEN THE PROMPT Type page number; press ENTER 
APPEARS, TYPE THE NUMBER: 2. 

For training, you do not need to print this document. 

CHOOSE THE ITEM TO PRINT PAGINATED PAGES. 

WHEN THE PROMPT Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 2 

PRESS ENTER AGAIN. 

The pages that were revised will be checked for 
spelling errors and the document will be paginated 
through the end of the document. 

CORRECT SPELLING ERRORS AND MAKE HYPHENATION 
DECISIONS USING THE METHODS YOU HAVE LEARNED. 
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The TYPING TASKS menu returns to the display. 
Press the MSG key. If the message indicates words 
were left highlighted, return to the document to 
correct the highlighted words. If the message 
indicates no words are left highlighted, press CODE + 

CANCL to delete the highlighting in the TYPING 
TASKS menu. 
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Changing Formats When 
Getting Text 

Using GET for Creating 
Stored Documents 

When you get page(s) from another document, any 
pages or paragraphs you get take on the format of 
the new document (the one you are inserting them 
into. ) 

For instance: If the page(s) you get is set up for 
Single Line Spacing in the document you are getting 
it from, 

But the new document you are inserting it into is set 
for Double Line Spacing, the page(s) you get will 
automatically take on Double Line Spacing. 

Note: The exception to this is if the page(s) you get 
has Change Format instructions in it. If it does, 
that format is retained. An example would be a table 
created using Column Layout. 

To preserve the original format of the pages or 
paragraphs you get: 

• Change the document format of the new document 
if the change is for all the pages, or 

• Type a CHG FMT in the document you are 
creating. Make the necessary changes in the 
appropriate menus. Then, GET the page(s) you 
want to insert. (Remember to return to the 
original format if the change is not for the whole 
document. ) 

GET is used frequently to create repetitive letters 
and to create documents made up of repetitive 
paragraphs. If you do these types of work in your 
office, refer to "Topic 22. Repetitive Paragraphs with 
Stored Variable Information." 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Revise a Multi-page Document 

To Go to the Next Page 
for Revision 

To Go to a Different Page 
for Revision 

To Combine Paragraphs 

7-14 

A. Choose Revise Document in the TYPING TASKS 
menu. 

B. Type the documeht name and diskette name, if 
necessary. 

C. Press ENTER to go to the typing area. 

Page 1 of the document appea rs. 

A. Press GO TO. 

B. Press ENTER. (It's not necessary to type the 
number of the page you want when it is the next 
page. ) 

A. Press GO TO. 

B. Type the number of the page you want. 

C. Press ENTER. 

A. Move the cursor under the carrier return at the 
end of the first paragraph (past the ending 
pu nctuation) . 

B. Press DEL. 

C. Delete the paragraph separator (two carrier 
retu rns, a carrier retu rn and a tab- -whatever has 



To Divide a Paragraph 

To Move Text from One Page 
to Another Page 

Checking Spelling and 
Paginating Through the End 
of the Document 

been used to divide the two paragraphs you want to 
combine) . 

A. Move the cursor (using the cursor-movement 
keys or FIND) to the word you would like to start the 
new paragraph. 

B. Type the paragraph separator (two carrier 
returns, a carrier return and a tab--whatever has 
been used to divide paragraphs in the document). 

A. Move the cu rsor to the fi rst cha racter to be 
moved, then press MOVE. 

B. When the prompt Move what? appea rs, move the 
cursor to the last character to be moved and press 
ENTER. 

C. When the prompt To where? appears, press GO 
TO. 

D. When the prompt Type page number appears, 
type the number of the page where the text is to be 
moved. 

E. When this page appears, move the cursor to the 
point where the text is to be inserted. 

F. Press ENTER to move and insert the text. 

A. In the typing area, press the SPELL key. 

B. Follow the prompts to go to the CHECK 
DOCUMENT menu. 

C. Press ENTER in the CHECK DOCUMENT menu. 
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D. Choose the ITEM in the HYPHENATE AND 
PAG I NATE DOCUMENT menu to Paginate, Hyphenate, 
Spell Check from Page. 

E. When the prompt Type YOUR CHOICE; press 
ENTER appears, type the page number where 
pagination should begin. The revised pages will be 
checked for spelling errors, and the document will be 
pag i nated th roug h the end of the document. 

You have finished this topic. Choose the next topic from 
your Training Checklist. 
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Topic 8. Making Recurring Changes Using 
the GLOBAL Key 

TO REPLACE ONE WORD 
WITH ANOTHER WORD 

Sometimes you may need to change an item that 
appears several times in a document. This is called a 
"global" change. You can use GLOBAL (Global 
Replace/Delete) to change a character, word or 
ph rase th roughout a document. You type the change 
only once, and the system makes that change 
automatically throughout the document. I n this topic, 
you will learn to use GLOBAL to: 

• Search for a word and replace it with another 
word th roughout a document 

• Search for different forms (upper/lowercase) of 
the same word th roughout a document 

• Automatically delete a character throughout a 
document 

Before starting this topic, you should complete: 

1. All Basic Topics 

2. Topic 4. Checking Spelling, Hyphenating and 
Paginating 

You have already learned how to use FIND to quickly 
locate a word in a document. GLOBAL works in much 
the same way. 

When you press GLOBAL, a menu displays. You can 
type as many as three sets of characters, words or 
phrases in the menu. These three sets will be 
sea rched for at the same time. 

GLOBAL also enables you to automatically replace or 
delete the located cha racters. 

Use GLOBAL when a reVISion requi res you to replace 
one or more words with other words throughout a 
document. 
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Beginning the Exercise 

The GLOBAL Key 

Prompted Search 

Word Match 

In this exercise, you will use a document already 
stored on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: Trust 
TRAIN Diskette name: 

GLOBAL is located on the front of the FIND key. 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MENU. 

I n this exercise, you will choose the "prompted" kind 
of search. This displays each word as it is located. 

Because you will be searching for words to be 
replaced with other words, you will use the "word" 
kind of match. 

Note: You must type the words you are searching for 
exactly as they appear in the document. The sample 
menu is set up to use the prompted kind of search 
and to search for and replace words. 
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Completing the Exercise 
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PRESS ENTER AGAIN WHEN THE MENU ON THE DISPLAY 
MATCHES THE SAMPLE MENU. 

The system sta rts to sea rch th roug h the document. 
The cu rsor stops when it locates one of the words 
you are searching for, and the prompt, Press ENTER 
to replace or delete, or press CANCL appears on the 
prompt line. 

To replace this word with the new word, 

PRESS ENTER. 

The new word replaces the origi nal word. 

PRESS ENTER AGAIN TO CONTINUE SEARCHING. 

Searching continues until the next occurrence of a 
word you are searching is located. 

WATCH THE DISPLAY AND FOLLOW THE PROMPTS 
UNTIL ALL WORDS ARE REPLACED AND THE MESSAGE 
Global Replace/Delete completed. ( n umber) ph rases 
changed. APPEARS ON THE MESSAGE LINE. 

PRESS END. 
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TO SEARCH FOR 
DIFFERENT FORMS OF THE 
SAME WORD 

Beginning the 
Exercise 

8-6 

GLOBAL can also be used to search for the same 
word when it appears in different forms 
(capitalized/lowercase, si ngular/plu ral) th roughout a 
document. 

For example, when you see that a word has been 
misspelled, you can search for all forms of that word 
and replace it with the correctly spelled word. 

In this exercise, you will use a document already 
stored on the diskette. 

REVISE THE STORED DOCUMENT USING THE 
FOLLOWING INFORMATION, AND GO TO THE TYPING 
AREA: 

Document name: Balance Sheet Assets 
Dtskette name: TRAI N 

Notice that the word "receiveable" is high lighted 
because it has been misspelled th roughout the 
document. Sometimes it is capitalized, and sometimes 
it is not. It also appears both singular and plural. 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MEN U. 

CHOOSE THE ITEM FOR Kind of Search. 

WHEN THE PROMPT, Type YOUR CHOICE; press ENTER 
APPEARS, TYPE: 1 

Since "receivable" has been misspelled throughout 
the document, you want to replace it with the 
correctly spelled word and cancel the highlighting. 

To search for a misspelled word, press the SPELL 
key before and after typing it in the menu. 





Completing the Exercise 
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The system begins to search for the words you have 
requested. The cu rsor stops when it locates the fi rst 
highlighted word. 

WAiCH THE DISPLAY AND FOLLOW THE PROMPTS 
UNTIL ALL WORDS ARE REPLACED AND THE MESSAGE 
Global Replace/Delete completed. 6 phrases changed. 
APPEARS ON THE MESSAGE LINE. 

Each occurrence of the highlighted word has been 
replaced with the correct spell i ng of the word. 

PRESS END. 



TO AUTOMATICALLY 
DELETE A CHARACTER 
THROUGHOUT A DOCUMENT 

To Delete a "Searched 
For" Character 

To Search in the 
Automatic Mode 

Beginning the Exercise 

GLOBAL can also be used to search for a word or 
character and delete it. You do this by searching for 
the word or character and not replacing it with 
anything. 

To search for a single character, you must choose 
Kind of Match = Exact Character. 

Now that you have seen how searching th rough a 
document works, you are ready to search in an 
unattended or automatic mode. 

I n the next exercise you wi II lea rn to delete a 
character in the automatic mode. This is a quick way 
to cancel the highlighting of words marked by the 
Spell i ng Verification Aid. 

In this exercise you will revise a document already 
stored on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Balance Sheet Assets 
TRAIN 

PRESS CODE + GLOBAL TO DISPLAY THE GLOBAL 
REPLACE/DELETE MEN U. 

To search for a specific character: 
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ADDITIONAL INFORMATION 

What GLOBAL 
Searches for 

To Revise While Searching 
in the Prompted Mode 

To Stop Searching 
Th rough a Document 

• GLOBAL can search for up to 60 characters at a 
time. 

• Searching begins at the current cursor position 
and moves forward. 

• The "search for" characters are located, even if 
they have been hyphenated or su rrounded by 
pu nctuation. 

• Use "Kind of Match = Word" to locate the "search 
for" characters only when they appear in the 
text as a word (usually followed by a space). 

• Use "Kind of Match = Exact Character" to locate 
all occurrences of the "search for" characters, 
even when they appea r with i n other words. For 
example, searchi-ng for "his" would also locate 
"history. " 

After you locate a word or character and replace it or 
press CODE + CANCL, you can move the cu rsor to 
revise other text if necessary. When you press 
ENTER again, the searching starts from the current 
cu rsor position. 

In either the prompted or automatic kind of search, 
you can stop the searching before it is completed. 

• When you search automatically, the first time you 
press CODE + CANCL the system goes into the 
prompted kind of search. 

• When you press CODE + CANCL in the prompted 
kind of search, you cancel the highlighting of 
the "searched for" characters. 
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To Review or Revise 
the GLOBAL Menu 

8-12 

• The next time you press CODE + CANCL, you 
cancel the GLOBAL function completely. 

While searching through a document in the prompted 
mode, you can review or revise the choices you have 
made in the GLOBAL REPLACE/DELETE menu by 
pressing CODE + GLOBAL to display the menu. Press 
ENTER to return to the typing area. 

For more information on the Global Replace/Delete 
function, see "GLOBAL key" in the "Quick 
Reference" section of the Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 



TOPIC SUMMARY 

To Replace One Word with 
Another Word in the Prompted 
Mode 

A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select a prompted search. 

C. Choose the ITEMS in the menu to: 

Sea rch For: One Word 
Replace With: Another Word 

• Three sets of "searched for" characters, words 
or phrases can be searched for simultaneously. 

• Individual characters, words or phrases (up to 
60 characters) can be included in each set. 

D. When you have finished with the menu, press 
ENTER again to start searching. 

E. Press ENTER each time the prompt, Press ENTER 
to replace or delete, or press CANCL appears, to 
replace each original (search for) word with the new 
(replace with) word. 

F. Press ENTER again to continue searching. 

G. Press END when the message, 
Replace/Delete completed. (number) 
changed. appears on the message line. 

Making Changes Using GLOBAL 

Global 
phrases 
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To Search for Different 
Forms of the Same Word 
in the Prompted Mode 

To Delete a Character 
Automatically Th roughout a 
Document 

8-14 

A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select a prompted search. 

C. Choose the ITEMS in the menu to: 

Search For: One Form of Word 
Replace With: Correct Form 

Sea rch For: Another Form of Word 
Replace With: Correct Form 

As many as th ree forms of the same word (or 
phrase or character) can be searched for at the 
same time. 

D. When you have finished with the menu, press 
ENTER again to start searching. 

E. Press ENTER each time the prompt, Press ENTER 
to replace or delete, or press CANCL, appea rs. 

F. Press ENTER again to continue searching. 

G. Press END when the message, Global 
Replace/Delete completed. (number) phrases found. 
appears on the message line. 

A. In the typing area, press CODE + GLOBAL to 
display the GLOBAL REPLACE/DELETE menu. 

B. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to select an exact character 
match. 

C. Choose the ITEM in the GLOBAL 
REPLACE/DELETE menu to "Search for" the exact 
character. 

D. When finished with the menu, press ENTER again 
to begin searching. 



E. Press END when the message Global 
Replace/Delete completed. (number) phrases changed 
appea rs on the message line. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Topic 9. Creating Overstrike Characters 

USING OVERSTRIKE 

In this topic, you will learn to type one character on 
top of another character to create overstrike 
characters. Overstrike characters are used to: 

• Indicate that a block of characters should be 
overstruck with another character 

• Construct characters (print one character on top 
of another cha racter) 

• Underline individual characters within a word 

Before starting this topic, you should complete: 

All Basic Topics 

TO MARK A BLOCK OF 
TEXT TO BE OVERSTRUCK 

Beginning the Exercise 

While making reVISions, you can use OVERSTRIKE to 
make the system "mark over" a block of text. This 
indicates that the text is to be deleted later. 

For example, when you revise legal documents, you 
may want to print the document showing what text is 
to be deleted so that all parties can approve the 
draft. 

In this exercise you will revise a document already stored 
on the diskette. 

REVISE A STORED DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Purchase Agreement 
TRAIN 

In this exercise, you are going to strike over the 
fifth paragraph to indicate that it is to be deleted. 
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Completing the Exercise 
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IN THE TYPING AREA, MOVE THE CURSOR TO LINE 
26 (beginning with the words NOW THEREFORE). 

OVERSTRI KE is located on the front of DEL. 

PRESS CODE + OVERSTRIKE. 

The prompt Overstrike what? appears on the Prompt 
Line. 

To indicate the block of text that you want to 
overstri ke, 

PRESS THE J, KEY FIVE TIMES TO MOVE THE CURSOR 
TO THE END OF THE PARAGRAPH. 

PRESS ENTER. 

The prompt Overstrike with what character? appears 
on the Prompt Line. 

TYPE A SLASH (/). 

PRESS ENTER. 

Slashes (/ / / / / /) replace the text on the display. If 
you move the cu rsor th rough the text, only the text 
appears on the display. Or, if you choose Display 
Codes = Yes in the SCREEN FORMAT menu, the text 
appears on the display. 

When you pri nt the document, both the text and the 
slashes appear. This indicates on the printed page 
that this paragraph is to be deleted. 

PRESS END AND PRINT. 



USING THE REQUIRED 
BACKSPACE KEY TO 
CONSTRUCT A CHARACTER 

Required Backspace (CODE + BKSP) is used to 
construct characters (print one character on top of 
another) . 

The symbol 0 is used to differentiate between a zero and the letter o. 

You sit down on a chair. 

You set the book down on the table. 

Beginning the Exercise 

Figure 9-1. Examples of Constructed Characters 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION, AND GO TO THE TYPING AREA 

Document name: 
Dis kette name: 

Requi red Backspace 
TRAIN 
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Completing the Exercise 
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TYPE THE REMAINDER OF THE SENTENCE, THEN TYPE 
TWO CARRIER RETURNS. 

Depending on what characters are constructed, the 
display will show one or both characters. Printing 
will show both characters. 

PRESS END AND PRINT. 





TOPIC SUMMARY 

To Overstrike a Block 
of Text 

To Construct a 
Character or Underline 
I ndividual Characters 

A. Move the cursor to the beginning of the block of 
text. 

B. Press CODE + OVERSTRI KE. 

C. When the prompt Overstrike What? appears, 
move the cu rsor to the end of the block of text, and 
then press ENTER. 

D. When the prompt Overstrike with what 
character? appears, type the character you want to 
stri ke over the text, and then press ENTER. 

E. Only the characters used to "strike over" appear 
on the display. 

If you choose Display Codes = Yes in the SCREEN 
FORMAT menu, the text appears on the display. 

F. When you print the document, both the text and 
the "stri keover" cha racters appea r. 

A. Type the character. 

B. Press CODE + BKSP once. 

C. Type the second character or the underline. 

You have completed this topic. Choose the next topic from 
your Training Checklist. 
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Completing the Exercise 

FINISH TYPING THE SENTENCE, THEN PRESS END. 

PRINT THE DOCUMENT. 
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Footnotes 

Refer to "Documents With Footnotes" in the "Work 
Samples" chapter of the Work Station Procedures Guide 
for instructions on using superscripts and subscripts for 
for footnote numbers. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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Topic 11. Add itional Print Information 

SELECTING SPECIFiC 
PAGES TO PRINT 

In this topic, you will learn how to: 

• Select specific pages to print from the PRI NT 
DOCUMENT menu 

• Queue (line up) more than one document for 
printing 

• Display a list of the documents in the print queue 
and cancel a print job from the print queue 

• Change the order of documents queued for 
pri nti ng 

• Use Proportional Spacing (PSM) 

LOOK AT THE PRINT DOCUMENT MENU BELOW, AND 
THEN CONTINUE READING. 

1 1 
IDISKOll 1 1 1 IKyb 1 1 

1-----------------------------------------------------------------------
1 PRINT DOCUMENT , 
, 
, ID ITEM , 
1 a Print From Page , 

YOUR 
CHOICE 

o 

, b Print Through Page 0 
1 
, c Print Quantity , 
, d Paper Handling , 
, 
, 
, e Cancel on Error 
1 

I 

1 

2 

2 

POSSIBLE 
CHOICES 

o = First Page, 
1 = 9999.9.9 
o = Last Page, 
1 = 9999.9.9 
1 - 99 

1 = Cut Paper, Manual Feed 
2 = Cut Paper, Automatic Feed 
3 = Continuous Paper 

1 = Yes 2 = No 

'When finished with this menu, press ENTER. , 
'Type ID letter to choose ITEM; press ENTER: _ 

Figure 11-1. PRINT DOCUMENT Menu 
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DISPLAYING THE PRINT QUEUE 
AND CANCELLING A PRINT JOB 
FROM THE PRINT QUEUE 

You can list the documents in the print queue on the 
display. The document names are listed in the order 
in which they will print. The document that currently 
is printing is indicated by the # symbol next to the 
10 letter in the menu. 

I 
DISKOll 

I 
IKyb 1 I 

DISPLAY PRINT QUEUE OR CANCEL PRINT JOB 

ID DISKETTE NAME DOCUMENT NAME 

11 a DISKOl Letter 
b DISK04 Interviews 
c DISKOl Mtg Ltr A 
d DISK03 Thank You Ltr 

11 This document is printing now. 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter to cancel print job; press ENTER: _ 

Figure 11-2. DISPLAY PRINT QUEUE OR CANCEL PRINT 
JOB Menu 

To see the list of documents in the queue: 

Choose the ITEM Display the Print Queue or 
Cancel a Print Job in the REQUEST TASKS menu. 

While displaying the print queue, you also can cancel 
a print job from the queue. 

You also can cancel a print job even when the 
document currently is printing. 

To cancel a print job from the print queue: 

Choose the I D letter assigned to the document 
you want to cancel. 

You will receive a message that printing of the 
document has been cancelled at you r request. 
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CHANGING THE PRINTING 
ORDER OF DOCUMENTS IN 
THE PR!NT QUEUE 

11-4 

When you queue more than one document for 
printing, the documents print in the order that you 
requested them to print. If the priority of a 
document changes, and you need to move it to the 
beginning of the print queue, you can change the 
printing order of the documents. 

If a document is currently printing, the # symbol 
shows next to the assigned I D letter. If no document 
is printing, then the first document listed in this 
menu is the next document to print. 

I 
IDISKOll 

I 
IKyb 1 I 

ID DISKETTE NAME 

Ij a DISKOl 
b DISK04 
c DISKOl 
d DISK03 

CHANGE PRINTING ORDER 

DOCUMENT NAME 

Letter 
Interviews 
Mtg Ltr A 
Thank You Letter 

# This document is printing now. 

IWhen finished with this menu, press ENTER. 
I 
IType ID letter of document to be printed next; press ENTER: _ 

Figure 11-3. CHANGE PRINTING ORDER Menu 



USING THE PRINT KEY 
TO PRINT PAGES 

To change the printing order of documents in the 
print queue: 

• Choose the ITEM Change Printing Order in the 
REQUEST TASKS menu. 

• Type the I D letter of the document you want to 
print next. 

You also can use PRINT to print pages of a document 
while you are creating or revising. 

For example: 

A. When you make minor reVIsions to selected 
pages of a document, you may want to print only 
those pages that are changed. If the revisions do 
not affect page endings, you can use PRINT to 
print each page as you revise it. 

or 

B. You can type a page and then press PRINT. 
As the page is printing, you can type the next 
page of the document. When you press END to 
continue with another job on the diskette, you 
may have to wait until the page that is printing 
has printed. 

When using PRINT, you can queue a maximum of 25 
pages within each document. 
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PRINTING IN PROPORTIONAL 
SPACING (PSM) 

Adjust Line Endings = Yes 

Adjust Line Endings = No 

Typing Text with 
Tab Settings 

I n Proportional Spaci ng (PSM), each cha racter has a 
unit value varying from 3-7 units, depending on the 
width of the cha racter. For example, a "w" is 7 
units, and an "i" is 3 units. 

When you type with Adjust Line Endings = Yes, the 
system calculates each character's unit value and 
adjusts the line accordingly. The text on the display 
is still shown in 12-pitch. Therefore, your printed 
document will not look exactly like the display. 

The system calculates the unit values. When you 
reach the right margin, the system beeps. The line 
may look short or long on the display, but the 
p ri nted docu ment wi II be accu rate. 

Be sure to use tabs set for the exact width of the 
text printed in PSM, instead of using the 5-space tab 
grid or spaces for alignment. If you use the tab grid 
or spaces, text may appear aligned on the display, 
but not when printed in PSM. 

EXAMPLE: 

MEMO TO: 
DATE: 

Figure 11-4. Example of Proportional Spacing Using Tab 
G rid or Spaces 
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Typing Tables Using 
Col urnn Layout 

Measuring Column 
Widths 

The table may appear correct on the display, but the 
printed document may not align properly. The 
Column Layout function recognizes every character in 
the example entries as a lowercase "a." If the unit 
values are greater than that of the "a's," tabs will 
not be set accu rately . 

If printing cancels because of a long line, print the 
document again, and set Cancel on Error to No. 
Then, use the pri nted document to fi nd the line that 
printed through a tab setting, causing the following 
entries to be out of alignment. 

Use the conversion ruler to measure columns printed 
in PSM. To determine where to set the tabs on the 
display, measure the printed text using the 12-pitch 
scale. Count how many 12-pitch characters are 
required to match the width of the printed columns. 
Set the tabs accordi ngly. 

If you would like to find the exact unit value of each 
character, refer to "Appendix E. PSM Value Chart" 
in the Reference Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

To Select Specific 
Pages to Print 

To Display the Print Queue 

To Cancel a Print Job from 
the Print Queue 

11-8 

A. Press REQST. 

B. Choose the ITEM in the REQUESTS TASKS 
menu to print a document. 

C. Respond to the prompts for document name 
and diskette name. 

D. Choose the ITEM Print From Page in the 
PRI NT DOCUMENT menu and type the page 
number of your choice. 

E. Choose the ITEM Print Through Page in the 
PR I NT DOCUMENT menu and type the page 
number of your choice. 

F. Press ENTER when finished with the PRI NT 
DOCUMENT menu. 

A. Press REQST. 

B. Choose the ITEM Display Print Queue or 
Cancel Print Job in the REQUEST TASKS menu. 

A. Press REQST. 

B. Choose the ITEM Display Print Queue or 
Cancel Print Job in the REQUEST TASKS menu. 

C. Type the I D letter of the document you want 
to cancel and press ENTER. 



To Change the Printing Order 

A. Press REQST. 

B. Choose the ITEM Change the Printing Order 
in the REQUEST TASKS menu. 

c. Type the I D letter of the document you want 
to print next. 

-------------------------_. '._------------,--_.--._--

You have completed this topic. Choose the next topic from 
the Training Checklist. 
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Topic 12. Creating Simple Tables 

TABLE OF WORDS 

Beginning the Exercise 

In this topic, you will learn to use the Column Layout 
function to create: 

• A table of words 

• A table of numbers 

Typing tables and columns takes a little more setup 
than typing straight text. This is true whether you 
use a regular typewriter or the Displaywriter. The 
Column Layout function makes the setup (setting 
tabs, leaving space between columns) much easier. 

Before starting this topic, you should have 
completed: 

All Basic Topics 

,Display Codes must = No for this topic. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA. 

Document name: Words 
Diskette name: TRAI N 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE FIRST 8. 

Remember to type two carrier returns after typing 
the first paragraph in the following illustration. 
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Several employees have been promoted this month.. Please make the 
necessary changes in your personnel files. 

8Ross 
Monteith 
Galloway 
Blanche 
Sylvester 

Engineering 
Sales 
Communication Center 
Data Processing 
Engineering 

Associate Engineer 
Assistant Manager 
Staff Assistant 
Payroll Supervisor 
Staff Manager 

Please contact each of these people and congratulate them on their 
achievements within the company. 

When you type columns, you no longer have to 
determine the space between columns and where to 
set the tabs. The Column Layout function does this 
for you. 

Look at the upper right corner of the key boa rd 
template. The key that says "COLUMN" on the top 
and "LAYOUT" on the bottom is one that you will be 
using for this exercise. When you are asked to 
"PRESS COLUMN" or "PRESS CODE PLUS LAYOUT" 
in these exercises, it is this key you will use. 

The Col umn Layout Function 

12-2 

PRESS CODE PLUS LAYOUT TO SEE AND USE THE 
COLUMN LAYOUT INSTRUCTIONS 

The lower half of the display now shows the Column 
Layout Instructions. The cursor is in the upper left 
corner of the display, under a Required Carrier 
Retu rn. 

TAKE A MOMENT TO READ ALL OF THE 
INSTRUCTIONS, 1-4, ON THE SCREEN. 

Now, you a re ready to type the longest entry in each 
column, according to instruction 1 on the screen. 
Only "a's" wi" appear. 



Sylvester 

Using the Column Layout 
Function 

Notice that the longest entries in each column in this 
exercise are: 

Communication Center Associate Engineer 

For this exercise, all tabs will be flush left. The 
terms "flush left tab" and "normal tab" mean the same 
thing. 

Now you are ready to follow instruction 
Column Layout I nstructions on the screen. 

in the 

PRESS TAB TO INDICATE YOU WANT A FLUSH LEFT 
TAB. 

TYPE THE WORD: Sylvester 

If you make a mistake (forget how many characters 
you have typed, or enter the wrong kind of tab 
symbol, for example) you can press BKSP and 
re-type the cha racters. 

Now you are ready to follow instruction 2 in the 
Col umn Layout I nstructions on the screen. 

PRESS COLUMN TO TELL THE SYSTEM TO LEAVE SPACE 
BETWEEN THE COLUMNS. 

ACCORDING TO INSTRUCTION 1 ON THE SCREEN, 
PRESS TAB AND TYPE THE WORDS: Communication 
Center 
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PRESS COLUMN ACCORDING TO INSTRUCTION 2 ON 
THE SCREEN. 

ACCORDING TO INSTRUCTION 1 ON THE SCREEN, 
PRESS TAB AND TYPE THE WORDS: Associate Engineer 

Now you are ready to follow instruction 3 on the 
screen. 

When you press CODE PLUS LAYOUT, the space 
between columns is allowed for. 

ACCORDING TO INSTRUCTION 3, PRESS CODE PLUS 
LAYOUT. 

Notice that the example entries have been adjusted 
between the left and right margin and should look 
like the following illustration. 

aaaaaaaaaaaaaaaaaaaaa aaaaaaaaaaaaaaaaaaa 

FOLLOW INSTRUCTION 4 ON THE SCREEN TO PRESS 
ENTER. 
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A blan k typi ng a rea appea rs on the screen for you to 
type the table. The cursor is under the End Table 
code t!: . When you type the first character or tab, 
the system displays a Required Carrier Return +J 
directly after the first character or tab. The cursor 
remains under that Required Carrier Return symbol 
while you type the table. This causes each table to 
end with a Required Carrier Return. 

The scale line now shows the tabs you set using the 
Column Layout function. 

The flush left tab is represented by the symbol -. 

Now you are ready to type the table. Remember, the 
first column begins at the left margin. You don't 
have to tab for the fi rst col umn. 



Typing the Table 

TYPE THE FIRST ENTRY: Ross 

TAB TO MOVE TO THE NEXT FLUSH LEFT TAB 
SYMBOL - AND TYPE THE NEXT ENTRY: Engineering 

CONTINUE TO TAB AND TYPE THE ENTRIES IN THE 
COLUMNS UNTIL YOU REACH THE LAST e. 

You will hear a beep when the typing approaches the 
right margin. 

When typing tables using Column Layout, the system 
is not using auto carrier return as it does in text. 
Therefore, you must type a carrier return after each 
entry in the last col umn, except the last entry, 
"Staff Manager". 

The Required Carrier Return already there when you 
are typing the table gives you one blank line. In 
addition, the End Table code and Format Change 
always provide a blank line at the end of a table. 

Several employees have been promoted this month.. Please make the 
necessary changes in your personnel files. 

QRoss 
VMonteith 

Galloway 
Blanche 
Sylvester 

Engineering 
Sales 
Communication Center 
Data Processing 
Engineering 

Associate Engineer 
Assistant Manager 
Staff Assistant 
Payroll Supervisor 
Staff Manager e 

Please contact each of these people and congratulate them on their 
achievements within the company. 

WHEN YOU FINISH TYPING THE TABLE, IMMEDIATELY 
AFTER YOU TYPE "Staff Manager", FOLLOW THE 
PROMPT ON THE SCREEN TO PRESS ENTER. 
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WHEN YOU HAVE TYPED ALL THREE EXAMPLE 
ENTRIES, PRESS CODE PLUS LAYOUT TO TELL THE 
SYSTEM TO DETERMINE THE SPACING AND SET THE 
TABS ACCORDING TO INSTRUCTION 3 ON THE 
SCREEN. 

The example entries should look like the following 
illustration. 

aaaaaaaaeaa aaaaaaaeaa 

PRESS ENTER ACCORDING TO INSTRUCTION 4 ON THE 
SCREEN. 

A blank typing area should appear on the screen now 
for you to type the table. The cursor is under the 
End Table code. When you type the first character or 
tab, the system displays a Required Carrier Return. 

The scale line now shows the tabs you set using the 
Column' Layout Instructions. 
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I ndented Tables 

To Type One Column 
at a Time 
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Layout I nstructions and example entries on the 
screen to do so. 

If you want space between the left margin and the 
first column, press COLUMN before you type the 
example entry for the fi rst col umn . 

If you want space between the last column and the 
right margin, press COLUMN after you type the 
example entry for the last col umn. 

For more information on indented tables, refer to 
"Shifting a Column to the Right" and "Shifting a 
Column to the Left" in the "Quick Reference" section 
of the Reference Guide. 

I nstead of typi ng the col umns across the page, one 
entry at a time as you did in this topic, you may 
want to type one entire column at a time. 

The steps to type one column at a time are similar to 
those you learned in this topic. 

For specific information, refer to II C reati ng a Table 
One Column at a Time" in the "Quick Reference" 
section of the Reference Guide. 



To Type Periods 
in a Table 

Paper Size 

(5218/5228 Printers Only) 

If your example entry contains a period (Mr. J. R. 
Gaston), but you do not want to set a decimal tab for 
that entry, you must type an "a" instead of pressing 
the period key. When you press the period key you 
get a decima I ta b, not a period. 

aaaaaaaaaaaaaaaa 

After you have typed your example entries and are 
ready to type the table in the typing area, you may 
type the entry and press the period key when you 
want a period. 

For this exercise, you typed the table on 216 x 280 
mm (8.5 x 11 inch) paper. Sometimes you will want to 
use a different size paper or turn the paper 
sideways. 

When you do this, remember to choose Change Page 
Format in the FORMAT SELECTION menu. Then 
change to the appropriate Paper or Envelope Size in 
the PAGE FORMAT menu. 

You will also need to change Last Typing Line in the 
PAGE FORMAT menu to match the new paper size. 

In addition, if you have the optional Sheet-Feed 
Paper Handler attached to your 5218 or 5228 printer, 
you also may want to change the Printing Paper 
Source to indicate another paper tray choice or to 
indicate that you will manually feed the sheet of 
paper for this page. You make this change in the 
Page Format men u . 
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'Format Change I 1 1 , I' I 
IDISKOll' I 1 IKyb 1 I 1 
1------------------------------------------------------------------------------
1 PAGE FORMAT 
1 

I 
1 ID ITEM 
'a First Typing Line, 
, First Page 
'b First Typing Line 
I Following Pages 

YOUR POSSIBLE 
CHOICE CHOICES 
7 1 - 999 

7 1 - 999 

'C Last Typing Line 60 2 - 999 
'd Paper or Envelope Size 3 1 = 210x297 mm or B.27xl1.69in. (A4) 
, 2 = 297x210 mm or 11.69xB.27in. (A4L) 
I 3 = 215.9x279.4 mm or B.5xl1 in. (P4) 
, 4 = 279.4x215.9 mm or l1xB.5 in. (P4L) 
, 5 = 215.9x355.6 mm or B.5x14 in. (Legal) 
, 6 = 355.6x215.9 mm or 14xB.5in. (Legal L) 
, 7 = 241.3xl04.B mm or 9.5x4.13 in. (Env.) 
I B = 229x162 mm or 9.02x6.3B in. (C5 Env.) 
I 9 = Other in mm 
, e Printing Paper Source 1 1 = Top 2 = Bottom 
, 3 = Bottom,This Page Only 4 = Manual Feed 
IWhen finished with this menu, press ENTER. 
IType ID letter to choose ITEM; press ENTER: 

Figure 12-1. PAGE FORMAT Menu 

You may wish to take "Topic 25. Making Changes to 
the Page Format" in this book, or refer to "Tables 
and Columns" in the "Work Samples Handbook" 
chapter of the Work Station Procedures Guide. 



Printing in Proportional Spacing 

For more information on printing in PSM, refer to 
"Additional Print Information," in "Chapter 36. What 
to do if," and to "Proportional Spaci ng (PSM)" in the 
"Quick Reference" section of the Reference Guide. 

For more information on creating tables, refer to 
"Tables and Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedures 
Guide and to "Creating a Table One Line at a Time" 
in the "Quick Reference" section of the Reference 
Guide. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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You have completed this topic. Choose the next topic from your 
Training Checklist. 
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Topic 13. Creating Advanced Tables 

COLUMNS WITH CENTERED 
HEADINGS 

Beginning the Exercise 

I n this topic you will learn to use the Column Layout 
function to create tables that have: 

• Headings centered over columns 

• Columns made with different kinds of tabs 

• Long centered headings over columns made with 
different kinds of tabs 

These are advanced tables because each column 
requires more than one kind of tab. They also 
require a good understanding of the Column Layout 
fu nction. 

Before starting this topic, you should have 
completed: 

1 . All Basic Topics 

2. Topic 12. Creating Simple Tables 

Display Codes must = No for this topic. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: 
Diskette name: 

Centered Headi ngs 
TRAIN 
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TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE FIRST 8 . 

Remember to type two carrier returns after typing 
the first paragraph. 

Regions two, three, and four have selected these people as outstanding 
county representatives. 

REGION PERSON II REP STATUS 
Twenty-four 458-80-3609 Reaves retired veteran 
Thirteen 349-57-2230 Silverman employed veteran 
Twenty-two 425-12-5576 Earle retired civilian 
Thirty-three 334-00-4910 Huston employed civilian8 

If you need more information on any of them, refer to the region number 
and person number above. 

Using the Column 
Layout Function 

Thirty-three 
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PRESS CODE PLUS LAYOUT TO SEE AND USE THE 
COLUMN LAYOUT INSTRUCTIONS. 

Just as you typed the longest entry in each column 
for simple tables, you type the longest entry in each 
column for tables with headings centered over 
columns. (Be sure to see if the heading is the longest 
entry. The heading is part of the column, too.) 

Notice that the longest entries are: 

458-80-3609 Silverman employed civilian 



Center Tab 

In this exercise, you will set flush left tabs and 
center tabs. 

Now you are ready to use the Column Layout function 
according to instructions 1-4 on the screen. 

PRESS TAB TO SET A FLUSH LEFT TAB. 

TYPE THE WORD: Thirty-three 

Now you are ready to set a center tab. 

You already know how to use CODE PLUS CENTER to 
center text on a line. A center tab \-1 centers what 
you type a rou nd the center tab setti ng. The 
headings over each column in this exercise are 
centered. 

Even though the word "Thirty-three" is not 
centered, you want a center tab for this column. You 
will use the center tab when you type the heading for 
the column in the typing area. 

PRESS CODE PLUS CTR TO SET A CENTER TAB. 

PRESS COLUMN TO LEAVE SPACE BETWEEN THE 
COLUMNS. 

PRESS TAB TO SET A FLUSH LEFT TAB. 

TYPE THE CHARACTERS: 458-80-3609 

PRESS CODE PLUS CTR TO SET A CENTER TAB. 

CONTINUE TO FOLLOW THE COLUMN LAYOUT 
INSTRUCTIONS TO SET FLUSH LEFT AND CENTER 
TABS FOR Silverman AND employed civilian. DO NOT 
PRESS COLUMN AFTER THE LAST EXAMPLE ENTRY. 
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TNL SN44-2104 (26 February 1982) to S544-2035-0 

Completing the Exercise 

TYPE THE REMAINING TEXT. 

PRESS END AND PRINT THE DOCUMENT. 
COLUMNS MADE WITH 
DIFFERENT KINDS OF TABS 

You used flush left tabs and decimal tabs in "Topic 
12. Creating Simple Tables." 

You just finished using center tabs and flush left 
tabs in the same table. 

Now you will learn how to use flush right tabs, flush 
left tabs and decimal tabs in the same table. 

CREATE A DOCUMENT USING THE FOLLOWING 
INFORMATION AND GO TO THE TYPING AREA: 

Document name: Kinds of Columns 
Diskette name: TRAIN 

TYPE THE FOLLOWING ILLUSTRATION UNTIL YOU 
REACH THE 8 . (The title "MEDICAL SUPPLY 
REQUISITION" is not part of the column layout.) 

Remember to type two ca rrier retu rns after you 
center and type "MEDICAL SUPPLY REQUISITIONS". 

You may use either WORD UNO, or BEGIN UNO and 
END UNO to underline. 
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Flush Right Tab 

Using the Column 
Layout Function 

XT4804 

A flush right tab lines up numbers or text on the 
right. You can type words or numbers of different 
lengths and the system will line them up correctly. 

A --1 appears on the scale line where the flush right 
tab is set. 

PRESS CODE PLUS LAYOUT TO USE THE COLUMN 
LAYOUT FUNCTION. 

Notice that the longest entries in each column are: 

electrocardiograph 2,999.99 20 

TYPE THE CHARACTERS: XT4804 

PRESS RET TO TELL THE SYSTEM THAT YOU WANT A 
FLUSH RIGHT TAB. 

PRESS COLUMN. 

For the other example entries, you want to tell the 
system to set a flush left tab for 
"electrocardiograph," a decimal tab for" 2,999.99," 
and a flush right tab for "20." 

FOLLOW THE COLUMN LAYOUT INSTRUCTIONS TO 
TYPE THESE EXAMPLE ENTRIES. REMEMBER TO PRESS 
COLUMN TO LEAVE SPACE BETWEEN THE COLUMNS 
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Flush Left Tab 

TNL SN44-2104 (26 February 1982) to S544-2035-0 

MOVE THE CURSOR 
EXAMPLE ENTRY FOR: 

TO THE FIRST "a" 
Eq u i pment Desc ri ption 

Equipment. Description is 21 characters long. 

OF THE 

The longest entry under the heading Equipment 
Description is 18 characters long 
(electrocardiograph) . 

2] heading 
-18 longest entry 

3 left over 

Three can be divided into the whole numbers 1 and 
2. So, you can move the cursor -+ on.e or two 
spaces. In this example, two spaces looks better than 
one. 

MOVE THE CURSOR -+ two SPACES. 

PRESS TAB TO SET A FLUSH LEFT TAB. 
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Flush Right Tab 

TNL 8N44-2104 (26 February 1982) to 8544-2035-0 

The last column is made with a flush right tab, like 
the fi rst col umn is. 

MOVE THE CU.RSOR TO THE LAST "a" OF THE EXAMPLE 
ENTRY FOR: Quantity 

Quantity is eight cha racters long. 

The longest entry under the heading Quantity is 
th ree cha racters long (320). 

8 heading 
-3 longest entry 

5 left over 

Five can be divided into the whole numbers 2 and 3. 
So, you can move the cursor +- two or three 
spaces. I n this example, two looks better than th ree. 

MOVE THE CURSOR +- TWO SPACES. 

PRESS RET TO SET A FLUSH RI'GHT TAB. 

Now you are ready to tell the system to determine the 
space between the columns and set the tabs. 

PRESS CODE PLUS LAYOUT. 

The example entries should look like the following 
illustration. 

Advanced Tables 13-17 







13-20 

For more information on creating advanced tables, 
refer to "Tables and Columns" in the "Work Samples 
Handbook" chapter of the Work Station Procedures 
Guide and to "Creating Centered Headings Over 
Columns" in the "Quick Reference" section of the 
Reference Guide. 



ADDITIONAL INFORMATION 

Space Between 
Left Margin and 
First Entry 

Different Tabs 
for Same Col umn 

TNL SN44-2104 (26 February 1982) to S544-2035-0 

If you pressed COLUMN to leave space between the 
left margin and the first entry (at a flush left tab,) 
you would tab to the flush left tab before you type 
that entry. 

You can not have two different kinds of tabs set at 
the same location in the example entries or on the 
scale 1Trie. 

If the calculations end up that way (for instance, you 
have a center tab set for the heading, and when 
figuring the place to set another kind of tab, it 
should be in the same place), you will have to make a 
choice. Set the second tab for that column either one 
space to the right or left of the center tab. 

READ THE TOPIC SUMMARY ON THE NEXT PAGE. 
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TOPIC SUMMARY 

Columns with Centered 
Headings and Flush 
Left Tabs 
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A. In the typing area, press CODE PLUS LAYOUT 
to see the Column Layout Instructions. The cursor is 
under a Required Carrier Return. 

B. Determine the longest entry in the column (check 
the length of headings). 

C. Press TAB and type the longest example entry in 
the column. 

D. Press CODE PLUS CTR to set a center tab. 

E. Press COLUMN to leave space between the 
columns. 

F. Repeat steps "B." through "E." for the other 
columns. Do not press COLUMN after the last entry. 

G. When you have typed all of the example entries 
and set the kind of tabs you want, press CODE PLUS 
LAYOUT to adjust the space between the columns and 
to set the tabs. 

H. Press ENTER to go to the typing area. 

I. The cursor is under the End Table code. When 
you type the fi rst cha racter or tab, the system 
displays a Required Carrier Return. 

J. Tab 
heading. 
heading. 

to each 
Type a 

center 
ca rrier 

tab 1-/ and type 
retu rn after the 

each 
last 

K. Tab to each fl ush left tab and type each entry. 
Type a ca rrier retu rn after each entry in the last 
col umn except the last entry. 

L. When you finish typing the table, press ENTER. 
Do not type a carrier retu rn after the last entry. 

M. Type any text that may follow the table. 
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